
Pre-built Reports

DataDirector offers various types of reporting features, including 

custom reports.  These reports offer a snapshot of an entire school, a particular 

classroom, or an individual student, and can be shared with other educators.

1. To access pre-built reports, click on the “Reports” tab at the top of the page.

2. From there, simply scroll down.  You will see a list of reports to choose from.  

Many of these are high-level reports, best for administrators.
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3. Simply click on the report name to start the report generation process.  

4. Follow the steps and input the parameters that DataDirector prompts you to, 

until DataDirector  generates the final report.

If  you need further assistance with any of these reports, please contact the 

Knowledge Management department. 

DataDirector offers various types of reporting features, including pre-built and 

reports.  These reports offer a snapshot of an entire school, a particular 

classroom, or an individual student, and can be shared with other educators.

, click on the “Reports” tab at the top of the page.

From there, simply scroll down.  You will see a list of reports to choose from.  

level reports, best for administrators.

2

Simply click on the report name to start the report generation process.  

Follow the steps and input the parameters that DataDirector prompts you to, 

until DataDirector  generates the final report.

If  you need further assistance with any of these reports, please contact the 



Pre-built Reports: Student Profile Report

The Student Profile Report provides you with a PDF that can contain all 

demographic data on a student, as well as their schedule and detailed test scores.  

It also includes their phone number, school name, and student number.

2. Click on the blue text, “Student Profile Report”.

1. To generate a Student Profile Report, scroll down the “Reports” page until 

you get to the Pre-Built Reports.
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3. Keep “Roster Options” at “Select 

Manually”, and choose the roster year you 

would like to use from the drop-down.  

If you are an admin with access to more 

than one school, choose the school you 

want to look at from the “Site” drop-down.  

Once you do that, you will have the option 

to filter by teacher.  Select the “All 

Teachers” option unless you want to look 

at a specific teacher’s students only.  

If you are a teacher, you do not have to 

worry about any of the above options.
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4. If necessary, filter the group of students you are looking at by demographic, 

term, or course(s) by clicking on the appropriate button.  Select the categories 

you’d like to limit your search by in the window that pops up.
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5. You can see the students you have currently 

selected by clicking on the “Add Student List” 

button.  From the window that pops up, you can 

choose students individually.

Important: The maximum number of students allowed in this report is 

MUST limit the total selected students to 50 or fewer before DataDirector will 

run the report.  

The number of students you currently have selected can be found under the 

“Add Student List” button.  If it is 50 or less, the number will appear in 

it is over 50, the number will appear red.
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6. Once you have selected 50 or fewer students, click the “Submit” button.

7. Now choose which tests you’d like to see detailed scores for.  Simply check 

the box(es) of the elements you’d like to include in your report.  Currently 

selected data sets are in the top box under “Selected Data Sets”, and will 

update automatically.  To remove a data set, simply click on the red “X” next 

to the tests’ name. 

The default report contains overviews and clusters for state tests, as well as 

student schedules.  
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8.  Click the “Create Report” button to run the report.  Please note that this 

report is much more complex than the other reports in DataDirector, and will 

take some time to finish. DataDirector will give you this message

blue “here” text to access your report.
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9. You will now see the status of your report, which will look something like 

the image below.  When it says “Finished” under “Status”, click on the report 

name to download and view it.

If you’ve kept the default settings, you will have three pages of data per 

student that will look something like the images below. That’s it!
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