Navigating Reporting Tools
How to use Reports
Reports are run by modules. A module is any group of data or assessment, such as Occupations, Programs of Study, Schools, Checklists, Resume Creator, Interest Profiler, among others. When a report is run for a particular module it initially shows three things:
All portfolios. How many total portfolios at your site contain saved information for that module. For example: how many students have saved results for the Interest Profiler?
Portfolios in a date range. How many portfolios matching the criteria defined in the Report Settings contain saved information for that module. For example: how many students from a specific graduation year have saved results for the Interest Profiler?
Percent. The percent of portfolios matching the report settings that have saved information for that module. For example: if there are a total of 400 portfolios with saved Interest Profiler results and 64 match the report settings, the percent is 16%.

You can then drill down within each report. When you drill down, there are broadly two types of reports:

Summary reports: These reports show a list of all the items in a module. From here, you can select an individual item and see which users saved that item. For example: you can run the Occupations report and then click “Select” to see which users saved the “Physicians” occupation to their portfolio.
Detailed reports: These reports have the option to create either a Summary or Detailed report. The Detailed report contains more detail and allows you to include more portfolio content. For example: you can use the Interest Profiler report to create a detailed report that contains user results for the assessment. These more detailed reports are found under the Planning Tools and the Assessments sections in the Reports tab.
Using the Dashboard
The Dashboard contains three quick reports to help you understand how MCIS is used at your location from a glance.
Logins: This report shows how many people have logged in to MCIS within the defined date range.
Portfolio Accounts: This report shows how many active portfolios there are at your site.
Modules with Saved Records: This report shows how many portfolios have saved results from various assessments or exploration tools in MCIS.

Note: “Go to full report” is at the bottom of each section. After clicking on “Go to full report” you can set your own report settings. Click on the “Report Settings” button in the upper right corner of the screen to define a time period for your report.

When running a reports for your site, it is important to remember that what you set as a timeframe in the “Report Settings” will apply to all reports under the Reports tab, until you reset your report settings. Once you log out, all report settings will go back to the default.

Run a Report for a Module
Reports are grouped into seven categories:

Summary: These reports are high-level and show the total number of logins for your site and the number of user, staff, and parent portfolios.
Favorites: These reports show which occupations, programs, or schools have been marked as a favorite for a portfolio.
Stored files and links: These reports show which Portfolio Users have uploaded résumés, files, or saved links.
Sorts: These records show which Portfolio Users have completed a Financial Aid sort, Occupation sort, or School sort.
Planning Tools (detailed reports): These reports show which Portfolio Users have used specific planning tools and what portfolio content they’ve saved.
Related Accounts: These links take you to the Account Summary report.
Assessments (detailed reports): These reports show which Portfolio Users have completed assessments and what the assessment results are.

When logged in as the site administrator or a staff account, hover over the “Reports” tab and click on the “Occupations” report under the “Favorites” header. Click on the “Report Settings” button in the upper right corner and enter the information:
Select a report by Group, Graduation Year, or Entire Site.
Select a date range.
Once you have chosen the report settings you want, click “Apply Settings.” From this screen you can click on “Occupations” and see the top occupations your students are looking at.




Click on “Select” and you will receive a list of the students associated with that occupations. From that list you could send the student(s) a message, such as: “Stop by the Education booth at the career fair and ask them some questions on how you can explore a career as an educator.”

