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7. REPORTS 

 

7.1 Overview 

On the menu options at the top of the SCS screen, click on Reports to see the list shown 
below. 
 

 
Report Menu 

 

Filter and sort options are available for all except the first, summary report.  There is no sort 
available for it, but you can select the school type – public or nonpublic. 

 
The School Type options for all reports are public and nonpublic schools. All reports, except 

report 1, have the added (default) option of generating a report on “All” schools (public and nonpublic). 
Report 6 also provides options for seeing only grade 4, 8, or 12 schools. 

 
After selecting the school type, on the remaining reports you can set the filter and sort 

options (explained below), and click on the Run Report button.  After the report is “run,” it will be 
displayed on the screen.  If you want to print the report, do so before closing the report.  The reports can 
also be saved as Excel files.  (See Section 7.1.5.) 
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7.1.1 Viewing Reports 

First, select the school type, filter, and sorts.  For this report, we used the default criteria: 
Then click on the Run Report button. 

 

 
 

Below is an example of Report 2 viewed on the screen. 
 

 
Report 2 

 

Scroll down to see the entire report. 
 

7.1.2 Working With the Displayed Reports 

The reports are displayed in your browser window.  To print the report or search for a 
particular school (for example), you will use the browser options at the top of the window.  It is 
recommended that you use the options on the menu bar (shown below) rather than the icons. 

 

 
 

Menu bar
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7.1.3 Printing the Report 

To print Reports 1 – 4, while viewing the report, click on the browser print 
icon.   

 
Selecting File, Print Preview will give you the opportunity to locate a particular page or 

range of pages that you can print rather than the entire report.   
 

 
Report 2 Using Print Preview 

 
Scroll down the page and use the arrows at the top of the screen to move from page to page 

to locate the schools you want.  The page numbers are displayed at the top of the screen as you move 
from page to page. When you know the page number or range of numbers, click on Print in the upper left 
of the preview screen to access the print pop-up window. 
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Print Preview Print Window 

 
To print only 1 page or a range of pages, click on the radio button next to “Pages.” Then, 

click in the little window where the number 1 is displayed and type the page number(s). Then, click the 
Print button. 
 

Printing reports 5 - 8 requires changing some of the print settings since these reports are too 
wide to fit on letter-size paper. 

 
To see the report with the default print settings, run the report and with the report open, click 

File, Print Preview... 
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As you can see from the screen shot below, Report 8 does not fit on the page. The last 

column on the right should have the heading “SD ELL Data Recorded.” 
 

 
 

The page setup should be changed so that the orientation of the page is landscape rather than 
portrait.  Given the width of the report, it will need to be printed on legal (14 inch long) paper. To change 
the setup, locate the Page Setup icon next to the Print button in the top left of the screen. Click on this 
icon. 
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In Page Setup window, make the following changes. 
  

 
 
 

After making the changes, click OK and you will return to print preview with the new 
settings. If print preview shows that the report fits on the page alright, click the print link in the upper left. 

Change paper size to legal 

Change orientation to landscape 

For Report 8 only, change 
margins left and right to 0.5. 
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In print dialog box, you can set the “print range” to print only page 1 if you want to check 
the print out before printing several pages.  (Be sure to have legal size paper in your printer before starting 
to print these reports.)   

 

7.1.4 Finding a School on the Report 

To find the name of a school (or district) on the report, select Edit, Find (on This Page), and 
then type the school’s name in the “Find what” window. 

 

 
Select Edit, Find (on This Page) 

 
Type School Name (Find is not case sensitive) 
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To print the page that the school is on, note the page number at the top of the screen, then 
click File, Print and enter the page number as discussed in the section above. 

 

7.1.5 Saving Reports to Excel 

The report that you are looking at can be saved in Excel format on 
your hard drive.  Initiate this process by clicking on the Save link in the upper 
right of the screen. 

 
Depending on your computer set up, some of the following pop-up windows may or may not 

appear.   
 
The first pop-up is the “File Download” window. 
 

 
File Download 

 
Click on the Save button. 
 
Next, you will tell the system where to save the file and give it a name. 
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 Saving the File 

 
Click on the Save button and the following pop-up window may appear as the file is 

downloaded. 
 

