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Agenda

1:00 –1:10 PM Introductions

1:10 –1:40 PM VPT Custom Reports & How to Build Them

1:40 –1:50 PM District Sharing

1:50 –2:05 PM Discussion Topics

2:05 –2:15 PM Question & Answer
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Custom Reports & How to Build Them

1) Create Custom Report

2) Add/Edit Columns

3) Re-Order Columns (as needed)

4) Publish Custom Report

- Test with your Admin Role before adding to users

5) Alert Users that Custom Report is available

• New Definition
• Edit Definition
• Delete Definition
• Publish Report
• Print Definition
• Report Help
• Mass Rename Columns
• Duplicate Report
• Transition Report Year(s)



Custom Reports & How to Build Them



Report Building Tips

• Plan ahead –consider relevant information

• Default Naming Convention Option

• When building report –validate/ troubleshoot column settings using other 
Viewpoint reports (i.e., Test Performance, etc.)



District Sharing:  How we use them?

• ACCESS Change from Year-Year

• ACT by Grad Class

• Assessment Summary

• CogATSummary

• Lexile Comparisons

• MCA Changes from Year-Year/Subject

• Correlational Analysis



Discussion Topics

• Who are the staff requesting Custom Reports?

• How do those requests come to you?

• What types of report requests do you get?

• How do you organize reports?

• What security/permission do you assign for reports?

• How do you communicate new reports are available?

• How do you update reports when new assessment results are available?

• How do you train staff on new reports?



Question & Answer
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