Create a variety of reports in the Professional Center to get a comprehensive picture of the
students’ progress at your site. Here is a list of the most commonly used reports.

New!
New!

New!
New!

New!

Accounts Created: the number of accounts created within the selected time frame.

Active Accounts: the number of active accounts as a percent of all accounts. An active
account is one that was logged into at least once in the chosen month.

Page Views: the number of page views in the selected time frame.

Sessions: the number of sessions in the selected time frame. A session is counted when a
user logs into their account.

Guideways Tracking Report: track students progress on guideways.

Milestones Tracking Reports: track students progress on specific outcomes and review
completed work.

Tracking Plans of Study: Manage your students’ plans of study including printing,
approving, and locking.

Basic Skills Survey: the percentage of Basic Skills Survey results that match each level of
the 10 basic skills.

Career Cluster Survey: ranking the top career clusters. Displays the number and
percentage of accounts that have selected each cluster through the Career Cluster Quiz.

Career Key: interest areas for careers suggested by the Career Key.

Career Plans (Careers, Programs, and Schools): unique career plans that have been
created in the Career Plan Builder and the number of users who saved each of these plans.
Career Plans (Top 40 Careers): ranking of the top 40 careers and the number of times
each was chosen.

Career Plans (Top 40 Colleges): ranking of the colleges that have been saved through the
Career Plan Builder and the number of users who saved each of these plans.

Career Plans (Top 40 Programs): ranking of program choices from the selected
portfolios that contain career plans and the number of times each was chosen.

Career Plans (Top 40 Pathways): ranking of pathway choices from the selected portfolios
that contain career plans. Displays each pathway with the number and percentage of
career plans including that pathway.

Completed EFC Calculator: number and percentage of account holders who have
completed the EFC Calculator.
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Completed Job Interview Practice: number and percent of account holders who have
completed a practice job interview.

Completed Resumes: number and percentage of account holders who have completed a
resume.

Focus Career Clusters: career clusters selected by users by student name.

Interest Profiler: ranking of work interests suggested by the Interest Profiler (Social,
Artistic, Investigative, Enterprising, Conventional, and Realistic.) Results are ranked by
percentage.

Number of Saved Career Clusters: number and percentage of the selected accounts
with saved career clusters. Saved career clusters can then be used to build the high school
courses as part of a career plan.

Number of Saved Careers: number and percentage of account holders who have saved a
career.

Number of Saved Colleges: number and percentage of account holders who saved a
college to their portfolio.

Saved Career Clusters: ranking of career clusters saved by users.
Saved Colleges: ranking of colleges saved by users.
Saved Pathways: ranking of pathways saved by users.

Saved Documents: number and percentage of the selected portfolios with attached
documents.

Saved Scholarships: number and percentage of the selected portfolios with saved
scholarships.

Top 40 Saved Careers: ranking of the top 40 careers which account holders have saved.
Shows the number and percentage of account holders who have saved careers.

Top 40 Saved Colleges: ranking of the top 40 colleges saved in the selected accounts and
the number of times each was saved.

Top 40 Saved Programs/Majors: top 40 programs and majors saved in the selected
accounts in order of popularity and the number of times each was saved.

Transferable Work Skills: ranking of transferable work skills selected by users.
Workplace Skills: ranking of workplace skills selected by users.

Work Values Sorter: ranking of work values suggested by the Work Values Sorter.
Saved Career Clusters: ranking of career clusters saved by users.

Use the Acitve Account report in the professional center as a tool to pull a list of students
and their account id’s.

I Have A Plan Iowa™ does not require users to list their gender or race. If you use gender
or race as a criteria in a report, your results will be limited.
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Follow the steps below to create a report through your Professional Center account.

=

Sign into the Professional Center =
Click on the Reports tab i
Click Create a New Report

Choose a Report Type by selecting a specific report listed
under the three types of reports: Usage Reports, Tracking

Reports, or Outcome Reports. View a report description and
detailed documentation by clicking on their respective icons.

L

Create New Report

5. Choose Criteria by first selecting the variable to be used for

. L] ° Filter Population
a side-by-side comparison. Choos tr sl e h It of souets ncid i your e
G Filter by Graduation Year?
ender e by Graiua

o . Select the years you want ta include:
Ethnicity

2012 (12th Grade) | 12017 (7th Grade)
2013 (11th Grade) | 2018 (5th Grade)

Graduation Yea_r 2014 (10th Grade) 2019 (5th Grade)

2015 (Jth Grade) | 12020 (dth Grade)

2016 (Bth Grade) 2021 (3rd Grade)
None
Filter by Gender?
. . ® NO O YES
Then filter the report population: Selct s gondar) o vt e
e
. Female
Graduation Year
Filter by Race/Ethnicity?
NO YES
Group OO OYES | entic oyt e
Hispanic/Latino of any race
Gender P I G et el
Asian, non-Hispanic/Latino
L. Black or African American, non-HispaniciLating
Race/Ethnicity o i
“White, nan-Hispanic/Latino
Role Twa or more races, non-HispanicALatino

Filter by Role?

