
 

  



 

  



 

  



 

  



The International Newcomers Academy @ Thomas Jefferson 

How to Create Custom Reports in SchoolNet. 

Prepared By: Samuel Roman, Instructional Coach 

NOTICE! 

Student Data is Confidential! While accessing and retrieving 

student records, you MUST exercise extreme caution as to not 

to leave reports on your desktop. Do not send Student profiles 

to a copy machine from your classroom. It is best to save it on 

to a flash drive and print directly from the drive.  Delete files 

you do not need. DO NOT THROW Student data or 

identification data in the trash! USE a Shredder! Every school 

office must have one. 

This guide uses OTELA as an example for standardized test 

data However, the same steps are used for any test data you 

need to report. 
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Step 1: Log in to SchoolNet.  

 

Step 2: Hover on School & District Data and choose Course/Section Lists. 

Step 3: Choose your name and the course you want your list from and Click Go. 

 

 



Step 4: Check the box on the left of your class and click Initiate reports for selected courses. 

.  

Step 5: Click on Go to Analysis Spreadsheet. 

 

 



Step 6: Type a Display Name for Column 1 and Choose Standardized Tests from the drop down menu 

Analyze By:.  

 

Step 7: Choose OTELA or any other test and choose any other details of the test. Once you have made your 

choices, click on Add Column button. 

 



Step 8: Repeat the steps 7-8 to add a second column to add to the report. 

 

Step 9: Once you have finished defining the columns, click on Go to Spreadsheet. 

 

 

  



Step 10: You will see the Students’ names and data on the screen. If this is what you want, then you may 

Export it to Excel, or Save Columns. 

Export to Excel, will download the file as a Spreadsheet for you to make graphs and sort the data in other 

ways. 

Save Columns will save your report to the “My Reports” Saved Reports in SchoolNet for you to access at 

any time. 

 


