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Introduction 
This user guide is designed to help district and school personnel navigate through ACT’s online reporting. Included 
are detailed steps from the initial setup, to accessing and customizing various reports. 

Getting Started 

Trusted Agents 
A Trusted Agent assumes the responsibility of managing user access for districts and schools in their jurisdiction. 
Once appointed, a Trusted Agent can assign the following roles: 

• State Trusted Agent: Users can add and remove users at the state level. They can provide access to 
score results and/or contract reports (if applicable). They can also view and export summary and detailed 
individual data and reports as well as contract reports (if applicable). 

• Trusted Agent: Users can add and remove users at the district and school level. They can provide access 
to score results and/or contract reports (if applicable). They can also view and export summary and 
detailed individual data and reports as well as contract reports (if applicable).  

• Detailed Viewer: Users can view and export summary and detailed individual data and reports.  
• Summary Viewer: Users can view and export summary data and reports.  
• Test Coordinator: Users can view and export summary and detailed reports for contracts.  

Registering as a Trusted Agent 
The district superintendent or school leader will receive a Trusted Agent Letter in the mail that includes a 
school/district specific access code. Once an access code is received, the district superintendent or school leader 
may perform the following steps:  

1. Log on to success.act.org  
2. Select Create Account 
3. Fill out the required information and select the assigned checkbox for their role(s) at the school or organization 

 

 

 

 

 

 

 

 

 

https://success.act.org/
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4. Check the box marked I have an access code 
 

 
 
5. Search for and select their school or organization that is listed on the Trusted Agent Letter 
6. Enter the access code listed in the Trusted Agent Letter and select Validate 

Note: The access code assigned in the Trusted Agent Letter can be used 10 times. 
7. Select the checkbox to agree to the following terms and select the Send Verification Email button 
8. Next, the user must check their email inbox for their verification. Click on the link provided in the email and set a 

new password. Once completed, the user will be taken to the Trusted Agent dashboard.  
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Trusted Agent Dashboard 
 

 

 

 

 

 

 

 

 

 

 

 
 

Resources: The left column includes help articles and training resources for Trusted Agents and online reporting.  

Helpful Tools: The center column includes the following tools to help Trusted Agents manage online reporting:  

• ACT Test Scores and Reports: Provides access to report data.    
• PearsonAccessnext: Provides access to PearsonAccessnext. 
• Invite New Users: Allows the Trusted Agent to send invitations to new users.  
• Manage Users: Allows the Trusted Agent to open optional picklists to manage incoming user requests and 

outgoing invitations. 
• Request Access: Allows Non-Trusted Agents to request user access to online reporting  

Important Messages: The right column includes important messages that Trusted Agents need to address, such 
as hierarchy approvals and access requests, and a Contact Support button.   
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Approving Hierarchy for a District 
The Trusted Agent for a district will need to approve their organizational hierarchy the first time they log in. This can 
be done by selecting the Go to Hierarchy button under the Important Messages column.  

  

 

Review hierarchy and select the Approve This Hierarchy or Request Hierarchy Changes button.  

 

Once the hierarchies are approved, the Trusted Agent can begin adding and managing new users.  
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Non-Trusted Agents 
Non-Trusted Agents may gain access to online reporting in the following roles:  

• Detailed Viewer: Users can view and export summary and detailed individual data and reports. They can 
also view contract reports if assigned by the Trusted Agent.   

• Summary Viewer: Users can view and export summary data and reports. They can also view contract 
reports if assigned by the Trusted Agent.   

These users can be assigned by a Trusted Agent. Once a Trusted Agent assigns a user to this role, the user will 
receive an email invitation. Once the invitation is accepted, they will have access to online reporting. School 
personnel who don’t receive a direct invitation may also request to gain access at success.act.org. Once 
submitted, the request will be sent to a Trusted Agent for approval. 

Non-Trusted Agent Dashboard 

   

The Non-Trusted Agent dashboard will have the same look and feel with restricted access to managing users and 
hierarchy approvals. 
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Overview 

Online Reporting Overview 
ACT online reporting allows authorized users to view summary, roster, student level performance data, and 
contract reports where applicable. From a desktop computer, tablet, or mobile device, users will begin their data 
analysis on the landing page by selecting a Roster View to see the individual performance or Contract Reports to 
see aggregate, individual, and Profile Reports associated to a contract. These options allow users to drill down for 
more extensive exploration at a state, district, school, and/or student level. For convenient access to a specific 
student’s Individual Student Report, online reporting also offers a Student Search function on the landing page.  
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Universal Navigation & Support Tools 

High Level Navigation Options 

 

1: The ACT logo serves as a Home link. Select the logo from any page view to return to the online reporting 
landing page. 

2: The student search feature allows users to search for a student by Last Name, First Name, ACT ID, State ID, or 
Local ID.   

3: The Help icon will direct to the ACT Help and Support site.  

4: The Recent icon will bring up a list of recently viewed reports. Once a user logs out, these reports will be 
cleared. 

5: The upper right-hand corner includes a user drop-down with the following options: 

Control Panel: Select to view User Activity Reports for admin users. 

Logout: Select to log out of online reporting and return to success.act.org. 

6: The Program drop-down allows users to select a specific program.  
Note: Click the drop-down menu to view State Contract, District Contract, and PreACT programs (if applicable). 

7: The My Reports panel displays the four most recently saved reports. Select See All to display all saved 
reports. 

8: The Announcements panel displays up to four recent announcements. Select Expand All to view the 
announcements in their entirety. 
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Multiple Profiles 
ACT users who are authorized to view data from multiple organizations under different roles will have the option to 
switch between these org-level/role “profiles.” On the ACT online reporting landing page, a drop-down menu will 
give users the option to switch between profiles. The reports available on the selections page are dependent upon 
the user role and organization level (i.e., a user with the District-Summary role will only see summary data for the 
organization(s) assigned to that role, and a District-Admin user role will have access to Roster, Summary, and Data 
Tools on the selections page for the organization(s) assigned to that role). 
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The following table shows the nine possible organization type and role combinations along with the features that 
are available for each user: 
 

ACT Role Organization 
Level 

Roster 
Report & ISR 

Summary 
Report 

Data 
Analytics 

Student 
Search 

Control 
Panel 

State-Trusted 
Agent State      

State-Detailed 
Viewer State      

State-Summary 
Viewer State      

District-Trusted 
Agent District      

District-Detailed 
Viewer District      

District-Summary 
Viewer District      

School-Trusted 
Agent School      

School-Detailed 
Viewer School      

School-Summary 
Viewer School      

Test Coordinator 
Viewer 

District or 
School      

Note: If a user switches the user profile in the My Role drop-down menu, they will only see the reports that were 
saved to that specific role under My Reports. 
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Student Search 
The student search feature provides access to individual ACT results for all organizations that a user has access to. 
A student can be searched for using one of the following options: Last Name, First Name, ACT ID, State ID, and 
Local ID. 