Note: You will not be able to filter the report population by the ©Ho O yes

Chaose the role(s) you want included

same criteria that you chose for your comparison. - Hicdle School o dniorHigh Sehool Suden
Create New Report
Your Repas Ghoose Time Frame
6. Choose Time Frame from list, and then choose whether you s o e

would like to only include Active Accounts in the report.

1,2010- June 30, 2011)

By
s e B o

Only nclude active aceounts in this report?
© YES () O
™

that
agrod o vethn th b frae orth g

1. Finalize Report by choosing whether or not to display ‘““““"“W
graphs and to include today in your reporting data, and then e

click Create Report. CreteNew Reprt
Your Reports Finalize Report
e

ent data to end of yesterday (less et time)
O Use all data including today (anger waittime)

Create Report
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8. A Create New Report screen will appear will the report is

being generated.

9. The final report can be displayed with or without graphs.

Note: Graphs will not appear if there is too much data (based
on space constraints) or if there is too little data (only one data

point.)

50
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View saved reports in the Reports section of the Professional Center by Date, Report Type, or All.

Cormmunication

ﬁ Reports

A

Create a new report.

Delete a report.

>

’ Craate a New Report
Craats 2 naw Usags repcst. Sackng repolor
OUSCOM & répoa Bated on tha Crtend you chooss

Your Reports
Grouped by date | Grouped by repert type | Yiew Al

You started a repest &0 Aug 13, ﬂﬁM

= Collages Applicabong - By Studs
* Conlinee where wou beft aff
> Clege acd start a oesy recort

Uea any rapart 1o crasts S naw report --

Drebete
{an) [ REPORT MAME DATE CHEATED REPORT TYPD TIHE FRAHE CRUATE NIW REPORT
[0 Report 1 01-01-2011 lrtereit Profiler [ 04:01-2011  Sreate nnes oeood
10u41 AM 0E04.201%  Mmoathese seleciicos
[0 Repoert 2 Ui' 02011 Intarast Protiar [B 01-01-2011 CAEate & fare f60a
4107 B B 01-2081 uSing Ihepe selecinmg
R t 3 08012011 frr famad By Stisdent  00-01-2001 Sceate s cen recos
Ll Rapor 11123 AM e o D§0i-3011  usoeibees selectons
O] Report 4 ‘U_B_'E‘iﬁ'” Acoounts Created 81-01-3011 CIERLE § el PEQDT
OE-g1-2011 uSing IFese selefing
[0 Report & o1-01-3011 . = 01-01-2011 Create & cem recod
gt Colags Appicstions By Ststand | e, L : 4
08-01-2011 -01-
] Report & 1odds M Agcounte Crasted El E: :&I.E s AP ..u-.-u:--

e the zame selections or adit tham, than ran the report sge

] Datailad Documartaton

Continue a report
where you left off.

S

Click on column
headers to change
sort order.

Create a new
report using report
selections saved for
a listed report name.
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Follow the steps below to print, save, or export a report that you have generated through your
Professional Center account.

@ Reports
1. Click Print in the upper right corner of the report. View Report . 1 ———
2. ATile Download window* will appear. s e R e
3. Select Open to create a printable PDF file of the report. e

File Download ]
Do you want to open or save this file?
l:a Nae: -
Type: Adobe Acrobat Document
From procenter. waytogorlorg

Open Save I Cancel l

While fles from the Intermet can be useful, some fles can potentialy
a s your computer. If you do not tiust the source, do ot open o
save this He. \What's the rigk?

L) reports

Click Save in the upper right corner of the report. VOENSD T i o 2 it

A Save Report Selections screen will appear. e

3. Enter a unique name for your report and click Save. This
will save the Population and Criteria report selections
used in your report, allowing you to run the same report in
the future.

DN —

Click Export in the upper right corner of the report. View Report L ——
An Export Report window* will appear.
3. Choose to save the document to your computer as one of
the following:

DN =~

have saved to their portfolio. The percentages may add

PDF (default)
Word Document (.DOCX)
Rich Text Format Document (.RTF)

Export Report

Excel Document version 2003 or older (.XLS) QR 2 e i e

Choose report fils type

Excel Document version 2007 or newer (.XLSX). - PR

e~

Click Export Report. E i 3
5. Follow the instructions in the window* that appears. —

* If a pop-up window does not appear, please ensure any pop-up blocking
programs are disabled and try again.
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