 
Download Complete 

 
How long it takes to download the file will depend on the size of the file and the speed of 

your Internet connection.   
 
When the download is complete, click on the Close button.  If you want to work with the 

file, don’t forget to close the SCS so that you can free up that connection and not time out. 

Name the file. Shown is 
the name given by the 
system. You may want to 
use something more 
understandable. 

The default will be to store 
the file in My Documents.  
This is a good place to 
leave it. 
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The Excel file of your data will appear similar to the following, depending on the report that 
you save. 

 

 
Report 2 Saved and Viewed in Excel 

 
At this point, you have complete control of the data and can resort and move data around. 
 

7.1.6 Closing Reports 

Throughout the report will be links labeled “Back to SCS Reports Page” that you can use to 
return to the reports menu. 

 

7.2 Report 1:  Summary Tallies 

Report 1 (see next page) summarizes the participation status of all originally sampled 
schools by grade as well as the status of activated substitute schools. Also included are the number and 
percent of schools with enrollment information and student lists received. 
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REPORT 1 
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When Report 1 is printed, each section starts on a new page. Thus, this four-section report 
prints on four pages. 

 

7.2.1 Interpreting the Report 

Report 1 is divided into four sections briefly explained below: 

 Status of Original Schools 

 Status of Activated Substitute Schools 

 Status of Activities (Cooperating Schools Only) 

 School Summary 

 

Status of Original Schools 

This section gives the distribution of participation status codes assigned to all schools in the 
original sample for all three grades.  Activated substitutes are not included. 

 
The percentage is calculated as the total number of sampled schools for a grade with that 

code divided by the total number o f original schools for that code including those that are determined to 
be ineligible or refusals.  Initially, the status for all schools is set to Pending. 

 

Status of Activated Substitute Schools 

If any substitutes have been activated, a distribution of their status codes appears here.   
 

Status of Activities (Cooperating Schools Only) 

This portion of the report focuses on the progress made with cooperating schools. 
 
A. Total Cooperating Schools.  This number is the same as reported in 1C. 

B. Enrollment Data Entered shows the number and percentage of cooperating schools for 
which enrollment information has been entered. 

C. Scheduled Date Entered shows the number and percentage of cooperating schools for 
which an assessment date is present for all sessions.  

D. Student Listing Form Received. 

 
Note:  If the region has schools sampled for multiple grades, these schools will be tallied 

separately in the three columns (Grades 4, 8, and 12) of this report.  Accordingly, summing the 
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corresponding entries across grades will yield totals higher than the number of sampled schools in the 
region. 

 

School Summary 

This section of the report brings together information about original and substitute schools: 

A. Total Pending Schools equals the sum of original and substitute pending (1A + 2A). 

B. Total Cooperating Schools equals the sum of original and substitute cooperating (1C + 
2C). 

C. Unweighted Response Rate Before Substitution is a measure of school cooperation 
similar to that calculated in the final reports provided by NAEP.  The response rate 
before substitution is calculated as follows using only schools in the original sample. 

 # COOPERATING SCHOOLS  
# PENDING + # COOPERATING + # REFUSING SCHOOLS 

 
D. Original Refusals Without Substitutes.  This item tallies the number of original sample 

refusals for which a substitute grade is not available. 

7.3 Report 2:  School Status Listing 

 
Report 2 

 
This report is useful as a general reference for reviewing information about sampled schools.  

A variety of filters and sorting options are available.   
 
The filter and sort options for Report 2 are: 
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Filters Sorts 

Active Schools (default) Status (default) 
Original Schools District 

Substitute schools County 
Pending Schools School 

Cooperating Schools NAEP ID 
Cooperating/ Pending Schools State School ID 

Refusal Schools School Type 
 
To access the filter and sort options, click on the down arrow next to the appropriate box.   
 
For each school, the report lists: 
 

 The current participation status; 

 The school name;  

 NAEP ID; 

 Sampled grade; 

 The scheduled assessment date; and 

 The enrollment for the sampled grade (based on your entry). 

 
NOTE:  Report 2 is a grade-level report.  Schools sampled for both fourth and eighth 

grades, for example, will be listed twice on this report. 
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