Searching for a Student 
1. Begin to enter a student’s information and a list of potential matches will appear. 

 

2. Select a student in the list of potential matches to drill down to a list of their testing history. Selecting a student 
from the list of potential matches will take you to a cumulative list of that student’s test results. 
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Roster View 
The Roster view provides dynamic access to individual student results, delivering powerful insight into the specific 
strengths and areas of need for each student. Interactive data analysis features allow users to apply filter criteria 
and/or perform ad hoc queries on any score variable to obtain summary reports or graphs. The Roster view also 
displays student level data including student ID, demographics, and participation. 

Student Scores 

 

1. Under the Roster tab, select Student Scores to display a drop-down menu with all available organizations. 
2. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 

of access. Use the search bar to search for an organization. 
3. Once an organization has been chosen, select the Get Report button to generate a report with default 

selections.  
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Sample Report 
Select the Get Report button to generate a report similar to the following sample: 

 

 

Viewing Options 
Select one of the available buttons to change to a roster or student view of the selected data options.  

 

• The Roster button displays a roster list of all students  
• The Student button displays a set of individual reports  
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Individual Student Report (ISR) 
Select the Student button to view a detailed student report for each student in the roster view.  

 

 

Individual Report View 
From the Individual Report view, use the navigation arrows at the bottom of the report to page through the reports. 
Users may also jump to a specific page/report.   

• Select Options in the top menu to utilize the Search and Filter options and refine the group of individual 
reports being viewed based on score and/or demographic criteria. (See “Customization Options” for further 
details.) 

• Select Download in the top menu and enter criteria to download one or more individual reports as PDF 
files. If the number of records is greater than 100 ISRs, the request will be sent to the Queued PDFs 
section of the Download Hub.   
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General Functionality 
In addition to selecting the Student button to view a set of individual reports for all students in an organization, you 
can select a student’s ACT ID in the Roster view to view an individual report for a particular student.  

 

 

To sort columns into ascending or descending order, select the column head and select Sort. 
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Select the Footnotes button to display footnotes regarding the Roster data. Select again to hide the footnotes.  
  

         

Customization Options 
Reports may be customized using the report options. Select the Options icon to access customization options and 
for quick modification and customization of reports. Changes may be made to multiple options at once. 

 

Note: Specify the number of groups shown per page (e.g., selecting 20 means that 20 student records will display 
on a single page) by choosing Groups per page on any tab of the Options menu. 

Select the Update button to apply the desired options.  
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Options—Organization 
Use the Organization tab to choose School, District, or State organization. Use the search bar to search for an 
organization. Select the Update button to refresh the report. 

 

Options—Fields 
The Fields tab allows users to select student identification information, test information, and demographics to view 
on the report. Apply the appropriate demographics and select the Update button to add these fields as columns to 
the report. 

 

Note: The Fields tab adjusts based on the report view. For example, when viewing the Student view, users will only 
have the option to filter or search based on demographic characteristics.  
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Options—Scores 
The Scores tab can be used to select scores to view on the report. Select checkboxes for Score, Benchmark, US 
Rank, State Rank, and/or Reporting Categories. To view all scores and reporting categories, select the Select All 
link. Select the Update button to view the selections in the report. 
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Options—Filter 
Use the Options tab to include or exclude students based on demographic characteristics. To include a subgroup, 
select the desired demographic variable from the drop-down list. To add more than one subgroup, select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Options—Search 
The Search feature allows users to search for students by name, ACT ID, scores, or other reporting category 
options. For example, to find a specific student on the district or school Roster Report or in the set of Individual 
Student Reports:  

1. Select ACT ID from the drop-down menu. 
2. Enter the ACT ID, or part of the number, for the student needed.  
3. Select the Add button. 
4. Select the Update button. The report will refresh showing only students matching the search criteria.  
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Student Labels 
Only District and School users have the ability to print labels. The student labels print on 1 inch x 4 inch labels (e.g. 
Avery #8461).   

Note: It is recommended that District users print reports by organization as the labels will be sorted by last name, 
first name, and test date and not separated by organization.   

  

1. Under the Roster tab, select the Display and Print Student Labels button for a drop-down menu with all 
available organizations.  

2. Select the appropriate Year button.  
3. Use the Organization menu to choose an organization. Use the search bar to search for an organization. 
4. Once a school has been chosen, select the Get Report button to generate a report with default selections. 
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Sample Report 
Select the Get Report button to generate a report: 

 

Viewing Options 
Select the Student or Roster button to change to a roster or student view of the selected data options.  

Customization Options 
Reports may be customized using the report options. Select the Options icon to access and modify customization 
of reports. Make any desired changes and select the Update button.  
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Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization is selected, select the Update button to refresh the report. 

 

Options—Filter 
Use the Filter tab to include or exclude students based on demographic characteristics. To include a subgroup, 
select the desired demographic variable from the drop-down list. To select more than one subgroup, select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update.  

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Options—Search 
Use the Search feature to search for students by name, ACT ID, scores, or other reporting category options. For 
example, to find a specific student on the district or school Roster Report or in the set of Individual Student Reports: 

1. Select ACT ID from the drop-down menu. 
2. Enter the ACT ID, or part of the number, for the student needed.  
3. Select the Add button. 
4. Select the Update button. The report will refresh showing only students matching the search criteria.  

