
Custom Report – Read 180

Step 1: Begin constructing your custom report by clicking the “Students” tab at the 

top of your screen.

Step 2: Next, in the left navigation bar, click the 

“Schedule” link under the “Search Options” heading.
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Step 3: 

screen, and in the box under the “Courses” 

heading, select your Read 180 classes.

Note: To select more than one class, hold 

down your “ctrl” button on your keyboard.

Step 4: Click any of the “Go” buttons on the screen.

Begin constructing your custom report by clicking the “Students” tab at the 

Next, in the left navigation bar, click the 

“Schedule” link under the “Search Options” heading.
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Step 3: Scroll down to the bottom of the 

screen, and in the box under the “Courses” 

heading, select your Read 180 classes.

Note: To select more than one class, hold 

down your “ctrl” button on your keyboard.

Click any of the “Go” buttons on the screen.



Step 5: On the next screen, wait while your custom report is being created.  This 

may take 10-15 seconds depending on the number of students in your search.

Step 6: Once the search is complete, your students will show up on the screen, 

complete with a few default fields.
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On the next screen, wait while your custom report is being created.  This 

15 seconds depending on the number of students in your search.

Once the search is complete, your students will show up on the screen, 
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Step 7: To add additional fields (e.g., benchmarks scores), click 

“Make This a Report” in the left navigation bar under the 

“Search General” heading.

Step 8: Next, click “Modify Columns” in the left navigation bar 

under the “Report Edit Options” heading.  This will allow you to 

add fields and to further refine your results.

Step 9: To add a field, click the “Click Here” button.
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To add additional fields (e.g., benchmarks scores), click 

“Make This a Report” in the left navigation bar under the 

“Search General” heading.

Next, click “Modify Columns” in the left navigation bar 

under the “Report Edit Options” heading.  This will allow you to 

add fields and to further refine your results.

To add a field, click the “Click Here” button.
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Step 10: In the left-most box (Filters), click “Test Series.”
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Step 11: In the right-most box (Data Set), click the appropriate benchmark and 

subject (e.g., BM2 ELA).

Step 12: Under the “Specify your report 

columns” heading, click the checkbox next 

to “[_____] Proficiency Level Text.”  

This will provide you with the student’s 

proficiency band designation (0-20%, 20

40%, etc.) on that particular benchmark.

most box (Filters), click “Test Series.”

4

most box (Data Set), click the appropriate benchmark and 

Under the “Specify your report 

columns” heading, click the checkbox next 

20%, 20-

40%, etc.) on that particular benchmark.



Step 13: When you’re finished, click the “XLS,” “PDF,” or “TAB” icons to output 

the data in the format you’d like.

XLS = Excel spreadsheet
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XLS = Excel spreadsheet

PDF = Adobe Reader or any other PDF reader

TAB = Text file (if you’re a PC user, will open in Notepad)

When you’re finished, click the “XLS,” “PDF,” or “TAB” icons to output 
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PDF = Adobe Reader or any other PDF reader

TAB = Text file (if you’re a PC user, will open in Notepad)


