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Teachers: Run, Save, and Export Reports

Introduction

Accessing  
Reports

Running Reports

This guide explains how to run, save, and export reports on 
SuccessNet Plus. Reports are a feature within the gradebook. 

1.	 Select a class.
2.	 Click Student Performance on the Products and Classes 

channel.
3.	 Click Reports. 

On the left, there are categories of reports, such as Performance, 
Progress, and Mastery. 

Keep in mind that each product may provide different types of 
reports, but the process to run a report is the same for all products. 
Additionally, each report provides different options. Just read each 
option and make the desired selections.

This example explains how to run the Activity Results by Student 
report:

1.	 The first option for this report is to select an activity. 
2.	 Decide whether or not to display scores for all attempts or the 

most recent.
3.	 Select one or more students or select all students.
4.	 Choose options, such as to include all dates or specific dates and 

what type of score to display.
5.	 Choose Paging Options.
6.	 Check the box to save and name the report so it can be run again 

in the future.
7.	 Click Run Report. 
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Saving Reports

Exporting  
Reports

When running a report, one of the options is how it is saved:
1.	 Enter a name for the report if the save report option was 

selected.
2.	 Click Save Only to run the report later or Save and Run to view 

the results.
3.	 The results window displays the data based on the search criteria.
4.	 To print the report, click Print.

Saved reports appear under My Reports. To run a saved report, click 
the options arrow and select Run Report.

To export a report, follow these steps after running it:
1.	 Click Download to export and save the report.
2.	 Close the results window, and then click Cancel to return to the 

reports list. 