 

Summary Reports 
The Summary tab displays school, district, or state group performance data in a table or graphical format and 
allows customization using various summary statistics. The Summary tab on the ACT homepage provides access 
to several summary reports:  

• My Summary Results 
• Score Distribution Quartiles 
• College & Career Readiness 
• Readiness Reports for English, Math, Reading, & Science 
• Distribution of Planned Educational Majors for All Students by College Plans.  
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Group Summary View  
The Group Summary Report provides summary level data at the state, district, and school level for the years 
selected. Multiple years and organizations can be selected at a time. 

.  

1. Under the Summary tab, select My Summary Results: Group Summary View to display a drop-down menu 
with available organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report similar to the following sample: 

 

Note: Groups that have no data will not populate. 

Viewing Options 
Select one of the available buttons to change to a chart or transpose view of your selected data options 

C/ Tr 

Note: The Report Table is the default view. 

Report Chart View 
Select the Report Chart button to view a graphical representation of the selected data. 

 

 

 

Note: Selecting the chart bars will allow users to disaggregate by subgroup or drill to roster view. 
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Transpose View 
Select the Transpose button to view a tabular representation of the selected data with columns and rows 
transposed. 
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General Functionality 
Selecting a group’s name allows users to disaggregate the group or drill to a roster report.  

Disaggregate By: Disaggregate a specific group by different demographic variables. 
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Drill to Roster View: Selecting a group name in the tabular view or a bar in the chart view displays a menu 
allowing you to drill to a Roster Report or set of Individual Reports for that group.  
 
Note: Drill down is not available for state. 

  

 
 

Download: Selecting the Download button allows you to download the repot as a pdf, csv, or Excel  
file. If the number of records is greater than 200 for a standard report, the request will be sent to the Queued PDFs 
section of the Download Hub. 
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Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select Super Scores and/or checkboxes 
to choose a specific stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select 
the Update button to view the selections in the report. 

 

Note: The options on the Stats tab adjust based on the report view. For example, when viewing the Chart View, 
users will have the options to adjust the stats graphed as well as the graph type. 
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Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 

 

Options—Filter 
Use this tab to include or exclude students based on demographic characteristics. To include a subgroup, select 
the desired demographic variable from the drop-down list. To select more than one subgroup, simply select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Score Distribution Quartiles  
The Score Distribution Quartiles report provides ACT Score Quartile Values in a summary report, dispersing scale 
scores for the 1st, 2nd, and 3rd quartile.  

  

1. Under the Summary tab, select Score Distribution Quartiles: ACT Score Quartiles to display a drop-down 
menu with available organization(s). 

2. Select the appropriate Year button  
3. Use the Organization menu to choose any organization(s). Use the search bar to search for an organization. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  

Sample Report 
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Customization Options 

Options—Fields 
This option allows you to select general information about your organization, such as District Code and School 
Code to view on the report. Select the appropriate information and select the Update button to add these fields as 
columns to the report. 

 

Options—Scores 
The Scores tab can be used to select scores to view on the report. Select checkboxes for Valid Number and Score. 
View all scores and reporting categories with the Select All link. Select the Update button to view the selections in 
the report.  
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College and Career Readiness Score Ranges 
The minimum ACT test scores required for students to have a high probability of success in corresponding first-
year credit-bearing college courses. This report provides the percentage of students that fall between specific 
College and Careeer Readiness Scores for the ACT subjects.  

  

1. Under the Summary tab, select College and Career Readiness Standards Score Ranges to display a drop-
down menu with all available organizations. 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below state and districts.    
4. Once users have selected State, District, and/or Schools, a count of the selected organizations will display 

above the selection menu. Select the blue “selected” link to view a list of the selected organizations.  Use the 
search bar to search for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 

 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 
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Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear select the Reset link. Select the Update button to 
view the selections in the report. 
 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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General Functionality 
Selecting a group’s name or an administration year will allow you to disaggregate the group. 

Disaggregate By: This functionality allows users to disaggregate a specific group by different demographic 
variables. 

 

 

 

 

 

Note: Selecting the Year range will also allow users to disaggregate a specific group. 
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Analysis Features 
Access analysis options by selecting any blue text within column headers. 

Show N Count for Percentages 
To view how many students scored in each CCRS Range under a particular subject, ensure that % in each subject 
is shown on the report. Select the % column header and select Show N Count. 

          

 

ACT Readiness Reports  
There are four ACT Readiness reports, with each catergory subdivided into three reporting catergories for English, 
Reading, and Science; and eight catergories for Math.  
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1. Under the Summary tab, select a reporting category to display a drop-down menu with the available 
organization(s). 

  

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below state and districts.    
4. Once users have selected State, District, and/or Schools, a count of the selected organizations will display 

above the selection menu. Select the blue “selected” link to view a list of the selected organizations.  Use the 
search bar to search for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  

Sample Report 
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Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear select the Reset link. Select the Update button to 
view the selections in the report. 
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Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 

 

General Functionality 
Selecting a bar in the chart will allow users to disaggregate the group or drill to roster view.  

Disaggregate By: This functionality allows users to disaggregate a specific group by different demographic 
variables.  
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Distribution of Planned Educational Majors by 
College Plans  
The Student Identified Planned Majors report displays data detailing students’ self-reported intended education 
majors and the average ACT composite score. This report also allow users to view the average ACT composite 
score for students who plan to attend college for 2 years or less or those attending college for 4 years or more.  

  

 
1. Under the Summary tab, select Distribution of Planned Education Majors for All Students by College 

Plans category to display a drop down menu with the available organization(s). 
 

2. Click within a check box to select the testing year(s). 
 

3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 
arrow) to expand the menu options below state and districts.   
 

4. Once users have selected State, District, and/or Schools, a count of the selected organizations will display 
above the selection menu. Select on the blue selected link to view a list of the selected organizations. Use the 
search bar to search for an organization. 
 

5. Once an organization has been selected, select Get Report to generate a report with default selections. 
Reports can be customized on the next page. 
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Sample Report 

 

General Functionality 
Clicking on a group’s name or an administration year will allow users to drill to roster view. 

Drill to Roster: Clicking a group name displays a menu allowing users to drill to a Roster Report or set of Individual 
Reports for that group.  
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Note: Selecting a Subject under Super Score or a Score under the subject categories gives you the option to sort, 
summarize and distribute the data.  
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Data Tools 
The Data Tools tab displays the roster of students within a selected organization/group and allows users to view 
frequency distributions, summary statistics, cross-tab, and scatter plot reports across available Score and Field 
data points. 
Summary Statistics  
Generate a Summary Statistics report to summarize composite or subject-specific score data. Statistics include 
total number of students, total number of valid student scores, mean, minimum, maximum, and standard deviation. 
Instantly see summary statistics by selecting the Summary Statistics report. 

