
GUIDE TO CREATING

INTERIM ASSESSMENT REPORTS

SUB-GROUPS

BY

(ALL, ETHNICITY, ED PROGRAM, AND ELL)



Guide to creating Interim Assessment Reports

1. Click on tabBenchmark Exams

2. Click on Reports

3. Click on Report Builder

5. Select assessment for grade
level by subject area

6. Your selected assessment
will appear here

4. Click on Start

Overall



7. Select and
choose

Other
Question Groups

8. Select each score type

9. Click Next

11. Click Select students based on
demographic options

12. Click Grade

10. Select
and Change Report
layout to

All

Grade



13. Click grade level based on
assessment that you selected �

14. Click Continue

15. Click Next



16. Click Save As

17. Type in a logical Report Name
and Description

18. Click Save

19. Click and
save the file to your computer

View/Save in Excel

Grade

Grade



By Ethnicity

20. Continuing from step 19, click
to save a new reportSave As

21. Type in a logical Report Name
and Description

22. Click Save

23. Click Group data by



24. Change Report layout to Ethnicity

25. Click Back to Report

26. Click Save

27. Click and
save the file to your computer

View/Save in Excel



28. Continuing from step 27, click
to save a new reportSave As

By Ed Program

29. Type in a logical Report Name
and Description

30. Click Save

31. Click Group data by



32. Change Report layout to
Ed Program

33. Click Back to Report

34. Click Save

35. Click and
save the file to your computer

View/Save in Excel



36. Continuing from step 35, click
to save a new reportSave As

By ELL

37. Type in a logical Report Name
and Description

38. Click Save

39. Click Group data by



40. Change Report layout to
Grade

41. Click Ed Programs

42. Select
and

LEP 2 Years or less

Limited English Proficiency

43. Click Continue

Grade



44. Click Back to Report

45. Click Save

46. Click and
save the file to your computer

View/Save in Excel

Grade



Final Step - Creating the Final Interim Assessment Report by Sub-Group

1. You have created four reports and have exported the reports to
your computer.

- All
- Ethnicity
- Ed Program
- ELL

2. Download the appropriate template from the datacoach website.

3. Copy the content from each of the reports that you created and
paste them into the appropriate sheet in the template.

4. Print the updated template sheet.


