PowerSchool Quick Reference

Suspension Letters

This document details the method to utilize a ReportWorks Template (.rwp file) to develop
and publish Suspension Letters in ReportWorks. The following sections are covered:

e Accessing ReportWorks

e Importing ReportWorks (.rwp) template

¢ Developing a ReportWorks (.rwp) report

e Publishing a ReportWorks (.rwp) report

e Running a published report in ReportWorks

Note: When a Report Developer generates a report, the output data is automatically
filtered to only include records related to the school selected in PowerSchool. When
generating reports at the District Office level, this automatic filtering does not occur.

Accessing ReportWorks

To access ReportWorks:

\ Navigation: Start Page > Applications section > ReportWorks Developer

1. At the Launch ReportWorks screen, click Launch to initiate ReportWorks.
2. Enter the assigned Username and Password and click Sign 1in.

Applications
PowerLunch
PowerScheduler
PS Administrator
PT Administrator

North Carolina Educator
Effectiveness System
(NCEES)

Launch ReportWorks

m ReportWorks is the next-generation custom report development solution from Pearson. ReportWorks provides the tools to give report developers an easy way to find,
3 evaluate, and share information that is available in PowerSchool. ReportWorks provides robust reporting capabilities with drag-and-drop report |ayout design.

ReportWorks Sign in —

Username: | |

Password: | |

Vi :1.5.18.1 —
srsen (cencel| [zni]
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Suspension Letters

Importing ReportWorks (.rwp) template

1. At the ReportWorks splash screen, select Project based on a template.

ReportWorks

Would you like to Start a new report project?

_ Projectbased on atemplate
) Project from scratch

Would you like to Open an existing report project?

(188
© Open an Existing Praject

ALWATS LEARNING PEARSON

a. Select any existing template and click Create. You are not going to use it, you
just need to click on one to get to the main screen to import the template.

2. To import the .rwp template:

a. Access Reportworks Reports section located under http://www.nc-

sis.org/reporting templates.html to download the desired Suspension Letter
template

b. Ensure at least one Category is setup as detailed under the Instructions for
Importing ReportWorks Templates document.

c. Download the template to your desired location.

(' ) www.nc-sis.org/reporting_templates. html#reportworksreports v

NORTH CAROLINA STUDENT INFORMATION SYSTEM

B PUBLIC SCHOOLS OF NORTH CAROLINA State Board of Educatien | Department of Public Instruction

PowerSchool

Software Applcatons: | - : Cuick Links: | =

Home Library PowerSch GEnuil Software and Hardware Training Contact Us Coogle™ Custom Searchl Site Search -
Reporting Templates

AutoSend

Powerschool Reporl.irl Direct Data Export Instructions

Engine
F-:;rn Latters and Mailing Labels
This page contains PowerSsls gl S 5}, Report Works files (RWP files) and files for
Autosend (TXT files). It alsg_RepertWorks Reports mport these templates info PowerSchool and
, instructions for importing forMreHers e mmH eSO E instructions accompany each DDE report.

identifies the Reporting Hub Reports and the corresponding template type needed to produce each
report.

When retrieving the PST templates from this webpage, save them on the hard drive of your
Reporting Hub Report computer. Do NOT try to open them. Please read the instructions for importing each template.

Master List
Description Date File Type
Reporting 'nemma:ed nstructions for Importing RepotWorks Templates 06/M11/2013 FDF
Py — Admission Status Report 06/M11/2013 RWP
uto
Birthday List 06M11/2013 RWP
| i 05x11f2013__—_5\'1F_*_______.
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Suspension Letters

d. In ReportWorks (from PowerSchool), click File, followed by Import Project.

ﬁ ReportWorks - Suspension Letters
Help
Save Culs = 3
Distaile Eoons,

o

Export Current Project

Look in]Hz\

)
> ﬁ Program Files
L J ﬁ _Suspension Letters

@ ISS.rwp
@ Template.rwp

__-—""'——.- File Type:[R.eportWorks Project {.rwp)

=ip

e. Locate and select the downloaded template.

f. Click Import.

3. Double-click to load the template listed on the left menu bar.

G ReportWorks - Short Term Suspension Letters
File  Help

Project Details

Project Name: |Short Term Suspension Letters
I

iption:

PowerSchool 7.11 - 07/23/2014 NCDPI Page 3 of 8
Doc # 108 -Revision 1.0



Suspension Letters

Developing a ReportWorks (.rwp) report
1. At the Details tab, complete the following:

B ReportWorks - 155 =3 x|
File Help
Projects (11T [ X
= _ 3 1
-+ add -— delete 3 \ % >
= 4 @ 3
% | Details Scope Layout Publish

X

\ | Project Details
A
\.‘-1‘ % Project Mame: |Suspensiun Letters |
L= Project Description: | suspension Letters {created using IS5, rwp Template)

Created Date: 07/23/2014
Publish State: Not Published

| Data Set: |Inddent Management: Incident 'll

d____-—-"—-t—- Report Per Studen.t:_ o

a. Update the title in the Project Name field if desired, for e.g; Suspension Letters.

b. Update the summary of the report in the Project Description field, if desired.

c. Verify the Data Set field is set to ‘Incident Management: Incident’.