  

1. Under the Data Tools tab, select Summary Statistics to display a drop-down menu with available 
organizations. 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose an organization. Use the search bar to search for a district or school. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  
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Sample Report 

 

When generating this report, users will be prompted to select a variable from the Stats tab in the Options menu. 
Select the drop-down arrow to choose the Super Scores or Scores for analysis, and select Update.  
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General Functionality 
Drill to Roster View displays a menu allowing users to drill to the Roster Report for that group or view a set of 
individual reports for all students in an organization. 

 

Users can also view summary statistics by demographic subgroups, such as gender and/or ethnicity, by selecting a 
demographic group in the Disaggregate tab of the Options menu.  

Frequency Distribution  
Generate a Frequency Distribution report for composite or subject-specific scores. Distributions include 
frequencies, cumulative frequencies, percents, and cumulative percents.  

Sample Report 
When generating this report, users will be prompted to select a variable from the Stats tab in the Options menu. 
Select the drop-down arrow to choose the Super Score or Score for analysis, and select Update.  

 

 

 

 

 

 

 

 

 

 

There are several options to add for analysis including Benchmarks, Understanding Complex Text Indicator, and 
Career Readiness.  
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The Scores column can be sorted into ascending or descending order, select the column head, and select Sort.  

 

General Functionality 
Drill to Roster: Selecting a bar in the distribute view displays a menu allowing users to drill to a Roster Report for 
that group/test/content area combination. 
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Users can also view summary statistics by demographic subgroups, such as gender and/or ethnicity, by selecting a 
demographic group in the Disaggregate tab in the Options menu.  
 

Cross-Tab 
Generate a Cross-Tab report to create a two-way cross tabulation of your data to examine interrelations between 
categorical variables. Cross-tab reports can be viewed for two score variables or between a score and 
demographic variable.  

Sample Report 
When generating this report, users will be prompted to select a variable from the Stats and/or Fields tab in the 
Options menu. Select the drop-down arrow to choose the score for analysis, and select Update.  
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General Functionality 
Drill to Roster: Selecting the blue link in the cross-tab view displays a menu allowing users to drill to an Individual 
Report or a Roster Report for that group/test/content area combination. 

Drop-down to Change Data: Selecting the drop-down menu in the Cross-Tab report allows users to change the 
data viewed in the report with several options including Number Tested, Percent of Total, Percent of Variable 1, 
and Percent of Variable 2. 
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Scatter Plot 
Generate a Scatter Plot to plot students’ performance for two different scores. A correlation coefficient is displayed 
to indicate the strength of the relationship. Use zoom and selectable regions to identify students who appear to be 
outliers and drill to the roster for further information.  

Sample Report 
When generating this report, users will be prompted to select a variable from the Stats tab in the Options menu. 
Select the drop-down arrow to choose the Super Score and/or Score for analysis, and select Update.  

 

 

Users may zoom in on sections of the scatter plot by selecting and dragging to draw a box around the section of the 
selected graph to zoom in on. 
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Users may select Drill to Roster to drill to a roster report view for the students shown in the current scatter plot 
view. 

Users can also change scatter plot selections using the customization options.    
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State and District Contract Program 
Reports 
Student Scores 
The Non-College Reportable Roster view provides dynamic access to individual student records for students that 
did not use ACT-approved accommodations during their test and therefore are not reportable to colleges. These 
results may only be used for district or state program purposes. 

 

1. Under the Roster tab, select Student Scores (Non-College Reportable Roster View) to display a drop-down 
menu with all available organizations. 

2. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 
of access. Use the search bar to search for an organization. 

3. Once an organization has been chosen, select the Get Report button to generate a report with default 
selections.  
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Sample Report 
Select the Get Report button to generate a report like the following sample: 

 

 

Viewing Options 
Select one of the available buttons to change to a roster or student view of the selected data options.  

 

• The Roster button displays a roster list of all students  
• The Student button displays a set of individual reports  
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Individual Student Report (ISR) 
Select the Student button to view a detailed student report for each student in the roster view. The College 
Reportable ISR will appear if the record is college reportable. The NCR (Non-college reportable) ISR will appear if 
the record is not college reportable, as seen below.  

 

 

Individual Report View 
From the Individual Report view, use the navigation arrows at the bottom of the report to page through the reports. 
Users may also jump to a specific page/report.   

• Select Options in the top menu to utilize the Search and Filter options and refine the group of individual 
reports being viewed based on score and/or demographic criteria. (See “Customization Options” for further 
details.) 

• Select Download in the top menu and enter criteria to download one or more individual reports as PDF 
files. If the number of records is greater than 100 ISRs, the request will be sent to the Queued PDFs 
section of the Download Hub. (See “Queued PDFs” for further details). 
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General Functionality 
In addition to selecting the Student button to view a set of individual reports for all students in an organization, you 
can select a student’s ACT ID in the Roster view to view an individual report for a student.  

 

     

 

 

To sort columns into ascending or descending order, select the column head and select Sort. 
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Select the Footnotes button to display footnotes regarding the Roster data. Select again to hide the footnotes.  
  

         

Customization Options 
Reports may be customized using the report options. Select the Options icon to access customization options and 
for quick modification and customization of reports. Changes may be made to multiple options at once. 

 

Note: Specify the number of groups shown per page (e.g., selecting 20 means that 20 student records will display 
on a single page) by choosing Groups per page on any tab of the Options menu. 

Select the Update button to apply the desired options.  
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Options—Organization 
Use the Organization tab to choose School, District, or State organization. Use the search bar to search for an 
organization. Select the Update button to refresh the report. 

 

Options—Fields 
The Fields tab allows users to select student identification information, test information, and demographics to view 
on the report. Apply the appropriate demographics and select the Update button to add these fields as columns to 
the report. 

