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2. General
2.1 Browser Requirements 

• Internet Explorer® 6.0+

• Firefox® 2.0+

• Safari® 1.2+

2.2 Technical Support 
If you have any questions, please contact the DRC Helpdesk at (866) 282-2250. 
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3. Summary Report
3.1 Getting Started 
The Summary Report provides summary level data at the district, school, and class level for the test 

date/grade selections requested. To get started:  

• Select the exam desired under “Exam.”

• Select the desired summary report under "Report."

• Select the desired test date under "Test Date."

• Select the desired grade under "Grade."

• Select district, school(s), or class(es) under “Available Groups”.

• Click "Continue" to generate a report.
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3.2 Sample Report 
Selecting "Continue" will generate a report similar to the following sample: 

3.3 Using the Customization Tabs 
The blue tabs near the top of the page allow for quick modification and customization of reports. Changes may 

be made to multiple tabs at once before clicking “Submit.”  

• Test Date

This feature allows for selection of test date(s) and grade. For example, to see scores for a test given

01/30/10, click on the Test Date drop down menu and select “10/29/07” and then click "Submit."

• Stats

This feature allows for selection of which statistics are shown in the report. For example, to see the

mean scale score for Reading, select the checkbox in the "Mean SS" column and “Reading” row and

click "Submit." To select all checkboxes for a particular subject, click the name of the subject.  To

select all checkboxes for a particular statistic, click the name of the statistic.  To uncheck all

checkboxes, click “Reset.”
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• Disaggregate 

Use this feature to disaggregate the report by different subgroups. For example, to see statistics for 

different ethnicities, first select "Ethnicity" and then click "Submit."  

• Filters 

Use this feature to include or exclude students based on demographic characteristics. To include a 

subgroup, click on the desired demographic variable from the drop-down list. To select more than one 

subgroup, simply click on another demographic variable. Then, click on the word ‘and’ or ‘or’ to specify 

the logical relationship between the subgroups selected. ‘And’ will only show students who fall under 

all of the characteristics selected whereas ‘or’ will show students who fall under any one or more of 

the characteristics.  

 

For instance, to view students who are either Hispanic or female, select ‘Female’ and ‘Hispanic’. Then, 

click the ‘and’ link, which is automatically selected, to change to ‘or’ and click submit. These selections 

are shown in the image below.  
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• Other 

Use this tab to change the number of groups (i.e. schools or classes) shown per page and hide scores 

for number tested less than any desired number.  For example, to hide scores for groups of students 

with fewer than 10 students, click on the check box next to “Hide scores…” and type 10 in the text 

box.  Click “Submit” and the report will now show only groups with more than 10 students tested. 

 

3.4 Advanced Features 
Once you view your report, you can further:  

• Print it directly from your browser. You can also save the report for later online access, or download it 

as an Excel CSV or PDF file. An Excel CSV is simply a text-file that opens directly in Microsoft Excel.  

• Transpose the report to adjust it for easier viewing/printing.  For example, if the report is too wide to 

fit on the screen, click the “Transpose” option in the top right corner of the screen.  Now, the report 

will fit on one screen. 
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• Hide subjects by clicking on the subject column heading and selecting “Hide this Content Area.”  
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• Show N-Counts for Percentages: Click the percent column header. Then click “Calculate N.”  

• Drill Down Disaggregation: You can disaggregate a visible group by a number of demographic 

variables. For instance, if you have generated a report that is disaggregated by ethnicities and would 

like to further analyze this group by the Hispanic students’ gender, click on “Hispanic,” then 

“Disaggregate By,” then “Gender.”  

• Drill Down to Roster: Click on any group in the chart and select "Drill to Roster" to view the roster of 

students that comprise the data for that group.  
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4. Summary Chart 
4.1 Getting Started 
The Summary Chart provides a summary report in the form of graphs, including bar charts, pie charts, and 

histograms.  To get started: 

• Select the desired exam under “Exam.”  

• Select the desired summary chart under "Report."  

• Select the desired test date under "Test Date."  

• Select the desired grade under "Grade."  

• Select district, school(s), or class(es) under “Available Groups”. 

