Importing an Ordered NWEA Report into Microsoft Excel
1. Go to www.nwea.org and click on the Log in to the Reports Site link
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2. Type in user id and password and click Login
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@D DesCartes: A Continuum of Learning.

DesCartes s a tool that helps educators ask the right questions to unleash the potential of all
students. Access DesCartes by using your Reports Site login. (DesCartes requires a license to
use.)

Mare about DesCartes

Please read the “What's New PDF” for details about this and previous changes to the Reports
website

@D Online Student Progress Report Update

You can now generate your online Student Progress Reports in two formats, with text or
graphs. on the graphical version you'll find your student’s test event RIT scores plotted across
time, along with the corresponding district averages and norm values

@D A la Carte report ordering and expanded term span for growth reports

Dore
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3.  Click on Order Reports link 

[image: image3.png]A-Welco 050 plo EEIES

Ho £t Uew Favortes Iook e | &
Qe - () - (%] 2] | sen Scrortes @rese €2 0 L F )
ddress [] hitps:ireports.nwea.org/ReportOrdering/ReportOrder.asp. B ERE

=
|_]
Reports
Welcome ASHBURTON ELEMENTARY
Menu 5 we expand the services we offer, the Reports Site encompasses more functionality. The number
vome of reports offered s canstantly growing. And now, you can alsa access tools such as DesCartes: &
Cantinuum of Learning, with your Reports Site login.
Log out
Actions Ta navigate this site, please use the navigation at the left. Under “enu” you will find commands
st r1es | thatalowyou to administer this ste. Under “Data-Tools” you can accsss DesCartes. (Please note

Data-Tools wil only appear if your school has licensed DesCartes.) Under “Actions” you'll find the
Test Term tools to manage your test window. Reports available through this site as well as teacher logins can

Progress
° be found under “Online Reports”. And, as usual, useful references are available under “Resources”.
Order Reports

Reports Data-Tools: DesCartes: A Gontinuum of Learning
Ratrizve Fila: I your district has licensed DesCartes, you can access it by clicking on “DesCartes” in the left
— navigation. Teachers will need to use their Reports Site login to access DesCartes,
Pazsuord

online Reports

Reports Reports contain confidential information about test scares for all students currenty enrolled
Logins and in your school and district. Only school staff with a legitimate educational interest should be
T allowed to access reports. Please restrict access to reports as appropriate through district

. policy and through close managerment of staff logins and permissions.

students ot | online Reports
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4. Order the report using the Wizard.  Make sure the Order Reports radio button is checked.  Also make sure the “Check this box if you want email notification of report completion” is unchecked.
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Select the Term you wish to order the report for by clicking on the

Radio Button in the appropriate row. Roster based reports will only

show data for the current and the previous academic year. Growth

reports show data for any term you choose. more info

Testing Status Term Name Order Reports*
Complete Fall 2004 @

* The Student Growth Summary report is not available unless the test window is
marked complete.

Check the box if you would like Goal RIT Ranges displayed instead of
the Goal Range Descriptors ('Hi', 'Av', or 'Lo"). more info

Display Goal RIT Ranges instead of default Descriptors 7

If you are ordering reports, you may choose an optional grouping
category. more info

* Special program grouping is only reflected in the Student Growth Summary report.

No Optional Grouping

Select Groupint

Check this box if you would like summaries to be displayed despite a
student count of less than ten. more info

* Be aduised that summaries from such small data sets are not reliable and should
not be used to make curriculum decisions for the student group.

small Group Display: 7

semicolons, to which notification should be sent upon report

If desired, please enter additional email addresses, separated by

€l
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small Group Display: 7

semicolons, to which notification should be sent upon report

If desired, please enter additional email addresses, separated by

I Check this box if you want email notification of report completion.

Email Address(es): (separated by semicolons)

more infa

6 Select at least one report you wish to order and click Submit.

Class Report By Test RIT

Grade Report By RIT Score

Grade Report By Student Name
[Achievement Status and Growth Report
Student Growth Summary Report
Individual Student Progress Report

The Data Text file is automatically included in the report zip.
back to Step 1

‘SuBMIT ORDER.