 

Note: The Fields tab adjusts based on the report view. For example, when viewing the Student view, users will only 
have the option to filter or search based on demographic characteristics.  
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Options—Scores 
The Scores tab can be used to select scores to view on the report. Select checkboxes for Score, Benchmark, US 
Rank, State Rank, and/or Reporting Categories. To view all scores and reporting categories, select the Select All 
link. Select the Update button to view the selections in the report. 
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Options—Filter 
Use the Options tab to include or exclude students based on demographic characteristics. To include a subgroup, 
select the desired demographic variable from the drop-down list. To add more than one subgroup, select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Options—Search 
The Search feature allows users to search for students by name, ACT ID, scores, or other reporting category 
options. For example, to find a specific student on the district or school Roster Report or in the set of Individual 
Student Reports:  

1. Select ACT ID from the drop-down menu. 
2. Enter the ACT ID, or part of the number, for the student needed.  
3. Select the Add button. 
4. Select the Update button. The report will refresh showing only students matching the search criteria.  
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Contract Reports 
The Contract Reports provides users with important information about ACT tested students, including student 
performance trends (broken down by demographics), course selection, course rigor, and college readiness.  

Note: Contract Reports will be available to all Users (Limited and Normal) for Contract Programs. 

  

1. Under the Contract Reports tab, select the Contract Reports button for a drop-down menu with all available 
organizations.  

2. Select the appropriate Year button.  
3. Select an Admin. 
4. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 

of access. Use the search bar to search for an organization. 
5. Once an organization has been chosen, select the Get Report button to generate a report with default 

selections.  
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Sample Report 
Select the Get Report button to generate a report like the following sample: 

 

A Table of Contents with all the available reports within the Profile Report is displayed. Each line of text is a link to a 
pre-defined Data Interaction report. 

For example, to view Average Composite Scores: 5 Years of Testing, click on the report link under Section I: 
Executive Summary. A new window will open containing the selected report: 
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PreACT and PreACT 8/9 Program Reports 
Student Scores 
To view PreACT or PreACT 8/9 data, select the appropriate program from the Program drop-down list.  

The Student Scores provides dynamic access to individual student results, delivering insight into the specific 
strengths and areas of need for each student. Interactive data analysis features allow users to apply filter criteria 
and/or perform ad hoc queries on any score variable to obtain summary reports or graphs. The Roster view also 
displays student level data including student ID, demographics, and participation. 

 

1. Under the Roster tab, select Student Scores to display a drop-down menu with all available organizations. 
2. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 

of access. Use the search bar to search for an organization. 
3. Once an organization has been chosen, select the Get Report button to generate a report with the default 

selections.  
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Sample Report 
Select the Get Report button to generate a report like the following sample: 

 

 

Viewing Options 
Select one of the available buttons to change to a roster or student view of the selected data options.  

 

• The Roster button displays a roster list of all students  
• The Student button displays a set of individual reports  
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Student Score Report  
Select the Student button to view a detailed student report for each student in the roster view.  

 

Individual Report View 
From the Individual Report view, use the navigation arrows at the bottom of the report to page through the reports. 
Users may also jump to a specific page/report.   

• Select Options in the top menu to utilize the Search and Filter options and refine the group of individual 
reports being viewed based on score and/or demographic criteria. (See “Customization Options” for further 
details.) 

• Select Download in the top menu and enter criteria to download one or more individual reports as PDF 
files. If the number of records is greater than 100 ISRs, the request will be sent to the Queued PDFs 
section of the Download Hub. (See “Queued PDFs” for further details). 
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General Functionality 
In addition to selecting the Student button to view a set of individual reports for all students in an organization, you 
can select a student’s Last Name in the Roster view to view an individual report for a student.  

 

     

 

 

 

To sort columns into ascending or descending order, select the column head and select Sort.  
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Customization Options 
Reports may be customized using the report options. Select the Options icon to access customization options and 
for quick modification and customization of reports. Changes may be made to multiple options at once. 

 

Note: Specify the number of groups shown per page (e.g., selecting 20 means that 20 student records will display 
on a single page) by choosing Groups per page on any tab of the Options menu. 

Select the Update button to apply the desired options.  

 

Options—Organization 
Use the Organization tab to choose School, District, or State organization. Use the search bar to search for an 
organization. Select the Update button to refresh the report. 
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Options—Fields 
The Fields tab allows users to select general information, student identification information, and demographics to 
view on the report. Apply the appropriate demographics and select the Update button to add these fields as 
columns to the report. 

 

Note: The Fields tab adjusts based on the report view. For example, when viewing the Student view, users will only 
have the option to filter or search based on demographic characteristics.  
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Options—Scores 
The Scores tab can be used to select scores to view on the report. Select checkboxes for Score, Benchmark, US 
Rank, State Rank, Predicted ACT Score Range, and/or Reporting Categories. To view all scores and reporting 
categories, select the Select All link. Select the Update button to view the selections in the report. 
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Options—Search 
The Search feature allows users to search for students by name, Student ID, scores, or other reporting category 
options, for example, to find a specific student on the district or school Roster Report or in the set of Individual 
Student Reports:  

1. Select Student ID from the drop-down menu. 
2. Enter the Student, or part of the number, for the student needed.  
3. Select the Add button. 
4. Select the Update button. The report will refresh showing only students matching the search criteria.  
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Options—Filter 
Use the Options tab to include or exclude students based on demographic characteristics. To include a subgroup, 
select the desired demographic variable from the drop-down list. To add more than one subgroup, select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Early Intervention Rosters 
The Early Intervention Rosters reports provide users with access to a set of roster reports that display subgroups of 
students based on various criteria defined by the individual reports within the table of contents page. 

  

1. Under the Roster tab, select the Early Intervention Rosters button for a drop-down menu with all available 
organizations.  

2. Select the appropriate Year button.  
3. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 

of access. Use the search bar to search for an organization. 
4. Once an organization has been chosen, select the Get Report button to generate a report with default 

selections.  
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Sample Report 
Select the Get Report button to generate a report like the following sample: 

 

A Table of Contents with all the available reports within the Early Intervention Rosters is displayed. Each line of text 
is a link to a pre-defined Data Interaction report. 