• Click "Continue" to generate a report.  
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4.2 Sample Report 
Clicking "Get Report" will generate a report similar to the following sample:  

 

4.3 Using the Customization Tabs 

• Test Date 

This feature allows for selection of test date(s) and grade. For example, to see scores for a test given 

10/29/07, click on the Test Date drop down menu and select “10/29/07” and then click "Submit."  

• Report Type 

Use this feature to select a different type of graph (i.e. bar chart or histogram).  

• Subtest or Skill Area 

Use this feature to select which subject(s) are shown on the report.  
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• Objective (Available only if an objective summary chart is selected.) 

Use this feature to select which objective(s) are shown on the report.  

• Stats 

Use this feature to select which statistics are shown in the report.   

• Disaggregate 

Use this feature to disaggregate the report by different subgroups. For example, to see statistics for 

different ethnicities, first select 'Ethnicity,' then click 'Submit.'  

• Filters 

Use this feature to include or exclude students based on demographic characteristics. To include a 

subgroup, click on the desired demographic variable from the drop-down list. To select more than one 

subgroup, simply click on another demographic variable. Then, click on the word ‘and’ or ‘or’ to specify 
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the logical relationship between the subgroups selected. ‘And’ will show students who fall under all of 

the characteristics selected whereas ‘or’ will show students who fall under any one or more of the 

characteristics.  

 

For instance, to view students who are either Hispanic or female, select ‘Female’ and ‘Hispanic’. Then, 

click the ‘and’ link, which is automatically selected, to change to 'or' and click submit. These selections 

are shown in the image below.  

• Other 

Use this tab to hide scores for number tested less than any desired number.  For example, to hide 

scores for groups of students with fewer than 10 students, click on the check box next to “Hide 

scores…” and type 10 in the text box.  Click “Submit” and the report will now show only groups with 

more than 10 students tested. 

 

4.4 Advanced Features 
Once you view your report, you can:  

• Print it directly from your browser, save it online for later viewing, or download it as a PDF file.  

• Save the graph as an image by right-clicking on the graph and selecting “Save Picture As.” 
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• Drill Down to Roster: Click on any bar in the chart to view a roster of the students that comprise the 

data for that bar.  

• Disaggregate By: Click on any bar in the chart to disaggregate that portion of the bar by ethnicity, 

gender, IEP, LEP, S504, and Form/Level. 
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• Slowly move the mouse over the bar and a pop-up will show the exact percentage and number of 

students in each portion of the bar. 

• Pie Chart: See a pie chart by clicking on a bar and selecting “View Pie Chart.” (Only available on 

certain graph types and certain Summary Charts.) 
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5. Roster Report 
5.1 Getting Started 
The Roster Report provides a list of data (i.e. individual scores and information) for every student by test date 

and grade, form/level. To get started:  

• Select the exam desired under “Exam.” 

• Select "Roster Report" under "Report."  

• Select the desired test date under "Test Date."  

• Select the desired grade, form/level under "Grade, Form/Level" (i.e. Grade 4, Form G, Level 14). 

• Select district, school(s), or class(es) under “Available Groups”. 

• Click "Continue" to generate a report.  

 

5.2 Sample Report 
Selecting "Continue" will generate a report similar to the following sample:  
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5.3 Using the Customization Tabs 
The blue tabs near the top of the page allow for quick modification and customization of reports. Changes may 

be made to multiple tabs at once before clicking “Submit.”  

• Test Date 

This feature allows for selection of test date(s) and grade. For example, to see scores for a test given 

10/29/07, click on the Test Date drop down menu and select “10/29/07” and then click "Submit."  



Page 19 of 46 
 

• Fields 

This feature displays additional characteristics about each student. For example, to view the students' 

ethnicities, select "Ethnicity" and then click "Submit."  

• Scores 

This feature allows for selection of which scores are shown in the report. For example, to see the scale 

scores for Reading, select the check box in the column labeled "SS" and row labeled “Reading” and 

click "Submit." To select all checkboxes for a particular subject, click the name of the subject.  To 

select all checkboxes for a particular statistic, click the name of the statistic.  To uncheck all 

checkboxes, click “Reset.” 
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• Filter 

Use this feature to include or exclude students based on demographic characteristics and special 

codes. To include a subgroup, click on the desired demographic variable from the drop-down list. To 

select more than one subgroup, simply click on another demographic variable. Then, click on the word 

‘and’ or ‘or’ to specify the logical relationship between the subgroups selected. ‘And’ will only show 

students who fall under all of the characteristics selected whereas ‘or’ will show students who fall 

under any one or more of the characteristics.  

