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Spring 2010 

______________________________________ 

Tutorial Objectives: 

 Access Student Information 

 Access MEAP Scores 

 Access Specific GLCE’s 

 Access Specific Reports 

 Making a Bubble Report 
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How to access your students 

MEAP report: 

1.  Select the reports 

button. 

2. 2.  Scroll down the page 

to the pre-built reports section.  

Select the MEAP report. 

3. Here is where you will 

have some options.  Leave the 

roster options as optional.  Select 

your population year.  You will 

see 3 blue boxes below this field.  

Leave them alone.  Next select 

your test year and below that is 

the subject assessed.  Lastly press 

the submit button.  Your screen 

should look similar to the screen 

to the left. 

4. A pie chart will appear, in 

addition to a spreadsheet with all 

of your student data.  You can 

export these results to your own 

computer by selecting one of the 

formats.  PDF is the most basic 

and is the easiest to read.  If you 

select one of the blue column 

headers, the program will sort 

your data accordingly.  This is especially helpful to view the scores from low to high or vice 

versa.  
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5.  If you select a student, a wealth of information will be displayed.  Information includes contact 

info, MEAP summaries by year, DRA scores entered by teachers, etc.  This information can be 

printed by selecting the print or PDF button in the top left hand corner. 

 

How to break down the MEAP results by specific strands / GLCE’s: 

 

1.  Within the pre-built reports section, select the MEAP strand and GLCE analysis. 

2. A series of fields will appear.  Leave the roster options as manual.  Select your subject, 

student population, test year, and test type.  Your screen should look similar to the one 

below. 

 

3.  When you arrive at this screen, you will need to specify the exact GLCE’s that you want to 

view.  Click on the add strands button.  A window will pop up showing the major strands.  

You will notice that all of the boxes are checked.  This means nothing.  You will need to click 
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on the small plus sign that is next to each strand to show the GLCE’s.  Click inside the box of 

the ones that you wish to view.  An example can be found below. 

You will notice that a few areas are checked.  

For example, the narrative box is checked.  

You would assume that all of the specific 

GLCE’s for narrative text would be displayed, 

but this is not the case.  You will need to 

expand the strand by selecting the box and 

selecting each individual GLCE.  This 

particular report would display R.WS.04.07 

and R.NT.04.02 only.  If you wanted to display 

GLCE’s from informational text and 

comprehension, you would need to click on 

the small plus sign and expand the box to 

select specific areas.  If you need to know what the specific GLCE’s are, hover your cursor over 

the GLCE and the description will appear.  When you have selected your information, click on 

the save changes button.  Lastly select the submit button.  Your results will appear.  Selecting 

the names of each GLCE at the top of the columns will sort your data that can be exported.  The 

PDF version comes out very clear.  

4.  In the upper left corner of the screen is a small blue box.  To view different GLCE’s or even a 

different MEAP area, select the modify this report button and repeat the steps above. 

 

How to see only the bubble students for any given MEAP section: 

 

1.  From any report, such as the one from 

above, select the make this a student report option. 

2. In the report edit options, select the 

refine data set.  This box is much larger than displayed at 

the right.  Look towards the top of the section. 

3. A refine data set page will appear.  Do 

not change anything on this page.  Click the button on 

the bottom that says click here to further refine your data set.  What you are about to 

do is tell the program that you only want to display the bubble students. 

4. You will see 2 boxes that are adjacent to each other.  In the first box, select 

assessments, academic year, subject area, and year.  Lastly, change the scope box to 

MEAP by selecting it from the drop down menu.  Below you will see what an example 

page would look like.  The info within the second box will change according to the 

subject area that was selected.  For this tutorial, the ELA reading box will be clicked. 
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5.  Click on the next step button.  A screen will appear with a drop down box, where you 

will need to specify your search criteria.  Click this box and select the scaled score option 

and then click the next step button. 

6. Data Director will ask how you want to display the data.  Select the first bubble to 

specify a data range. 

7. The next screen will appear.  Put in your range.  Since this is a 5th grade report, I will 

select all students that were 505 or below.  Click on the next step button and your 

report will appear with only the students that scored 505 or less. 
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How to access the positive parent log, pre and post math test, assessments created by 

Jen Donnelly, and your own student data sheet: 

 

1.  Click on the assessments tab. 

2. If you scroll down, you will see all of the forms that were created and shared with 

you.  Data Director calls what we would to refer to as form or documents as 

“assessments”.  Each of the above forms were created by Amy.  Look for her name 

or the name of the specific form that you need.  It will look similar to the screen 

below. 

 
3.  You will also see the other forms that were created by Jen Donnelly.  Select the 

form that you wish to enter data.  For this tutorial, the ELA data sheet will be used.  

The next screen will look similar to yours. 

 

4.  From this screen, you can select any form that you need to enter data by selecting 

it from the drop down box.  For the ELA data sheet, select the blue click here link 

that says to edit by page (multiple).  The form will appear.  Click inside each field 

and enter your data.  When complete, click on the save button and all of your data 

will be saved and entered into the assessment or form. 