To view a report, click on the report link under Early Intervention Rosters. A new window will open containing the 
selected report: 
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Summary Reports 
The Summary tab displays school, district, or state group performance data in a table or graphical format and 
allows customization using various summary statistics. The Summary tab on the PreACT homepage provides 
access to several summary reports:  

• My Summary Results 
• Local Item Summary 
• Item Response Summary 
• Average Scores by Ethnicity and Gender 
• Average Scores by Course Pattern 
• Average Composite Score and Coursework Plans  
• Students’ scores, Coursework Plans and Educational Plans by Career Interest 
• Local Quartile 

  

  



 

 

75 

 

My Summary Results 
The My Summary Results Report provides summary level data at the state, district, and school level for the years 
selected. Multiple years and organizations can be selected at a time. 

.  

 

1. Under the Summary tab, select My Summary Results to display a drop-down menu with available 
organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

Viewing Options 
Select one of the available buttons to change to a chart or transpose view of your selected data options 

 

Note: The Report Table is the default view. 

Report Chart View 
Select the Report Chart button to view a graphical representation of the selected data. 

 

 

 

Note: Selecting the chart bars will allow users to disaggregate by subgroup or drill to roster view. 
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Transpose View 
Select the Transpose button to view a tabular representation of the selected data with columns and rows 
transposed. 
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General Functionality 
Selecting a group’s name allows users to disaggregate the group or drill to a roster report.  

Disaggregate By: Disaggregate a specific group by different demographic variables. 
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Drill to Roster View: Selecting a group name in the tabular view or a bar in the chart view displays a menu 
allowing you to drill to a Roster Report or set of Individual Reports for that group.  
 
Note: Drill down is not available for state organizations. 

  

 
 

Download: Selecting the Download button allows you to download the repot as a pdf, csv, or Excel  
file. If the number of records is greater than 200 for a standard report, the request will be sent to the Queued PDFs 
section of the Download Hub. (See “Queued PDFs” for further details). 
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Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Note: The options on the Stats tab adjust based on the report view. For example, when viewing the Chart View, 
users will have the options to adjust the stats graphed as well as the graph type. 
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Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 

 

Options—Filter 
Use this tab to include or exclude students based on demographic characteristics. To include a subgroup, select 
the desired demographic variable from the drop-down list. To select more than one subgroup, simply select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Local Item Summary 
The Local Item Summary report provides the percent of students who responded to each item option for the locally 
developed items. 

  

1. Under the Summary tab, select How did our students respond to local items? to display a drop-down menu 
with available organization(s). 

2. Select the appropriate Year button  
3. Use the Organization menu to choose any organization(s). Use the search bar to search for an organization. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  

Sample Report 
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Viewing Options 
Select one of the available buttons to change to a chart or transpose view of your selected data options 

 

Note: The Transpose the default view. 

Report Chart View 
Select the Report Chart button to view a graphical representation of the selected data. 

 

 

 

Note: Selecting the chart bars will allow users to disaggregate by subgroup. 

 

 

  



 

 

84 

 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

Options—Stats 
Use the Stats tab to select options or local items to view on the report. To view all stats, select the Select All link. 
To clear select the Reset link. Select the Update button to view the selections in the report. 
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Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 

 

Options—Filter 
Use this tab to include or exclude students based on demographic characteristics. To include a subgroup, select 
the desired demographic variable from the drop-down list. To select more than one subgroup, simply select another 
demographic variable. Select the And or Or button to specify the logical relationship between the subgroups 
selected. The And button will only show students who fall under all selected characteristics and the Or button will 
show students who fall under any one or more of the selected characteristics. 

For example, to view students who are either Hispanic or female, select Female and Hispanic/Latino. Then, 
select the Or button to change the relationship from And to Or and select Update. 

Selections display as boxes next to "Showing students who are.” Select the trash can icon displayed to remove the 
selection. 
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Item Response Summary 
The Item Response Summary report provides the percent of students who responded to each item option or 
omitted the item. Included in this report is the reporting category alignment of  the item, item sequence as it 
appeared on the test form and the key of the item. 

  

1. Under the Summary tab, select Item Response Summary to display a drop-down menu with available 
organization(s). 

2. Select the appropriate Year button  
3. Use the Organization menu to choose any organization(s). Use the search bar to search for an organization. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  

Sample Report 
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Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization. Use the search bar to search for an 
organization. Select the Update button to refresh the report. 

 

Options—Fields 
The Fields tab allows users to select general information and item information to view on the report. Apply the 
appropriate fields and select the Update button to add these as columns to the report. 
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Options—Scores 
The Scores tab can be used to select scores to view on the report. Select checkboxes for Response Options. To 
view all scores, select the Select All link. Select the Update button to view the selections in the report. 

 

Options—Search 
The Search feature allows users to search for students by Item Number, Subject, Grade, and Reporting Category. 
For example, to find a specific Reporting Category:  

1. Select Reporting Category from the drop-down menu. 
2. Select the desired Reporting Category 
3. Select the Add button. 
4. Select the Update button. The report will refresh showing only students matching the search criteria.  
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Average Scores by Ethnicity and Gender 
The Average Scores by Ethnicity and Gender Report provides summary level data at the state, district, and school 
level for the years selected with ethnicity and gender shown by default. Multiple years and organizations can be 
selected at a time. 

.  

1. Under the Summary tab, select My Summary Results to display a drop-down menu with available 
organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  

  



 

 

90 

 

Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

General Functionality 
Drill to Roster View: Selecting a group name in the tabular view or a bar in the chart view displays a menu 
allowing you to drill to a Roster Report or set of Individual Reports for that group.  
 
Note: Drill down is not available for state. 

  

 

Download: Selecting the Download button allows you to download the repot as a pdf, csv, or Excel  
file. If the number of records is greater than 200 for a standard report, the request will be sent to the Queued PDFs 
section of the Download Hub. (See “Queued PDFs” for further details). 
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Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

  



 

 

92 

 

Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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Average Scores by Course Pattern 
The Average Scores by Course Pattern Report includes five different versions, one pre-defined report for each 
course pattern grouping: Mathematics Course Pattern, Natural Science Course Pattern, English Course Pattern, 
and On Track for College Core Coursework Status. 

.  

1. Under the Summary tab, select any of the Average Scores by Course Pattern reports to display a drop-down 
menu with available organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 
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Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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Average Composite Score and Coursework Plans by 
Educational Plans 
The Average Composite Score and Coursework Plans by Educational Plans report displays composite scores and 
coursework plans for groups of students broken out by their overall educational plans. 

