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Introduction to the User Guide 

This user guide describes the features of the Smarter Balanced Assessment Consortium (Smarter 

Balanced) Reporting System, and provides detailed instructions for using each feature, including common 

scenarios that encompass related features. 

Organization of the User Guide 
This User Guide is organized into the following major sections: 

¶ Overview of the Reporting System: provides a brief introduction, including the Reporting Systemôs 

relationship with other Smarter Balanced applications, and an overview of user roles and 

permissions 

¶ Accessing the Application: describes how to log in and out of the application, and how to switch to 

other Smarter Balanced applications 

¶ Understanding the User Interface: outlines the overall layout of the system, including navigation, 

common tools and tasks, and profile management 

¶ Reporting Features in Detail: outlines each reporting feature in depth, with step-by-step 

instructions 

¶ Error! Reference source not found.: outlines steps users can take when the application is not b

ehaving as expected 

Document Conventions 

Text 

¶ Bold Text refers to a page element, such as a menu, page name, or field name 

¶ Bordered Blue Text refers to a selectable button 

¶ Underlined Blue Text refers to a link 

Asides 
The content blocks below will be used to call attention to a tip, note, caution, or warning that will help 

users maximize the usefulness of the Reporting System. 

Tip 

Note 

 

Tip: This symbol appears next to text that contains a helpful tip. Sample text included so this 

wraps across two lines. 

 

Note: This symbol appears next to text that contains helpful information or reminders. 

Sample text included so this wraps across two lines. 
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Caution 

Warning 

Intended Audience 
This user guide is intended for teachers, school administrators, district administrators, and state 

education agency staff who need timely and accurate reports on student performance on Smarter 

Balanced assessments. Users should be familiar with web applications, entering data into form fields, and 

working with comma-separated value (CSV) files. 

Additional Resources 
Comprehensive documentation for all Smarter Balanced applications is available at 

http://www.smarterapp.org. Below are user guides for related Smarter Balanced applications: 

¶ Administration and Registration Tools (ART) User Guide: user guide detailing the tools used to 

register users in the Single Sign On (SSO) system, and students for test delivery 

¶ Test Administrator User Guide Template: user guide template for test administration that is 

intended to be customized according to state-specific needs 

¶ Permissions User Guide: user guide for managing roles and permissions associated with 

deployed applications 

¶ Core Standards User Guide: serves as a repository of the standards used to design tests 

 

Caution: This symbol appears with text that contains important information regarding a task. 

Sample text included so this wraps across two lines. 

 

Warning: This symbol appears with text that contains extremely important information 

regarding actions that may cause errors. 

http://www.smarterapp.org/
http://www.smarterapp.org/documents/Administration_and_Registration_Tools_User_Guide.pdf
http://www.smarterapp.org/documents/TestAdministrator-UserGuide-Template.docx
http://www.smarterapp.org/documents/PermissionsUserGuide.pdf
http://www.smarterapp.org/documents/CoreStandardsUserGuide.pdf
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Overview of the Reporting System 

The Smarter Balanced Reporting System allows teachers and administrators to access detailed student 

performance information for Smarter Balanced assessments. This version of the User Guide focuses on 

interim assessments, including interim comprehensive assessments (ICAs) and interim assessment 

blocks (IABs). Authorized users of the system can view student data at the district, school, and grade 

levels. Users with the required permissions may also view, download and print individual student reports. 

Relationship to Other Applications 
The Reporting System is related to the following Smarter Balanced applications: 

¶ Administration and Registration Tools (ART): manages registration of students for 

assessments, and allows authorized users to create and manage records for students, users, and 

entities such as states, districts, and schools 

¶ Single Sign On (SSO): manages user authentication and authorization, and allows users to log 

in to other Smarter Balanced applications such as the Digital Library without re-entering 

credentials 

¶ Permissions: manages roles and associated permissions 

¶ Test Delivery System (TDS): delivers assessments to registered students 

¶ Digital Library: provides subject- and grade-specific instructional and professional development 

resources intended to help educators apply the formative assessment process during daily 

instruction 

User Roles and Permissions 
Access to student information in the Reporting System depends on the userôs role and the school(s) and 

district(s) with which that account is associated. 

For example, teachers may have permission to view reports for students in their student groups; school 

administrators may view results for all students in their school; and district administrators may view results 

for all students in their district. The application has six primary user roles that can be assigned within ART 

to a specific school, district or state, listed here with a brief description: 

¶ PII_GROUP: A user who can view reports and personally identifiable information (PII) for any 

student in student groups to which they are assigned. This role is intended for teachers. 