 

For instance, to view students who are either Hispanic or female, select ‘Female’ and ‘Hispanic’. Then, 

click the ‘and’ link, which is automatically selected, to change to ‘or’ and click submit. These selections 

are shown in the image below.  

• Search 

Use this feature to search students by name, student ID, and score. For example, to see students with 

reading scale scores greater than or equal to 700, select ‘SS Reading” from the first drop-down list, 

select ‘At least(>=)’ from the second drop-down list, type ‘700’ in the input box, click ‘Add’, and then 

click ‘Submit.’ 
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To include one or more criterion, click on the scores of the subjects from the drop-down list and then 

click on the relationship ‘and’ or ‘or’ to specify the logical relationship between the subgroups selected. 

‘And’ will only show students who fall under all of the characteristics selected whereas ‘or’ will show 

students who fall under any one or more of the characteristics. 

 

For instance, to view students who have reading scale scores of at least 700 and math scale scores of 

at least 600, first select 'SS Reading' from the drop-down list. Select 'At least(>=)' from the second-

drop down list, type '700' in the input box, and click 'Apply.' Next, select 'SS Math', 'At least(>=)' from 

the second drop-down list, type '600', and click 'Apply.' Make sure the relationship operator reads 

'and,' then click 'Submit.'  

 

Click on the operator to change to 'or' – this will display students who either have reading scale scores 

of at least 700 or math scale scores of at least 600.  

• Other 

Use this tab to change the number of students shown per page and select which exam(s) to view.  For 

example, to view only students who took InView, click on the dropdown box labeled “All” and select 

“InView only.” 
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5.4 Advanced Features 
Once you view your report, you can further:  

• Print it directly from your browser. You can also save the report for later online access, or download it 

as an Excel CSV or PDF file. An Excel CSV is simply a text-file which opens directly in Microsoft Excel.  

• Sort the report by clicking the column of interest, then on “Sort.”  

• View a printable individual report of a particular student by clicking on that student's name.  

• Instantly see summary statistics, such as mean and standard deviation, by clicking on a score column 

and choosing "Summarize." For example, to see a summary of the reading scale scores:  
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• Also, see summary statistics divided into demographic subgroups, such as gender and ethnicity, by 

clicking on "Summarize By."  For example, to summarize by Ethnicity: 
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• Generate a frequency distribution for a score by clicking a score column, then "Distribute".  

 

• Create a cross-tab report by clicking on a performance level, choosing "Cross-Tab Report," and clicking 

on another performance level or demographic variable.  
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5.5 Scatter Plot 
Generate a scatter plot by plotting one set of scores against another.  

• First, select the scores you are interested in. Apply a demographic or search filter to narrow the group 

of students down, if needed.  

• Click the Score column you would like on the X-axis, click “Plot Against” and select the other score. 

The scatter plot will open in a new window.  
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5.6 Scatter Plot Advanced Features 
Once the scatter plot is generated, it can be printed directly from the browser by choosing File  Print, or by 

pressing Ctrl+P. You can also:  

• Click the button to display a regression line with prediction bands.  

• Click the  button to display the N-count and correlation coefficient for the scatter plot.  

• Zoom in on a particular rectangular portion of the graph. First, select a region by:  

1. Clicking once on the starting point of your region.  

2. Clicking once on the finishing point of your region  
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Then, click the button to zoom in. Clicking the button will zoom back out.  

• View a Roster Report for a particular region of students by:  

1. Selecting a region of students (see above).  

2. Clicking the button.  

 

• View a Roster Report for multiple regions of students by:  

1. Selecting the first region of students (see above).  

2. Clicking on "Create List."  

3. Selecting a subsequent region of students and clicking on "Add Entry."  

4. Repeating until you have selected your desired regions. To see what you have selected, click 

on "Show All Entries." To undo or remove a region, click on the button.  

5. Clicking on "View Roster for List."  
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6. Predefined Reports 
 

6.1 Individual Profile Report 
The Individual Profile Report generates individual static reports for each student with concise summaries of the 

student’s performance in various subtests and objectives, including scores for InView/PTCS if the student took 

an aptitude test.  These reports may be downloaded as a PDF.  This report is available for the TerraNova and 

Supera exams. 