.  

1. Under the Summary tab, select Average Composite Score and Coursework Plans by Educational Plans to 
display a drop-down menu with available organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 

 

  



 

 

98 

 

Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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Average Composite Score and Coursework Plans by 
Expressed Needs for Help 
The Average Composite Score and Coursework Plans by Expressed Needs for Help report displays composite 
scores and coursework plans for groups of students broken out by their self-reported, expressed needs for help. 

.  

1. Under the Summary tab, select Average Composite Score and Coursework Plans by Expressed Needs 
for Help to display a drop-down menu with available organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools have been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 
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Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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Students’ scores, Coursework Plans and Educational 
Aspirations by Career Interest 
The Students’ scores, Coursework Plans and Educational Plans by Career Interest report displays composite 
scores, coursework plans, and educational plans for groups of students broken out by their career interests. 

 

1. Under the Summary tab, select Students’ scores, Coursework Plans and Educational Plans by Career 
Interest to display a drop-down menu with available organization(s). 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose State, Districts, or Schools. Use the expand button (downward pointing 

arrow) to expand the menu options below the states and districts.   
4. Once State, District, and/or Schools hae been chosen, a count of the selected organizations will display above 

the selection menu. Select the blue “selected” link to view a list of the organizations. Use the search bar to look 
for an organization. 

5. Once the desired organizations have been chosen, select the Get Report button to generate a report with 
default selections.  
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Sample Report 
The Get Report button will generate a report like the following sample: 

 

Note: Groups that have no data will not populate. 

Customization Options 

Options—Organization 
Use the Organization tab to choose School, District, or State organization(s). Use the search bar to search for an 
organization. Once the organization(s) are selected, select the Update button to refresh the report. 
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Options—Stats 
Use the Stats tab to select stats or scores by subject to view on the report. Select checkboxes to choose a specific 
stat or score. To view all stats, select the Select All link. To clear. select the Reset link. Select the Update button 
to view the selections in the report. 

 

Options—Disaggregate 
Use this tab to disaggregate the report by different subgroups. 
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Local Quartile  
The Local Quartile Report provides a district or school’s percent of students in each of the National Percentile 
Score ranges.  

 

1. Under the Data Tools tab, select Local Quartile to display a drop-down menu with available organizations. 
2. Select the appropriate Year button.  
3. Use the Organization menu to choose an organization. Use the search bar to search for a district or school. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  

Sample Report 
The Get Report button will generate a report like the following sample:  
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Customization Options 
Reports may be customized using the report options. Select the Options icon to access customization options and 
for quick modification and customization of reports. Changes may be made to multiple options at once. 

 

Note: Specify the number of groups shown per page (e.g., selecting 20 means that 20 student records will display 
on a single page) by choosing Groups per page on any tab of the Options menu. 

Select the Update button to apply the desired options.  

Options—Organization 
Use the Organization tab to choose School, District, or State organization. Use the search bar to search for an 
organization. Select the Update button to refresh the report. 

 

Options—Fields 
The Fields tab allows users to select general information, student identification information, and demographics to 
view on the report. Apply the appropriate demographics and select the Update button to add these fields as 
columns to the report. 
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Options—Scores 
The Scores tab can be used to select scores to view on the report. To view all scores, select the Select All link. 
Select the Update button to view the selections in the report. 
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Options—Search 
The Search feature allows users to search for a specific Grade or National Norm Group within the report.  
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Data Tools 
The Data Tools tab displays the roster of students within a selected organization/group and allows users to view 
frequency distributions, summary statistics, cross-tab, and scatter plot reports across available Score and Field 
data points. 
Summary Statistics  
Generate a Summary Statistics report to summarize composite or subject-specific score data. Statistics include 
total number of students, total number of valid student scores, mean, minimum, maximum, and standard deviation. 
Instantly see summary statistics by selecting the Summary Statistics report. 

  

1. Under the Data Tools tab, select Summary Statistics to display a drop-down menu with available 
organizations. 

2. Select the appropriate Year button.  
3. Use the Organization menu to choose an organization. Use the search bar to search for a district or school. 
4. Once the desired organizations have been chosen, select the Get Report button to generate a report with 

default selections.  
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Sample Report 
 

  

General Functionality 
Drill to Roster View displays a menu allowing users to drill to the Roster Report for that group or view a set of 
individual reports for all students in an organization. 

  

Users can change the score variable from the Stats tab in the Options menu or they can view summary statistics 
by demographic subgroups, such as gender and/or ethnicity, by selecting a demographic group in the 
Disaggregate tab of the Options menu.  
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Frequency Distribution  
Generate a Frequency Distribution report for composite or subject-specific scores. Distributions include 
frequencies, cumulative frequencies, percents, and cumulative percents.  
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Sample Report 
There are several options to add for analysis including Benchmarks, Understanding Complex Text Indicator, and 
Career Readiness.  

  

General Functionality 
Drill to Roster: Selecting a Score or a bar in the distribute view displays a menu allowing users to drill to a Roster 
Report for that group/test/content area combination. 

 

  

Users can change the score variable from the Stats tab in the Options menu or they can view frequency 
distributions by demographic subgroups, such as gender and/or ethnicity, by selecting a demographic group in the 
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Disaggregate tab in the Options menu.  
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Cross-Tab 
Generate a Cross-Tab report to create a two-way cross tabulation of your data to examine interrelations between 
categorical variables. Cross-tab reports can be viewed for two score variables or between a score and 
demographic variable.  

 

Sample Report 
When generating this report, users will be prompted to select a variable from the Stats and/or Fields tab in the 
Options menu. Select the drop-down arrow to choose the score for analysis, and select Update.  
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General Functionality 

 

Drill to Roster: Selecting the blue link in the cross-tab view displays a menu allowing users to drill to an Individual 
Report or a Roster Report for that group/test/content area combination. 
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Drop-down to Change Data: Selecting the drop-down menu in the Cross-Tab report allows users to change the 
data viewed in the report with several options including Number Tested, Percent of Total, Percent of Variable 1, 
and Percent of Variable 2. 