Capyright @2000-2004 Narthyest Evalustion Aszocistion sl rights reserved
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5. Click the Submit Order button

6. After clicking on the Submit Order button a separate Report Order Confirmation window will appear.  Click the X in the upper right hand corner to close this window 
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Report Order Confirmation

Glass Report By Student Name
Raw Data File (.txt format)

Order Detail
Time Submitted: 121222004 10:01:02 AM PST
Term Selected: Fall 2004

Grouping Category Selected:  None

small Group Display: No

Goal Performance Displayed as: Descriptor

Selected Institutions

Order Number Institution Name

so887

click here to close this window
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7. Closing the Report Order Confirmation window will return you to the report wizard window.  Click the Retrieve Reports link.
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Log ot The Wizard structure below is intended to help step you through the process of ordering reports.
You can order multiple sets of reports, each with different options. After closing the
Actions Confirmation page which pops up each time you order reports, simply change the options and
Upload Files submit another order.
Tast Term
Progress You can click on the Retrieve Reports link on the left side of this page to see the progress of

rder Reports | YoUF order. When the status says READY, the word READY is a link to your reports. Click the

word and a dialog box will pop up to let you download the report zip file to your own computer.
Retrieve
Reports

retneveries | A\ warning

changs You can order reports anytime to check on the progress of testing, or to see the results for a

Pazsuord particular class that has finished testing, Be advised, that reports only include data uploaded
online through 6:00 p.m. (Pacific Time) the previous day because we integrate uploaded data with
Reports our reporting database each night.

Logins and _
Tadher
Reports
. Select the Term you wish to order the report for by clicking on the
#es Rosers 1 Radio Button in the appropriate row. Roster based reports will only

Students Not show data for the current and the previous academic year. Growth

Tested reports show data for any term you choose. more info
Students Not Testing Status Term Name Order Reports*
Rostered Complete Fall 2004 c
Students

* The Student Growth Summary report is not available unless the test window is

unassiansd | arkced complete.

Class By RIT

class b
Sibgact Check the box if you would like Goal RIT Ranges displayed instead of
rade 5y the Goal Range Descriptors (Hi', 'Av', or 'Lo’). mors info

Subject

Display Goal RIT Ranges instead of default Descriptors

Data-Tools
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8. This will take you to the Report Status and Retrieval screen.  Your report may take a few minutes to process (READY will display under the Order Status column when the report is available, Press the refresh button on your browser to see if your report is ready).  To view the report in Excel, click on the READY link
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9. Clicking on “Ready” will bring up the File Download window.  Click on the Open button.

[image: image9.png]9 ) Some fies can harm your computat. I the fl information below
looks suspicious, of you 6o ot ful st the source, do not open o1
save tis f.

File name: Rpt_Pkg_BOT2_53667.2p
File Ype:  WinZip Fle

Fom  reports.nwea.org

Would you ke to open the i or save it o your computer?

won | [ | cowd | [ oo

19" Always ask before opening this e o fie





10. The file will open via WinZip.  Single left click on the “I Agree” button.
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11. Single left click on the text file containing your schools name, to highlight, and then click the Extract button.  
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12.  The Extract window will appear.  Scroll to and single left click on the My Documents folder.  Then click the Extract button
[image: image12.png]eerace 21X
Extract to: Folders/drives:

[C\Documents and Setin | = | ‘52 Syson Tid_server [wa|
= 22 Syson Thd_server K EE]
2 HelpDesk on cesciDs
@ Selected fes 552 snson ogatnes € D
© ifies 3 Wy Network Places ==
o [ 5 0051 5iMS 2004122
5 01005IMS 20041205
5 05105IMS 20041213
I™ Dyewite eisting es S Teccher Sy Sheel_
I Skipolder fes s D] -
17 Use folder names S | o2 [FERTEE





13.  The text file is now extracted (saved) to your My Documents folder.  Close all open windows and start Microsoft Excel.  In Excel click File then click Open
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14. In the Open window make sure “Look in:” shows My Documents.  Change Files of type to “Text Files”.  Single click on the text file you saved to highlight, and then click the Open button.
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15. This will bring up the Text Import Wizard.  Accepting defaults click the Next button.
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16. Accepting defaults click Next
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17. Accepting defaults click Finish
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18. Your data will now appear in an Excel spread sheet.  Click File, and then click Save As
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19. On the Save As screen make sure “Save in:” is set to My Documents and “Save as type:” is set to Microsoft Excel Workbook.  Click the Save button to save the file as an Excel Workbook.
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You can now work with this data in Microsoft Excel as you would with any other Excel file.
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