¶ PII: A user who can view reports and personally identifiable information (PII) for any student in the 

school or district to which they are assigned. This role is intended for administrators and others 

responsible for reporting at the institutional level. 

¶ GROUP_ADMIN: A Student Group Administrator who can create and manage student groups 

within the school or district to which they are assigned. 

¶ INSTRUCTIONAL_RESOURCE_ADMIN: An administrator who can assign instructional resource 
links for assessments. 

¶ EMBARGO_ADMIN: An administrator who can control the release of summative test results 

¶ CUSTOM_AGGREGATE_REPORTER: A user who can generate reports aggregating student 
results across entire schools, districts, and/or the state. 
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The table below shows the permissions associated with each role. Note that each role only has 

permission for its own school, district or state. 

Role Permission(s) 

GROUP_ADMIN 

¶ Create student groups 

¶ Edit student groups 

¶ Delete student groups 

PII 

¶ View individual student results by student group 

¶ View individual student results by district, school and grade 

¶ Search for students 

¶ View student test history 

¶ Export results as CSV 

¶ Print individual student report 

¶ Print student group batch report 

¶ Print school and grade batch report 

¶ Create/view/export custom aggregate reports 

PII_GROUP 

¶ View individual student results by student group 

¶ Search for students 

¶ View student test history 

¶ Export results as CSV 

¶ Print individual student report 

¶ Print student group batch report 

CUSTOM_AGGREGATE_REPORTER ¶ Create/view/export custom aggregate reports 

EMBARGO_ADMIN ¶ Edit embargo settings 

INSTRUCTIONAL_RESOURCE_ADMIN ¶ Edit instructional resource links  

 

Understanding the Reporting System Hierarchy 
The Reporting system hierarchy organizes students and entities. For the purposes of this user guide, the 

term ñentityò refers to institutions and groups of institutions, (e.g., states, districts, groups of districts, 

schools, groups of schools, and student groups). The figure below shows a simple hierarchy. In this case, 

a student is a member of a student group, a student group is at a school, the school is in a district, and 

the district is in a state. Within ART, it is possible to construct hierarchies with different structures as well. 

A user may be granted permissions to view test results at a school, a group of schools, a district, or a 

group of districts. As shown in the organization hierarchy, each level grants permissions for all levels 

below it. For example, a regional administrator for a group of schools will have permissions for every 

school in that group. Or, a statewide administrator for a group of districts will have permissions for every 

district in that group, and every school in each of those districts. This allows districts and schools to be 

organized into more manageable regions. 
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Browser Requirements 
The Reporting System operates in all modern browsers, including Google Chrome, Mozilla Firefox, 

Microsoft Edge, Internet Explorer 11, and Apple Safari. The application is intended to be accessed from a 

computer or tablet. 



Reporting System User Guide 

 6 

 

© 2018 Smarter Balanced Assessment Consortium  

Accessing the Application 

This section explains how to log in and out of the Reporting System, and the Single Sign On (SSO) 

feature. 

Logging In 
To log in to the Reporting System, users must have an authorized username (email address) and 

password. The Reporting System uses an integrated Single Sign On (SSO) system that allows users to 

log in one time and access any Smarter Balanced applications for which they are authorized. For 

example, usernames and passwords already assigned for the Digital Library will allow access to the 

Reporting System provided specific Reporting System permissions have been granted. Users who do not 

have login credentials for the Reporting System should contact the appropriate administrator. 

1. Open the web browser and navigate to the Reporting System landing page 

(https://reporting.smarterbalanced.org/) 

2. Select the Log In button to go to the Single Sign On screen 

 

3. Enter username (email address) and password 

4. Select the Log In button: 

a. If the login credentials are correct, users are redirected to the Reporting System 

home page 

b. If login credentials are incorrect, a notification appears 

 

Warning: Do not share login credentials with anyone. Access to student information is 

protected by federal privacy laws, and many instances of accounts being hacked are due to 

ñsocial engineeringò, whereby hackers exploit users through phone calls, social media, 

ñphishingò attacks, and more to steal login information. 

https://reporting.smarterbalanced.org/
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Logging Out 
Users may log out by following the steps below: 

1. Select the Welcome [Name] menu in the upper right corner 

2. Select the Logout menu item 

3. The Reporting System landing page will appear 

 

 

Note: Select the Forgot Your Password? link to reset a password. 
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Understanding the User Interface 

