Reports eTests ‘ TOPSpro

TE Report Generator Overview

Whenever you select any report from the Reports menu, you are presented with the Report Setup
screen, also referred to as the Report Generator. This mostly generic reporting interface allows you to

set up complex filtering and sorting options for each report.
Each setup screen consists of two main sections.

1. Report Setup Navigator
2. Report Setup Toolbar

m View Organization Records Reports Tools Help User: Administrator 43 ) build 33 (2)(=) (8 (B (%)

Individual Skills ... B} Pages
Report Setup Navigator [4908 - Rolling Hills Aduit school RHAS)| ~ | [T e (More|
L -

Class Definitions
| Common Filters
Personnel

4 Date Ranges
Class Instances

Student Demographics ¥ Output Layout Parameters

In Program Years = | Special Options
Assessment Forms

Teacher (for test)

Class Definitions (for test)

Class Instances (for test)

Tests

Report Selection

Report Setup Navigator

Let the Navigator be your Guide! Use the Navigator to:

e Define specific settings using the General Settings page
o Filter the initial population using available Listers
e Choose which reports to display using the Report Selection
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General Settings
The General Settings page contains five distinctive sections for all reports, as follows:

Session Name

TOPSpro Enterprise assigns the Name to the reporting Session based on the report generated. This

includes the date and time the report was generated and the logged-on user.

E view Organization Records Reports Tools Help User: Administrator 43 Version: 3.0 build 33 |1| |; Ql |EJ |i|

Student Competency... [ Pages

Report Setup Navigator [ 3 - Rolling Hills Adult School (RHAS)| ¥ | UL m
Seeslseings

Class Definitions

Session Name [Student Competency Performance on June 17, 2018 at 19:09:56 by administratord3 @rhas.org

Class Instances .
Session Comments

Student Demegraphics

Common Filters
As the section title implies, Filters in this section are Common for many reports.

m View Organization Records Reports Tools Help User: Administrator 43 Version: 3.0 build 33 |1| |; El |EJ |i|

Student Competency... [E3 Pages

Report Setup Navigator [ 8 - Rolling Hills Adult School (RHAS)| ¥ | UL IENEIEN] m
. .

Class Definitions .
2| Common Filters

Class Instances

Program Years | (® Current Program Year | | 7/1/2018 - 6/30/2019 [ | 7/1/2017 - 6/30/2018 [_| 7/1/2016 - 6/30/2017 [ | 7/1

Student Demographics

Class Status: | ®) N/A [ Active [] Completed [ Inactive |
In Program Years \ /

Date Ranges

The combination of Data Ranges varies depending on the type of report you are generating.

m View Organization Records Reports Tools Help User: Administrator 43 Version: 3.0 build 33 |1| |; Ql |EJ |£|

Individual Skills ... [E} Pages

Report Setup Navigator [ 8 - Rolling Hills Adult School (RHAS)| ¥ | U DIZYEIEY N m m
.

Class Definitions

| Common Filters

Personnel
2| Date Ranges

Class Instances
Student Demographics Activity date: [Nﬂ“\ v | from: [ E| to: [ IE”

In Program Years Assessment date: [N;’A - from: [ E| to: [ IE”
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Output Layout Parameters

Settings in this section are specific to the type of report you are generating.

Student Records

Class Enrollments

& Output Layout Parameters

Report Sort Order:

Program Enrollments Selected Available
Report Selection Program
Agency
Site
Class
Remove All ->
Warn if too many pages: [¥] Include Criteria Info: [/] Include Prepared By: [¥] Include Print Time: [V _
Chart Type: Pie Chart Descriptors:
(® None (®) Legend
O ‘ () Labels
uel |
Report Style Option: Agency Print Option: Site Print Option:  Class Print Option: Personnel Print Option:
O Baw (®) ID Name (®) ID Name (®) ID Name (®) ID Name
(®) Blue OID O O O
() Green ) Name () Name () Name () Name
() Red () Name ID ) Name ID (0 Name ID ) Name ID
Special Options

Most reports include Special Options to filter the report further. These options can be very

helpful to target a specific segment of the learner population. Settings in this section vary

depending on the type of report you are generating.