 

6.2 Assessment Summary 
The Assessment Summary generates static reports for each group selected, displaying the content area and 

subtest summary scores.  A “group” would be the test date, grade, and district/school/class selected on the 

homepage.  This report is available for the TerraNova exams. 

 

6.3 Student Proficiency Report 
The Student Proficiency Report generates individual static reports for each student with concise summaries of 

the student’s proficiency in various skill areas and strands.  These reports may be downloaded as a PDF.  This 

report is available for the LAS Links exams. 

 

6.4 Evaluation Summary 
The Evaluation Summary generates static reports for each group selected, displaying the content area and 

subtest summary scores.  A “group” would be the test date, grade, and district/school/class selected on the 

homepage.  This report is available for the Supera exam. 
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7. New Class Roster
The New Class Roster inside the DRC Online Reporting System allows teachers to see their new fall class roster 

of students with the students’ previous winter or spring test scores.  Only teacher level users may assign 

students to their new class.  If someone other than a teacher is authorized by the school to select students for 

the teacher, an alias account should be established for that user to do the work. School and district level users 

may view teachers’ new class rosters, but do not have the ability to select students for a class or move students 

from one class to another.   

Students must be assigned to their New Class Roster within eight (8) months of their original testing date.  

This means that if a student took the exam March 1, 2010, the teacher has until November 1, 2010 to assign 

that student to his or her new class.  If a teacher attempts to assign students to the New Class Roster after the 

eight months have passed, an error message will be displayed stating, “The window is closed for this data set.” 

We apologize for any inconvenience this may cause.  

7.1 Teacher Level Users 

7.1.1 Getting Started 
Teacher level users will be able to select students for their new class roster.  The teacher will log in to a set of 

data for a specific test. Only students who took that same test (test type) can be selected using that teacher’s 

username and password. For example, if the teacher logs in using a username and password for TerraNova 3, 

only students who took TerraNova 3 (within the last 8-months) can be selected. If the teacher has usernames 

for two different test types, such as TerraNova 3 and LAS Links, the teacher must log in under each test type 

separately to select students. To get started: 

• Click “Select Students” in the upper right corner of the homepage.

If this is the first time the user has selected New Class Roster, the user will be asked to agree to the terms of 

use.   
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• After reading the introductory paragraphs and terms of use, click “Agree” to continue. 

 

In the Choose Criteria for New Class Roster section, the teacher specifies how the students’ names are 

displayed for selection. Choosing the right criteria will speed up the process of selecting students.  If a teacher 

knows most of his or her students attended the same school as the teacher last year, the teacher would select 

“School.”  If a teacher is teaching a grade where many students are coming in from feeder schools, such as 

elementary school students feeding into a junior high school, the teacher would select “District.”  He/she needs 

to select students coming from different schools, therefore “District” is the right choice. In addition, the teacher 

selects the grade he or she is or will be teaching in the new school year.  The list of student names displayed 

in the next section will be for the previous grade. If the teacher selects Grade 6, the list of student names will 

be from Grade 5.  

If a teacher moves from one school in the district to a different school within the same district, the teacher 

cannot use his/her original username to create the new roster because the New Class Roster is placed in the 

school where the teacher was located at the time of testing. In this case, the teacher needs to have a new 

teacher account created in the new school. See Section 7.2.3 for information. 

• Select the desired group under “Group.” 
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• Select the desired grade under “Grade.” 

• Click “Continue.” 

Note: If the grade the teacher selects has an asterisk (*), this indicates there is no data for the previous 

grade. These students may not have tested at all or may have tested with a different test.  If a teacher knows 

his or her students took a different exam last year, the teacher must request a new username and password 

from the school principal that is associated with the correct exam. 

 

7.1.2 Selecting Students 
Teachers will be presented with the following screen: 
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To add students to the new class roster: 

• Click the check box next to the student’s name in the “Student List.” 

Note: As students are added from the “Student List,” the number of students selected will increase under 

“New Class Roster.”   

To remove students from the new class roster: 

• Click the checked check box next to the student’s name in the “Student List.”  

To view the list of students selected for the new class roster: 
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• Click “Show Students.” 