Home Page 
When users log into the Reporting System, they are directed to the Home Page. This page allows users 

to perform tasks allowed per their assigned roles. Tasks include searching for assessment results, 

generating various reports, and performing administrative tasks, as shown below: 

 

The elements of the home page are: 

1. Search by Student ID: Search for assessment results for a specific student. See the Search by 

Student section for details 

2. Search by School Name: Search for assessment results for students of a specific grade or multiple 

grade within one or multiple schools. See the Search by School Name section for details 

3. Search by My Groups: View assessment results for a group of students. See the Search by My 

Groups section for details 

4. Custom Aggregate Report: Generate a report showing student performance at a state, district, or 

school. See the Custom Aggregate Reports section for details 

5. District / School Exports: Export a CSV file of comprehensive assessment results for one or more 

schools and/or districts. See the District / School Exports section for details 

6. Application Administration: Allows users to manage instructional resources, student groups, and 

embargoes. See the Application Administration section for details 
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7. My Reports: Allows access to all reports that have been generated by the user in the last 30 days. 

See the My Reports section for details 

Navigation and Menus 
Navigation within the Reporting System is straightforward, and primarily relies on hyperlinks to drill down 

into further detail. There are links across the top of the page to access this User Guide and the 

Interpretive Guide that is designed to help educators understand and effectively use the results of the 

Smarter Balanced assessments. 

When a user navigates to a page, a navigation path appears showing the current location within the 

system, and an icon to navigate back to the home page. Each item in the path is separated by a slash 

(ñ/ò), representing the path from the home page to the current page. In the example below, the user is on 

a screen presenting results for student responses. To return to the home page, the user can click on the 

home icon (shown with red highlight). 

 

General Tools 
In addition to basic navigation, there are tools used throughout the site to search for, select, and display 

information: 

Dropdowns 

Dropdown lists are common in web applications. The Reporting System uses multiple types of dropdowns 

to present and organize information. 

Basic Dropdown 

The basic dropdown contains a short list of fixed information, to allow easy and predictable navigation. 

Simply select to access the list. 

 

 

Note: Only elements of the homepage (and the entire system) that are relevant to the userôs 

roles will be available to a user. 
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Dropdown with Search 

Some dropdown lists may have hundreds or thousands of items. In those cases, a search field allows 

users to type to filter. These dropdowns filter based on any match within the value, so a search term of 

ñoakò would match ñOak Persimmon Schoolò, ñElaenia Oak Schoolò, and other schools with ñoakò 

somewhere in the name. 

 

Dependent Dropdowns 

Dependent dropdowns are two (or more) related dropdowns, where a value must be selected in the first 

dropdown before the second dropdown is selectable. In the example below, the user must select a school 

name before selecting the grade. 

 

 

 

Tip: Typing at least 3 characters will provide better performance in narrowing search results. 
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Live Search 
Some input fields include ñlive searchò, in which matching results are displayed as the user types. In the 

example below, the value entered retrieves matches anywhere within the group name. 

 

Export / Download 
Users may export selected reports to a file in comma-separated value (CSV) format by selecting the 

Export CSV button. 

 

Some screens in the application allow users to download reports. In the screenshot below, from the 

My Reports page, selecting the Download Report Data menu option for a report name will download the 

report to the userôs computer. 

 

The location of exported and downloaded files is dependent on the web browser used to access the 

Reporting System. Please see the web browserôs user guide for more information. 
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Context Menus 
Context menus provide additional options for a button or icon. For example, when users select the 

Student Reports button, a context menu pops up with the ability to filter by School Year, and sort by one of 

the Sort Order dropdown values. 

 

When users select the     icon next to a student, a small context menu pops up with additional links 

specific to that student. 
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Column Ordering 
Any tabular data containing columns which can be reordered by the user will have a column ordering 

control. This allows the user to move any selected column left or right, to reorder the columns as desired. 

Examples shown below: 

 

If the user selects the Academic Year button and then selects the left arrow twice, the tabular data will 

appear as shown below: 

 

Columns can also be reordered by simply dragging and dropping them with the mouse (left click, hold, 

drag, and release). 

Sorting 
Tabular data are presented with column headers, and any sortable column will display up and down 

arrows. Select a column name to sort by that column and select it again to reverse the sort order. The 

currently sorted column (and direction) are shown in a lighter gray color. In the example below, the results 

are sorted (ascending) by the studentsô last names. 

 








































































