Following the steps above you can pull reports of any of the stored files. Try to create a report of the schools that students are interested in, get the list of the top schools and send a message to those students.
Drill Down in a Module Report
If you drill down in a report from the Planning Tools or the Assessments sections, you have the choice of generating a Summary report or a Detail report. If you choose a Detail report, you can also choose whether it is generated in a print format or an Excel format.
Detailed reports contain saved portfolio content. For example: they might contain a portfolios user’s results from an assessment or a snapshot of a portfolio users Checklists.
To pull a Checklist report, hover over the “Reports” tab and in the second column under “Planning Tools” and click on “Checklist.” First you will see the following report showing how many students are using the checklists by number and percent, based on the timeframe you previously set.
[image: ]
Now click on “Checklists.” You can select the group, grad year or entire site for students you want to view and apply settings. Then choose from the options shown below. A detail report will give you a printout to view all student checklists and check for completion. Each checklist will have the student name at the top of each page. Also remember to set the “Report Settings” for the timeframe you want for this report. You can view or print the report.
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Next, repeat the same steps as above but choose “Checklist Activity Report.” As you can see below, you will have the option to receive a report based on individual checklist items. You can choose one or several activities at a time to view in this report. You can also choose which grade level you would like to view.
[image: ]
Your results will look the screen below. From this you will be able to see if the students completed the activities you have chosen and you can view individual checklists.
[image: ]
Custom Personal Learning Plan (PLP) Report
MCIS has created a standard state PLP report, but schools can also create their own. From the “Reports” tab, click on “Custom PLP” in the second column under “Planning Tools.” Click on “PLP Report.”
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You can review the plans instant report (at the top) or apply filters more specific to your needs (left side menu).
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Additional filters are on the left side, you can choose individual activities or grade level.
[image: ]	[image: ]	 
Below is a sample view of the report, note that there may be multiple pages. If you have a report with multiple categories, you may need to use the scroll bar to view the additional categories.
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To create your own Custom PLP, click on “Plans Editor.”
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Then click on “Create A New Plan.”
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Begin by entering a name for your plan, then choosing a specific grade level (if applicable) and choose the “Enterprise” activity category.
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Once those choices have been made, you can start to put together your plan. Choose from the sections on the left side of the page, then check the box next to the activity you want to include. Once you have made all of the selections you want from the topics, click on “Create Plan.”
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Once your plan has been created, you can choose to see that report (instead of the default report) from the Custom PLP dashboard and choosing the plan you created from the left “Active Plans” menu.
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To exit the “Custom PLP Report” click on “Back to Amin” to go back to the full administration site and/or log out of the site completely.
Export or Print Report Results
In every report, you have the option to either export or print the report results. You can export or print the high-level reports, drill-down reports and the detailed reports. To export or print the report, simply click on the appropriate link in the top left corner of the report. For example: run a report for “Occupations” and click the “Occupations” link to drill down. You can print the results by clicking the “Print” link in the top left corner of the report.
[bookmark: _GoBack]For more information, please contact MCIS at mcis.team@state.mn.us – 651-582-8321 or 800-599-6247.
Document Name	0
10

image2.png
LOGIN SUMMARY - MCIS

Select Date Range:

Begin Date: [08/0112017 ] End Date: [08/02/2018

AesauntType ‘Number of Logins between 8/1/2017 and

8/2/208
Portfolio 313
Site username or IP 43
Administrators 573
staff 7

Total 1002




image3.png
MODULES WITH SAVED RECORDS - MCIS 4 Report Settings

Select Group or Graduation Year (or Entire Site):

OReport by Group: |--Select— | * = Administered Groups.
OReport by Graduation Year: |--Select- v
@ Report by Entire Site

Select Date Range:
Begin Date: [08/01/2018 =) End Date: [12/31/2018 i)

Occupations
Export | Print
Al Purtalios ithSaved Portfolios with records saved hetween 8/1/2018 and
S Hodule el i/
Number Percent
Saved Favoites

Occupations 2 2 6




image4.png
From 8/1/2018 to 12/31/2018

Click the select link to get a list of portfolio users who saved the item.

Export | Print [Total records = 5]
Content Count Select
‘Adult and Vocational Education Teachers 1 Select
Chemical Engineers 1 Select
Civil Engineers 1 Select.
Education Administrators 1 Select
Energy Engineers. 1 Select:
Environmental Engineers 1 Select
Restaurant Hosts 1 Select.
Safety Engineers 1 Select

University and College Teachers 1 select




image5.png
Adult and Vocational Education Teachers - 8/1/2018 to 12/31/2018

Select | Unselect | Export | Print | Send Message [Total Records = 1]
First Name LastName Username Unigue 1) Grad Year Date Saved

O Fanny Facs Facst 2022 1172012018





image6.png
Checklists

Export | print
Al Portfolis with Saved Portfolios with records saved between 8/1/2015 and
CIS Module e 8/6/2018
Humber Percent
Planning Tools
Checklists

55 9 70




image7.png
Select Group or Graduation Year (or Entire site):
OReport by Group: [~Select—
OReport by Graduation Year:
@®Report by Entire Site

~
—Select— V|

* = Administered Groups

Select Report Type and Qutput @

Select Report Type:

Osummary
®Detail

Select output option: (applies only to Detail)
®print Checklists
OExcel Checklist Data

O Checklist Activity Report

Select one or more assigned checklists:

Select | Unsslect

Morade 9 DOlorade 12
DOlerade 10 Cerade 12 +
DOlerade 11




image8.png
Checklist Activity Report - MCIS

Checklist: [Default Checklist Grade 9 v/
« Select from 1 to 10 activities for the Checklist Activity Report
« Select only 1 activity to be able to do "bulk” staff review checkoff, override requirements, or add a review note for 1
« The report displays the list of users with the selected activities'status

Select | Unselect

e iroq UserReview  Parent Review - Staff R
Checklist Activity Title 'Checklist Activity Required Required  Requi Remuie
Wirite an action plan for what you would like to
‘accomplish this year.