 

Note: Students can also be removed from the new class roster by clicking on the student’s name in the new 

class roster list. 

To search for a student not listed in the “Student List,” (i.e. a student who was held back a grade): 

• Enter the student’s name or student ID number in the search text box. 

• Click “Search.” 

 

If a student has already been selected for another teacher’s new class roster, the student’s name and 

information will appear to be grayed out in the “Student List.”  The name of the new school and teacher the 

student has been selected for will appear in the columns “New School” and “New Class.”   



Page 35 of 46 

Note: A student can only be selected one time (one class). If Teacher A attempts to select a student and 

realizes that student has already been selected by Teacher B, Teacher A must contact Teacher B so that 

Teacher B can remove the student from his or her New Class Roster.  Teacher A can then return to the DRC 

Online Reporting System and select the student. 

To save the selections made for the new class roster before the teacher is finished making selections: 

• Click “Save” beneath the “New Class Roster.”

When a teacher has completed selecting students for his or her New Class Roster: 

• Click “Finished” beneath the “New Class Roster.”

The “Save” functionality is useful if a teacher runs out of time to complete selections, but would like to save 

the selections already made.  The teacher must click “Finished” when he or she has finished making selections. 

The New Class Roster report cannot be viewed until the teacher has clicked “Finished.”   

7.1.3 Viewing New Class Roster Report 
After the teacher has selected all of the students for the New Class Roster and clicked “Finished,” the teacher 

(and administrators) will be able to view the New Class Roster report. 

If the user navigates away from the New Class Roster portion of the application and wants to view the report 

he/she created: 

• Click “View Roster” in the top right navigation pane.
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• Select the desired exam under “Exam.” 

• Select the desired test date under “Test Date.” 

• Select the desired grade, form/level under “Grade, Form/Level.” 

• Click “Continue.” 

Note: It is possible for the students in a teacher’s new class roster to have taken different exams on different 

test dates with a different form/level than the other students in the class.  Therefore, a teacher may have 

more than one new class roster report to view. 

 

7.1.4 New Class Roster Report 
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Selecting "Continue" will generate a report similar to the following sample:  

 

All functionality for the New Class Roster Report is identical to the Roster Report.  Please refer to the Roster 

Report in the Help Guide for additional information. 

 

7.2 School and District Level Users 

7.2.1 Viewing New Class Roster Report 
After a teacher has selected all of his or her new students for the new class roster and clicked “Finished,” the 

school and district level users will be able to view the teacher’s new class roster report.  To get started: 

• Click “View Roster” in the top right navigation pane. 

 

• Select the desired teacher under “Groups.” 

• Select the desired exam under “Exam.” 
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• Select the desired test date under “Test Date.” 

• Select the desired grade, form/level under “Grade, Form/Level.” 

• Click “Continue.” 

Note: It is possible for the students in a teacher’s new class roster to have taken different exams on different 

test dates at a different form/level than the other students in the class.  Therefore, a teacher may have more 

than one new class roster report to view. 

 

7.2.2 New Class Roster Report 
Selecting "Continue" will generate a report similar to the following sample:  
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All functionality for the New Class Roster Report is identical to the Roster Report.  Please refer to the Roster 

Report in the Help Guide for additional information. 

7.2.3 Creating a New Teacher 
In some cases, a teacher may need to add students to his or her new class roster who took a different exam 

than other students in the class.  For example, Teacher A works for School A and that school administers the 

TerraNova 3 exam.  However, Teacher A has a student coming in this year from School B and School B 

administered the TerraNova 2 exam.  Teacher A will be able to add all students who took TerraNova 3, using 

her original username, but she will need a new username associated with TerraNova 2, in order to add the 

new student from School B to her new class roster.  The principal of School A should create a “New Teacher” 

username for Teacher A. 

The same situation applies if a teacher is new to a school.  That teacher will not have a username from last 

year and will need a “New Teacher” username in order to access the system and add students to his or her 

new class roster. 

To add a “New Teacher” to the DRC Online Reporting System, an administrative user must access the 

Control Panel.  To get started: 

• Click “Control Panel” in the top right navigation pane.
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• Click “Add User Accounts.”  

 
• Select “New Teacher.” 

• Select the desired user role. 

