Accessing Individual Student Reports in iCue - Administrators
1. From any screen in iCue, scroll up to the top the screen and in the upper lefthand corner hover over the “Tests & Assessments” icon with the cursor

2. A menu with “One-Click Reports,” “Custom Reports,” “Score Entry,” “Individual Student” and “Single Test” will appear.
3. Clicking on “Individual Student” will take you to the screen below:
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4. Click on the “Filter Student List” button to populate the list of students in the “Students” drop down.

5. In the middle of the screen is a heading labeled “Select Student.”  Under this heading, click on the down arrow to the right of the rectangle labeled “Students” to view a menu containing all students in your school.

6. You can limit the number of students in this menu by using one of the filters above the “Select Student” heading and clicking on the button labeled “Filter Student List.” 

7. After selecting the individual student, click the button labeled “View Student”

8. Once the report displays below, click on the index card [image: image2.png]


 to access a color-coded, filterable, printable version.
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9. For tests for which targets are available, the report will be color-coded by the student’s proficiency status on that test.
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10. As in the report you obtained from clicking on the index card in a 1-click report, the name of any test that has strand information will have + sign at the far left.  To obtain the student’s strand scores, click on the + sign.

11. As in any iCue report, you may also sort the table by any of the columns by clicking on the title of the column (click once to sort ascending; click a second time to re-sort descending).
12. If you would like to view only a subset of student test scores in a particular content domain (e.g., Math, Reading, Science), click on the appropriate tab at the top of the report to filter the tests by the corresponding domain.

13. To open, save or print the report as a PDF, click on the PDF icon [image: image5.png]


 in the upper righthand corner.
14. To open or save the report as a Microsoft Excel file, click on the Excel icon [image: image6.png]


 in the upper righthand corner. 
15. To include the color-coding in the saved or printed PDF or Excel report, before opening, saving or printing the report, click to the left of the word OFF under “Include Colors?” in the upper righthand corner.

16. To include test strand information in the saved or printed PDF or Excel report, before opening, saving or printing the report, click to the left of the word OFF under “Include Test Strands?” in the upper righthand corner.