In Program Years

Class Enrollments
Additional Assessments
Assessment Forms

Sites (for test)

Teacher (for test)

Class Definitions (for test)
Class Instances (for test)
Tests

Report Selection

2| Special Options

Reporting Level: Participation Source:

) Agency O Update
O site (® Test
® Class O Observation
O Daily
O Cumulated
Break on Instructional Program: O
Exclude Inaccurate Scores: O

Exclude students missing Tests\Obs.: V]

() Class Enrollment
(®) Test

Enforce Class Start and End Date: 2

Display Class based on:

Exclude Retested:

2

© 2020 CASAS. All rights reserved.

Training and Support I 3


https://www.casas.org/training-and-support

eTests ‘ TOPSpro Reports

Listers Selection £ view Organization

Student Test Summary [

. . . . . . Report Setup Navi a
The Navigator gives access to lists of records as each Lister name indicates to portseup Novigror (£}

General Settings

include in the report.

Class Definitions

Personnel

Student Demographics

After applying any settings for your report in General Settings, then select a
Lister to filter for classes, students, assessments, etc. before generating the
report. In Program Years

Class Enrollments

Additional Assessments

E Vview Organization Records Reports Tools Scoring

NRS Tables [}

Assessment Forms

Sites (for test)

Report S electlon Report Setup Navigator [-‘19'3-5: - Rolling Hills Adult School (RHAS)| ¥ Teacher (for test
General Settings 2| Select report:
s Defintions (@) NRS Tabie 1 Class Definitions (for test)
The Report Selection lists the pezonne (¥ Nas Table 2 Closs Instances (fortest
. Class Instances [¥] NRS Table 3 Tests
available sub-reports or related Insrogram vears () e Tble 2

Report Selection

. udent Records [V NRS Table 48
outputs that apply to the primar i

p pp y p y Class Enroliments (il NRS Table 4C
report you are generating. With Program Envolments (9] MRS Table &

Assessment Farms [¥] NRS Table 7

certain reports, you can use this list Tests () NS Tabtes Summary Audi
Personnel Professional Status
to have the results saved to a S St Sa
N T
spreadsheet.
Report Setup Toolbar

K3 view organization Records Reports Tools Help User: Administrator 43 EY Q

WTU Balance [}
[49-:.2- Rolling Hills Adult School (RHAS)| = | (R i G oad Saved Parameters)| ¥ | (RS RIS e | (Default ~ I Design Mode

O 0600 6 © © ©

Specify the base Container: an agency, a site, or a state (all agencies from that state)

Specity if the report will Aggregate data or not (combine all learner records into one)

Specify if the report will include Subsites or not

Generate a reporting session to display the report in the Report Viewer
Return to the report page from any screen with View Reporting Session

Edit Parameter settings for filtered reports and Load Saved Parameters

Edit general settings and save the Schema to retrieve and generate again

Design the general settings page

© ® NS Uk W N R

Use Pages to clear all pages open on your screen at the same time or close specific pages
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Report Viewer

The Report Generator displays reports in a Report Viewer. In “TE’ terms, a generated report is a
‘Reporting Session.” When the report generates, a new tabbed page opens displaying the report with a

Toolbar along top of the report with several options for viewing and the report displayed.

Reporting Session Toolbar

E3E view oOrganization Reports Help

Student Test Summary Student Test Summa... B

ey o 1. Export the displayed report to a file on the
T - local machine. The default file type is PDF.
e Use the File Explorer window to change the
__ St file type. Export to save as a PDF file, or
other file type, on the local machine.
2 = Print X
e 2. Print the report on a local printer.
[~ Select Printer
[ HP Laseret P4015 UPD PCL 6 FMicrosoft XPS Documen
[ Microsoft Print to PDF FMicrosoft XPS Documenr
5@ Microsoft Print to PDF (redirected 2) [BIPDF-XChange 3.0 (redire
Status: Attention Required Preferences
é:;:::‘ Find Prrter.
_P:‘g;\ l Number of copies: [1 =]
€ Selection € Curent Page
" Pages l— I Collte
Ervle(e:hevanmg\eDag‘ergwnhe(wayng\e ﬂﬂl’ﬂjﬂ
Pt Concel | ooty |
3.

- 3. Layout Settings displays the Output Layout
Parameters section in the Report Viewer.

Change Layout Settings, and then use
Apply to generate the report again.
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4. . .