Note: The ISS template loaded here is automatically renamed to the title in the Project
Name field. This does not rename the original .rwp template.

2. At the scope tab, complete the following in the Runtime Controls section:

[ ——r— SLIE
File  Help

CORCRN < B

Detals Scope Layout Publsh
o= 6 ©

U, Runtime Controls
%, Runtme Cantrols alow report users to refine the data scope at runtme. Use of these ope bound: school cantext filtening. Preview vakues are used determine the contents of the
=] tihe .

‘sample data set used when prevews

Developer Preview Controls Preview Values

Context Fiterng ———

Samole ize [=

Published Report Runtime Controls

Ganerate Report for Double-Sided Printing
Entry of Inodent ID

[#] Selection of Incelent Dates

Context Filtering: Select the school to be used for sample data.
b. Sample Size: Select the sample size.

c. Entry of Incident ID: Check this box to enable the user to enter a specific
Incident ID. This enables the user to run one letter instead of a group of letters.

d. Selection of Incident Dates: Check this box to enable date range selection for the
user once this report is published.
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Suspension Letters

3. At the Layout tab, adjust the basic letter to meet your needs and criteria.

4, Click the Preview button. The report time may vary depending on the sample size.

oo BN [O] A S]] 7).

(@Paricipant Participant_Action, Participant_Action_Duration. Participant_Action_Actual_Duratis
n@ day(s) staring on @Action. Action_Begin_Date@ and ending on
(@Action Action_End_Date@

Description of the Incident

(@Incident_Desciiption@

\ [ard code text here.
\—y Jul 23, 2014

Supiely 4 Thyp

Hard code.in School Address here

Dear Parent(s) of .sius e w—

Description of the Incident

o g b s bl

Hard code text here.

“w starting on e + and ending on

g g el @il b b 4

This letter is concerning s i, Hard code text here.
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Suspension Letters

Publishing a ReportWorks (.rwp) report
1. At the Publish tab, complete the following:

Enter the appropriate Report Name and Description in the respective fields.
Select '‘PDF’ from the Output Type drop-down menu.

c. Select ‘PowerSchool Administrator Portal’ from the Application drop-down
menu.

d. Select ‘Discipline’ from the Category drop-down menu.

e. Highlight the school(s) that will use this report. Use the arrow to publish this
report to the selected school(s).

f. Highlight the security group(s) who can access this report. Use the arrow to
publish this report to specific security group(s) within the school(s) selected in
the previous step.

2. Click the Publ11ish button.

File  Help

= \ AN
\ = | || gt !
g B e
Details Scope Layout Publish

Publishing Information

[+ @

\ | Project Name: Suspension Letters Publish State: Mot Published
A | -
\ ¢ = Project Desaription: |5 jspension Letters (created using 155.rwp Template) ‘
5 Published By: /A

Published Date: NfA

Report Name: | |

Report Description: | |

Gutput Typed] [roF -
Applicatior:] [Powerschool Administrator Portal |
Category] [Displine -

School(s): Unpublished Schools Published Schoals
B
- |
Security Groups:l Unpublished Security Groups Published Security Groups

a incipal -

Princpal =

- |

| unp || Publish

Note: Once the report is published, the Pub1ish button is disabled. To make any changes
to this report, click the UnpTublish button and repeat the steps above.

e i
I ——— !
Security Groups: Unpublished Security Groups Published Security Groups
| Unpublish || Publish l
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Suspension Letters

Running a published report in ReportWorks

The published report is now available under:

| Navigation: Start Page > ReportWorks

1. Click the suspension Letters link and enter the desired Date range or Incident ID

to filter results.
Reports \

| System | ReportWorks | Dashboards | Engine | Setup | Ncy

Discipline Suspension Letter

[ L] Suspension Letters M

Report Name Suspension Letter
\'/ Description

Category Discipline

Published Date 09/19/2014 08:09 AM

Show Results for Current School Only r

Starting Date Ending Date
Selection of Incident Dates

BB awDDirrry

Entry of Incident ID |

Scheduling

% Run Now

2. Click the submit button.
3. Click the Refresh button to check the status of the report.

Report Queue (ReportWorks) - My Jobs

| System | ReportWorks |

Queued Reports
Created On Report Name Started Created By Status
072412014 Suspension Letters MIA + Pending

Options
L]

//\//
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Suspension Letters

4, Once the report is complete, click the completed status to view the report.
Report Queue (ReportWorks) - My Jobs

| System I ReportWorks |

Queued Reports
Created On Report Name Started

Created By Status Options
Mo reports running or pending!
Completed Reports Delete All
Created On Report Name Started Ended Created By Status Options
07/24/2014 Suspension Letiers 07/24/2014 08:32 AM 07/24/2014 08:32 AM P8 Completed oF
e
Dear Parent(s) of . 0
This letter is concermning e s Hard code text here.
S starting on s and ending on/ s
D . f the Incid
© was being disrespectful, refusal fo turn off music in cafeteria and refused to leave cafeteria
when asked by administrator.
Hard code text here.

This document is the property of the NC DPI and may not be copied in whole or in part
without the express written permission of the NC DPI.
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