[ ersonal Goals ~ Write a personal goal.

[ Action plan

[ Assessment CCI Complete the Career Cluster Inventory.
[ AssessmentRC  Complete Reality Check.

Record what you leared about yourself from the
‘assessments you took.

O explore Occ Explore Occupations.

[ Reflection

[ Leaming Styles  Complete the Learning Styles Survey.

) Choosing Prgm  Familarize yourself with “Choosing a Program of
Study Study” information.

[ Choosing a School  Familiarize yourself with “Choosing a School.” Yes

Yes

[ Make Plans Complete the activity "Calculate Education Costs.”




image9.png
Checklist ‘Grade 10°

Key to Checklist Activity Status: (0= No Progress; )= Partial completion; @~ Check required (self, parent/guardian, and/or staff); @)~ Met.

Select | Unselect | Export | Print | Send Message [Total records - 55
View  Last Name First Name Usemame Unigue!D  GradYear  Awards, Achievements Career Goal

O view Al shabazz ‘Shaheed 169857.alshabazz 2022 O O

O view Autrey Camden CamdenAU 55555 2019 (@] (@]

O view Autrey Chad chautrey@comcast.net 2019 O O

[ view Bigbee Gale BigheeSC. 2019 (@] (@]

O view Boelke Kelsey 2018 O O

— o~ o~





image10.png
Custom PLP Reporting 360 Course Planner Plans Editor Return to Admin




image11.png
Current Plan: PLP Report

First Name.

Last Name.

Learning Styl

pations

Programs o

Overall Progress
Career Clust.. on Careers/Occ... £33 State Schools o7
s 4% w0 39% — 17%
17/4 ©24 16/41 o225 774 ©3
26% >
Completed
Leamning Sty... on Programs of... on US Colleges... oo
o 29% I 29% = @ 2%
12/41 ©29 12/4 o2 9/41 e
126 of 492
Q seacn (e [veos DEE > | 5 | [ > | v | o fowses =

fal Learning





image12.png
& Plan Activities

[A Career Cluster Inventory (20)
[A Learning Style Survey

[A careers/Occupations

[A Programs of study

[A state schools

[A Us Colleges & Universites
[4 Academic Goals

[A Actionpian

[A career Goals

[A Eperiential Learning

[A Postsecondary Plans

[A support Network




image13.png




image14.png
Current Plan: PLP Report

Overall Progress.

70%

Completed

84 of 120

First Name.

Arthur  Agriculture 10

Betty Business 10
sam Checklist 10
Louise  DiCesare 10
Fanny Facs 10
Paul Plumber 10
Steve Science 10
Sarah  Shortterm 10
Gemma Stem 10

Tommy Trades 10

Career Clust...
L —
9/10

Learning Sty...
-

7/10

70%

9

o1

o7

Careers/Occ... oo State Schools
L — — s0%
9/10 e 5/10
Programs of... oo US Colleges...
C— — s0%
9/10 e 5/10
Next Lot | [Poge sze 10

o °
o °
o °
o °
o °
o °
o °
o °
o °
o °

LH

es

LH

es





image15.png
CREATE A NEW PLAN




image16.png
Create a New Plan BACKTOLIST OF PLANS

Plan Title *

Test Plan|

Grade Level

@Al Os5 O6 O7 O8 O9 010 O11 O12

Grade Where Plan is Default
Al 05 Oe6 07 O8 O9 010 O1 012

Acitivity Category *

© Enterprise CIS O CIS360




image17.png
Sorts & ASSeSSMENtS 1 kinancial Aid Sort
Saved Files  Career Cluster Inventory (80)
Reflections Interest Profiler

Résumés 2 Reality Check
Uploads

CREATE PLAN Reset fields

) Entrepreneurial Assessment
] Leamning Style Survey
Interest Profiler Short Form

7 School Sort

[N)

Occupation Sort

Work Importance Locator





image18.png
Ll Active Plans
Site Plans =2
Assessments
test2
‘State Plans

PLP Report