4. Fit Page displays the whole page on the

screen.
Use to zoom the document so you can see
the entire page in the report viewer.
5. [Ee= tcmamer e oo ——— 11— - .
— e 5 Fit Width displays the report so that the
‘ A5 Learming Gais page matches the width of the window.
- e : - This is the default display after generating a
T = memn] e : report.
- Use Fit Width to return to the default
66346686 actve us/zajuin o | 19| T % . . . .
ST ZETESRZE L display after using other display options.
6. .

6. Two Pages will zoom the report so you can
see two pages displayed side-by-side in one
window.

This also enables two-page scrolling.

7. e ) ey E T Py . . .

el e =] 7. Thumbnails applies a bar to the right of the
report viewer with miniature displays of
each page in the report.
Thumbnails enable you to toggle through
i many pages on the screen at once.
s Add Thumbnails when displaying reports as

Fit Page, Fit Width, and Two Pages views.
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Step

8. Show Summaries identifies all cells
9545 RS Dsta Interiey S displayed on a report with Drill Down to
data functionality.

ey (T35 g v i S ST | programvear. 20178

|
|
g
HAN
Wi

EFEFFEFFEFEEER

9. Edit Session returns you to the General
Settings screen for you to edit any settings
and then generate the report again.

Saving Reports

Step

10 B3 view organization Records Reports Tools Scoring Help
.

Reports Manager [
[0 (4908 - Roling Hills Adult School (RHAS)| =

* Container < Session Name

10. Keep Session saves an electronic copy of the

report in the TE Reports Manager.*

Rolling Hills Adult Sch...  Student Gains 2017 on May 30, 2017 at 11:03:07 by administrator23@rhas.org When CliCked, the Report Viewer Closes

Rolling Hills Adult Sch... Data Integrity on May 29, 2017 at 10:44:58 by administrator23@rhas.org

4908 - Rolling Hills Adult Sch...  Data Integrity on May 27, 2017 at 17:42:36 by administrater43@rhas.org imm : ( : : ]) turn
4908 - Relling Hills Adult Sch...  Persister on May 25, 2017 at 13:11:51 by administrator23@rhas.org 1 edlately Wlthout warnlng. and re S
4908 - Rolling Hills Adult Sch...  Next Assigned Test on June 20, 2016 at 23:29:11 by proctor33@rhas.org

4908 - Rolling Hills Adult Sch...  WTU Balance on June 20, 2016 at 09:17:27 by administrator6@rhas.org to the Report SEtup Screen automatically'

4908 - Rolling Hills Adult Sch... WTU Balance on May 31, 2016 at 13:49:15 by administrator33@rhas.org

[[4508 - Roting His Adutt School RiAS)] = { *Tip! Before saving reports in TE, use General

Na Settings to Name the report to help locate in
Session Name Fsmdem Test Summary for Class 1001 - ABE Intermediate the Reports Manager_

11.  Refresh will update the report if any data changed or new data was added while displaying the
report in the Report Viewer.
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Using Drill Down

The Drill Down function in TE allows you to get at data
displayed in reports. To drill down through a series of
lists means to go through the hierarchy of data to find a
specific record. This is a very beneficial feature to make
corrections to data or add missing data on an ad hoc
basis. The Report Viewer enables you to move from the
summary information displayed on a report to detailed
data by focusing on a specific data element. For example,
if a birth date is missing, using drill down will take you
to the student Demographics record to add the date of
birth and then generate the report again to confirm the
change.

Displaying Data as Charts and Graphs

m NRS Data Integrity
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Reports for quantitative information and comparative data include the option to generate a report with

text only, as a pie chart, a bar chart, or both. Use Output Layout Parameters from General Settings to

select the type of chart or graph before generating the report.

Chart Type:

e TR O O

Comparison type:

() Text only
(®) Chart only
() Both

Leaming Galns Comparisan
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Printing Reports from Listers

The Print function in Listers enables you to create ad hoc reports of the records listed. These ad hoc

reports cannot be saved in the TE Reports Manger.

Step

Class Records

Student
site L3 Hame

. Clams

o104 et G =] e Com e

Title: lCIass Records Report

Print Size: [(-“ Portrait { | Landscape ( ) Double-Portrait () Unlimited Page Wrth]

Selected columns Available columns

Site Student Skill Levels
Class description <- add all

Student ID
Remove All ->
Full name

Record Date
Student Attendance

.