• Select the desired Class or enter a teacher’s name in the text box to create a new class. 

• Select the desired exam. 

• Enter a new username following the guidelines indicated. 

• Enter a new password following the guidelines indicated. 

• Re-enter the new password in the second text box. 

• Click “Add User.” 
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When the new username has been successfully created, a message will be displayed: 
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8. Control Panel
The control panel inside the DRC Online Reporting System allows administrative users to create user accounts 

with different privileges at the district, school, and class levels. 

8.1 Getting Started 
The control panel can be accessed by clicking on "Control Panel" located at the top right of the screen. 

8.2 Making a Selection 
Please choose an option: Add User Accounts, View User Accounts, View User Activity, or Change Password. 

8.3 Adding User Accounts 
“Add User Accounts” allows for the creation of user accounts for a specific district, school, or class. To add a 

new user account, click on this option.  Next, select the type of account (see below) and any other additional 

information that the system asks for. Enter the new username and password and click “Continue.”  
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8.4 Types of Accounts 
There are three levels of access to the DRC Online Reportingapplication: district, school, and teacher level. 

Within the district, school, and teacher levels, there are two types of user access: full and limited.  Within the 

school and teacher levels, there are also two types of user roles: admin and normal.   

• District Administrative Users with full access have access to all individual student data for the

specified district, as well as the summary data for the district and schools within the district.  The

district administrator is able to access the Control Panel to create, disable, modify and view user

accounts.

• District Administrative Users with limited access can view only summary data for the district and

schools within the district. The district administrator is able to access the Control Panel to create,

disable, modify and view user accounts.

• District Normal Users with full access can view all individual student data for the specified district,

as well as the summary data for the district and schools within the district.

• District Normal Users with limited access can view only summary data for the district and schools

within the district.

• School Administrative Users with full access can view all individual student data for the specified

school, as well as the summary data for the specified school and district. The school administrator is

able to access the Control Panel to create, disable, modify and view user accounts.

• School Administrative Users with limited access can view only summary data for the specified

school and district. The school administrator is able to access the Control Panel to create additional

limited access school accounts, deactivate, modify and view user accounts.

• School Normal Users with full access can view all individual student data for the specified school,

as well as the summary data for the specified school and district.
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• School Normal Users with limited access can view only summary data for the specified school and 

district. 

• Teacher Administrative Users with full access can view all individual student data for the specified 

class, as well as all summary data for the specified class, school, and district. The teacher 

administrator is able to access the Control Panel to create, disable, modify and view user accounts 

within the class. 

• Teacher Administrative Users with limited access can view only summary data for the specified 

class, school, and district. The Teacher administrator is able to access the Control Panel to create 

additional limited access class accounts, deactivate, modify and view user accounts. 

• Teacher Normal Users with full access can view all individual student data for the specified class, 

as well as all summary data for the specified class, school, and district.  

• Teacher Normal Users with limited access can view only summary data for the specified class, 

school, and district. 

 

8.5 Viewing User Accounts  
"View User Accounts" provides a list of all user accounts and allows for the management of user accounts on a 

single screen.  

 

From the View Users Accounts page, users can view the account information by username, change the role of 

any account (i.e. administrative or normal), reset passwords, and activate or deactivate user accounts. The list 

of user accounts can be filtered by using the drop-down box or the search box at the top of the list.  

To view account information for a particular user, click on the corresponding "Account Info" link. Here you 

can view the user information and disable user accounts.  
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Disable User will deactivate the user account. If the account is disabled by mistake, it can be activated again. 

When an account is disabled, that username and password will no longer grant access to the DRC Online 

Reporting website. 

Reset Password allows the administrative user to reset passwords for other user accounts. To reset a 

password, simply type in the same new password in each text box and click "Change Password."  

8.6 Viewing User Activity 
"View User Activity" displays all user activity within the district or school. Detailed information, such as time 

stamp, IP address, username, and module visited, is provided.  

The drop-down box above the table allows for filtering by different time periods. This list can be sorted by 

clicking on the column header by which you want the data sorted. For example, if the list should be sorted by 

IP Address, click the column heading labeled “IP Address.” 

8.7 Changing a Password 
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Any user may change his or her own password by clicking “Change Password.”  Simply enter the new 

password in both text boxes and click “Change Password.” 
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