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HOW TO USE IT
After selecting the 
layout, the user can 
extract the data the 
district has uploaded for 
the collection. 
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HOW TO USE IT
Hovering over the ‘?’ will pop 
up a box with tips and 
instructions for the current 
page.
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HOW TO USE IT

Select the data element 
from the drop-down list 
to be filtered
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HOW TO USE IT

Select the filter criteria 
from the drop-down
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HOW TO USE IT

Enter valid 
data value
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HOW TO USE IT – Filter using ‘AND’
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HOW TO USE IT – Filter using ‘OR’
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HOW TO USE IT – Filter using ‘OR’
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HOW TO USE IT - Report

In this example, only students from SCHOOL CODE ‘0102’, without a DATE ENTERED 9th GRADE, 
and are not ENGLISH LEARNERS (EL = N) will be included on the report.  Filtering on the data 
elements narrows the scope of the report.  Because filtering narrows the scope of the data on 
the report, it is very important to create the filters correctly.
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HOW TO USE IT - Report

In this example, all students from SCHOOL CODE ‘0102’ OR all students from SCHOOL CODE 
‘0112’ OR who are in GRADE LEVEL = ‘KK’ – ’05’ will be included on the report. Filtering on the 
data elements narrows the scope of the report.  That is why it is important to create the filters 
correctly.
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HOW TO USE IT - Report

In this example, only male students from SCHOOL CODE ‘0102’ AND female students from 
SCHOOL CODE ‘0104’ will be included on the report. Filtering on the data elements narrows 
the scope of the report.
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HOW TO USE IT

Enter valid 
data value
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HOW TO USE IT - Report

Download Print
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Data Collection Team