3. )
06062018 Class Records Report Pagelofl
23:37:54
Sie CusTD  Clmame  SdeatD _Name Record Date_Avieniznce
T —
Campus
01 - RHAS: North 1001 ABE Imermediate 268005630 Ayshem Karahan  06/05/2018 Daily Attendance: 0:15
Campus
01 - RHAS: North 1001 ABE Imermediate 174364710 EricaKim 060572018 Daily Anendance: 1:00
Compes
CL-RHAS Mo 001 ABEImemelme 2456479 EcaKim 06042018 DalyAuendmce 100
Campuz
OL-RHAS Nor 00 ABEInermeduie 340993385 Andeems 05052018
Campus
Ol-RHASNorn M0 ABEImemeime 3096385 Dummpangews 0S0S2018  DalyAmendmce 100
Canpis
RS erm W00 ABEGwmsims TN MamPledm 05092018 DalvAveadmcs Lo
Campus
-ERASNem W0 ASEluemedme UG MamePldsn 06092018 DalAveadamce Lo
Compus
OL-RHAS Norh 001 ABEImemelie 4377160 MamBlokin 6052018 DalyAumdmce 100
Campuz
OL.FHAS Nor 1001 ABElmemedwe D80S LonFomsr  0S0S2013  Daly Attmdsmce: 030
Campi
Ol-REASNorn 00 ABEDmemeime 45440507 LonFoms 05052018 DalyAmendmce 100
Compus
L-REASenE W0 ABEGmmeims 4440507 LonFoms  0S0S208  DalvAveadmcs Lo
Carpis
01 - RHAS: North 1001 ABE Imermediate 666444317 Skip Gresmleaf  06/05/2018 Daily Attendance: 1:00
Comps
OL.RHASNorh 1001 ABElmermeliwe 656444517 SkipGreemesf 05062013 Daly Atadsnce: 100
Compz
OL.FHAS Noch 1001 ASElmermedme 658344517 SkpGreemesf  0S0A208  Daly Attmdsnce: 10D
Compus
OL-RHAS Mo WOl ABBlemedume BTN Smldgals  (GUSZS  Daly Atmdmce 030
Campis
01 - RHAS: North 1001 ABE Imermediate Saal Azuilar 06062018 Datly Attendance: 1:00
Campis
01 - RHAS: North 1001 ABE Imermediate 723777111 Seal Agullar 06/0412018 Daily Attendance: 1:00
Comps

Use Lister columns to Filter and Sort the
records you want to include in an ad hoc
report.

To print the filtered/sorted list,

o Click Print from the Toolbar at top
of the list of records.

If needed,

o Set Print Size.

o Select and order Columns.
Before printing,

o Click Preview.
A tabbed page will open to display the
report.
From Preview, the report may be,

o Printed, or

o Exported

* Saves the report as a PDF file
type by default on the local
machine, or

* You may choose a different
file type before saving the ad
hoc report.
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Reports Manager CASAS eTests

The Reports Manager is a virtual filing cabinet that you have access to at any T el

time, and from any location with Internet access to retrieve your saved reports.

State Reports

E View Organization Records Reports Tools Help

Report Locator Wizard...

|4908 - Ralling Hill Adiult School RHAS) | ~ [Filter 7| Reports Manager
* Container * Session Name Parar

4908 - Rolling Hills Adult School (RHAS) Competency Performance Summary for Class 1 - Low Intermediate ABE  6/7/2018
4908 - Rolling Hills Adult 5chool (RHAS)  Student Test Summary for Class 1001 - ABE Intermediate 6/7/2018

Tools

My Reports CASAS erests

Test Results
The My Reports menu becomes available after you select
your reports using the Report Locator Wizard. State Reports
My Reports ) Individual Skills Profile
Report Locator Wizard... Student Competency Performance
R Reports Manager Competency Performance Summary
Report Locator Wizard Student Learning Gains
\ Student Test Summary
J

Use the Report Locator Wizard to set up shortcuts to your favorite reports for quick access to the

reports you generate the most.

Report Locator Wizard

Code; MName:
Reports

NAT Next Assigned Test (=]

PSR Personal Score Report =

CTA Test Administrations

WTUB WTU Balance

DD Demagraphic Detail

Ds Demeagraphic Summary [7
() = | 0]
My Reports

Isp Individual Skills Profile

SCP Student Competency Performance

SCPS Competency Performance Summary

LG Student Learning Gains

STS Student Test Summary

Type: [('\ Al O) Agency () Site () Class (| Data Management o Funding]

Close
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