Scatter Plot 
Generate a Scatter Plot to plot students’ performance for two different scores. A correlation coefficient is displayed 
to indicate the strength of the relationship. Use zoom and selectable regions to identify students who appear to be 
outliers and drill to the roster for further information.  
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Sample Report 
When generating this report, users will be prompted to select a variable from the Stats tab in the Options menu. 
Select the drop-down arrow to choose Scores for analysis, and select Update.  

 

 

Users may zoom in on sections of the scatter plot by selecting and dragging to draw a box around the section of the 
selected graph to zoom in on. 
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Users may select Drill to Roster to drill to a roster report view for the students shown in the current scatter plot 
view. 

Users can also change scatter plot selections using the customization options.    
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Download Hub 

 

The Download Hub tab displays the Request File button that can be used to request a new file and a table that 
displays previously requested files and queued PDFs. The program drop-down will filter requests by program. If 
ACT State program Is selected, only requests made for the ACT State test will be displayed.  

 

1. Under the Download Hub tab, select Request File to start the process of requesting a file. 
2. Select the File Type, File Format, and Year for the requested file. 
3. Use the Organization menu to choose a School, District, or State organization, depending on the user’s level 

of access. Use the search bar to search for an organization. 
4. Once an organization has been chosen, select the Make Request button.  
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5. A request confirmation pop-up will display showing the request details, click Confirm. A success banner will be 
displayed to indicate that the request has been received.  
 

 

The status of the request can be reviewed within the Download Hub tab, click the magnifying glass to view the 
request details. Once the file is ready, click the Download button to download and view the file. 
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Queued PDFs 
Queued PDF is a feature that is used to download several PDFs at a single time. When the download report icon is 
selected, the Download Report button will appear.  

 

If the number of records is greater than 200 for standard report or greater than 100 for ISRs, the request will be 
sent to the Download Hub. Navigate to the Download Hub and select Queued PDFs to view the request table. 
Completed requests will have a download button; click Download to view the generated PDFs. 
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Recent Reports 
Select the Recent icon to view a list of recently viewed reports. Users can select a recent report to jump to the view 
as described. The program, report title and list of the columns last viewed will display. 

Accessing Recent Reports 
To access recent reports, select the Recent icon at the top, center of the page:  

 

Select any report option to view that recent report. 

Note: After logging out of Data Interaction, these reports will be cleared. 
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Saved Reports 
Users can easily save a report online by selecting the Save icon in the upper right-hand corner of the window. 
Upon selecting, a box will open that provides a choice of where to save the report and what to name the report. 

Saving a Report 
To save a report, first select a folder or add a new folder. Then, name the report and select the Save button. This 
action can be canceled by selecting the Save report icon again or selecting outside the box. 

 
 

Accessing a Saved Report 
Once the report has been saved, it can be retrieved from any computer that has internet access. Saved reports can 
be accessed from the ACT homepage and within any report. 

On the ACT homepage, users will see a list of saved reports under My Reports. The desired report may be 
retrieved by selecting the report name. 
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The last four saved reports will be displayed. Select See All to view a list of all saved reports.  

 
 

Users can also access saved reports on any other page by selecting the Save icon in the upper right-hand corner 
of the window. A list of saved reports will be displayed in a pop-up window.  
 

                                     

Users are also able to save or delete reports from the same window. Delete a report by selecting the trash can 
icon. 

Note: When retrieving a saved report, if the data request has been updated, the report will reflect the newly 
requested data.   
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Control Panel 
The Control Panel is available to admin-level users and provides access to both of the User Activity Reports: View 
User Activity and User Activity Summary. These reports allows admin users to see who at their organizations has 
been accessing online reporting and what they are doing. To navigate to the Control Panel, select the user drop-
down in the top-right corner of the page and select the Control Panel link. 

View User Activity 
Within View User Activity, users are able to view user activity within the portal for up to the past seven days. The 
time range can be changed using the drop-down at the top of the page. The View User Activity report displays four 
columns: Username, the IP address of the device the user was using, a time stamp, and the Module that the user 
was accessing at that time. 
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User Activity Summary 
The User Activity Summary report shows summary-level data for user activity within the portal. There are four tabs 
within this report: Summary, By User, By Report, and By Organization. 

Summary 
The Summary tab shows three metrics: 

• # of Unique Logins: The number of unique users that logged in for the given time period. A single 
user that logs in multiple times in one day will only be counted once. 

• # of Total Logins: The number of total logins for a given time period. A single user that logs in five 
times in one day will be counted five times. 

• # of Reports Accessed: The total number of reports that were accessed for a given time period. 

Additionally, users are able to select one of four display types for each metric: Daily, Weekly, Monthly, and Yearly. 
Daily and Weekly metrics will be shown as a bar graph while Monthly and Yearly will be shown in a table. User can 
mouse hover on the bars within the Daily and Weekly view to see exact numbers. 
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By User 
The By User tab allows admin users to see summary statistics for site usage by user. The information shown can 
be filtered by date range or username. The following pieces of information can be seen in this tab: 

• User: Username 
• Home Orgs: a list of orgs that the user belongs to 
• Role: the level of user access 
• Login Page: the number of times a user logged in 
• Report Page: the number of reports a user generated 
• Main Page: the number of times a user navigated to the home page (excluding initial login) 
• Other: the number of times a user accessed a page other than the three previously mentioned pages 
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By Report 
The By Report tab gives admin users insight into which reports are most commonly created at their organizations. 
The information in this table can be filtered by program, report, and date range. This view shows four pieces of 
information: 

• Program: the test the report was being generated for 
• Report: the generic name of the report being generated 
• Report Type: the type of report being generated (e.g. roster, summary, etc.) 
• Count: the number of times this report was generated 

 

Users also have the option to select the Disaggregate by View checkbox to add the report views that the user was 
accessing such as a chart view versus a table view. 
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By Organization 
The By Organization tab allows admin users to view usage statistics based on the organization that the user 
belongs to. The data in this table can be filtered by view, date range, and org type. This view shows four pieces of 
information: 

• Organization 
• Type: the org-level of the organization (state, district, or school) 
• View (Login, Report, Main, Other): the number of times that organization accessed the selected page. 
• Bar Visual: a visual representation of the date provided in the View column. 

 

For More Information  
Visit success.act.org or contact ACT Customer Support at 319.337.1365 
 

 

https://success.act.org/
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