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Welcome to the Report Manager

For detailed directions on how to execute the reports below, please go to the CM User’s Manual in
the Reports section.

Reports by Category

Exams
Study Guide
‘The Study Guides Report generates alist of questions and answers for the student to use as a study guide. No answer key is generated.
Generate Exam
The Generate Exam Report prints a paper-based exam and answer key.
Instructor Summary
The Instructor Summary Report lsts the names and scores for a specific session.
Response Report
‘The Response Report shows the percentage of Cadets who selected each answer choice with a pointing finger indicating the correct answer.
Item Analysis
‘The Item Analysis Report shows each question and the percentage of Cadets who selected each answer choice.

Emotional Intelligence
Personal Skills Map Quick Print

The Personal Skills Map Quick Print report prints the results of your PSM session without going into Success Profiler.






	How do you know if your Cadets are learning?  How do you assess their performance? How can you help Cadets prepare for a test?  How do you know what custom resources you have added to the CM?  The answer to these questions can be found within the CM Report Manager. 

The CM Report Manger is used to generate reports from data collected in the CM database. Whether you need the results of a custom test or an attendance record from a particular date, the CM Report Manager allows teachers the ability to print and save reports filtered by class period and date. 

	What You Will Learn to Do (Competency)

· Generate Reports using the CM Report Manager 

Skills and Knowledge You Will Gain Along the Way (Learning Objectives)

· Identify what reports are in the CM Report Manager
· Identify the different file formats used when  saving reports

· Explain how to save and print out reports


Performance Standards

You will show that you have learned the target knowledge and skills by:

· identifying when to use the different reports available within the JROTC Curriculum Manager 

Your performance will be successful when you:

· generate a Study Guide 

· generate a Response Report 

· generate a Paper Based Exam 

· generate an Item Analysis  

· generate an Instructor Summary Report 

· review how to print the Personal Skills Map Results 

· review how to generate the Success Profiler Report  

· generate  the list of Presented Lessons

· generate an Attendance Report 

· generate the list of Custom Resources

· review how to run Game Reports 

Learning Activities

	_______
	1.
	REVIEW the CM User’s Manual section on Reports.  

	_______
	2.
	LAUNCH the Curriculum Manager. FOLLOW the directions below:

a. Log on to your computer and plug in your CM.
b. Click on the CM Shortcut on your desktop.
c. Click on the Launch CM button.
d. Click OK when the message “could not find receiver” displays.
e. Click No when the message “Would you like to look for receiver again?” displays.
f. Enter your User Name and Password.
g. Click on Period 1.
h. Take Attendance and make one Cadet absent.
i. Click Done.

	_______
	3.
	COMPLETE the custom exam MyQuiz1 created in the previous lesson. FOLLOW the directions below.

a. Click on the Menu button.
b. Choose Exams from the Menu.
c. Select “MyQuiz1”.
d. Answer the Questions using CPS Clickers.

e. Click the Back Arrow to return to the Lesson List Window when finished.

	_______
	4.
	LAUNCH the Report Manager and Generate an Attendance Report. FOLLOW the directions below.

a. Click on the Menu button.
b. Choose Reports from the Main Reports tab.
c. Select Attendance report button.
d. In the Select School Year, Class, and Date Range window pick a range that includes today’s date.
e. Click OK.
f. Click Yes when the Attendance Report – Criteria window displays.
g. Click OK when the Attendance Report – Generation Successful window displays.
h. The Attendance Report displays. 
Note: you can either Save or Print the Attendance Report.

	_______
	5.
	CREATE a Paper Test for MyQuiz1. FOLLOW the directions below.

a. Click the Generate Exam button.
b. Click the plus sign (+) or arrow next to Premade Exams.
c. Check the box next to “MyQuiz1”.
d. Check the box Show Answers and Generate Answer Key.
e. Click OK to generate report.
f. Click Yes when the Generate Exam Report – Criteria window displays.
g. Click OK when the Generate Exam Report – Generation Successful window displays.
h. The questions and answer key for MyQuiz1 displays
i. Click the Blue Tab Menu and select Save As.
j. Browse to your Desktop.
k. Name the file MyQuiz1.
l. Save the file as a Word 97-2003 Document (*.doc).
m. Exit out of MS Word when finished. 

	_______
	6.
	CREATE a Study Guide for the Vocabulary Questions in U1C1L1. FOLLOW the directions below.

a. Click the Study Guide button.
b. Click the plus sign (+) or arrow next to Unit 1.
c. Click the plus sign (+) or arrow next to U1C1L1.
d. Check the box U1C1L1 – Vocabulary.
e. Click OK.
f. Click Yes when the Study Guide Report – Criteria window displays.
g. Click OK when the Study Guide Report – Generation Successful window displays.
h. The questions and answers for U1C1L1 Vocabulary display.

i. Click Blue Tab Menu and select Save As.
j. Browse to your Desktop.
k. Name the file U1C1L1 Vocabulary Questions.
l. Save the file as a Word 97-2003 Document (*.doc).
m. Exit out of MS Word when finished. 

	_______
	7.
	COMPARE and CONTRAST the Instructor Summary Report, Item Analysis, and Response Report. FOLLOW the directions below.

a. Click the Instructor Summary button.

b. Click OK when the Instructor Summary Report – Generation Time window displays.
c. Click the plus sign (+) or arrow next to Period 01.
d. Click the plus sign (+) or arrow next to Today’s date.
e. Check the box next to “MyQuiz1”.
f. Click OK.
g. Click Yes when the Instructor Summary Report – Criteria window displays.

h. Click OK when the Instructor Summary Report – Generation Successful displays.
i. What data displays? 

___________________________________________________

___________________________________________________

___________________________________________________

j. Run the Instructor Summary Report again for MyQuiz1, but this time check the box for Include Question Details before clicking OK.
k. What changed in the report?

___________________________________________________

___________________________________________________

___________________________________________________

l. Click the Item Analysis button.
m. Click the plus sign (+) or arrow next to Period 01.
n. Click the plus sign (+) or arrow next to Today’s date

o. Check the box next to “MyQuiz1”.
p. Click OK.
q. Click Yes when the Item Analysis Report – Criteria window displays
r. Click OK when the Item Analysis Report – Generation Successful window displays.
s. What data displays?  

___________________________________________________

___________________________________________________

___________________________________________________

t. Click the Response report button.
u. Click the plus sign (+) or arrow next to Period 01.
v. Click the plus sign (+) or arrow next to today’s date.
w. Check the box next to “MyQuiz1”.
x. Click OK.
y. Click Yes when the Response Report – Criteria window displays.

z. Click OK when the Response Report – Generation Successful displays.
aa. What data displays?  

___________________________________________________

___________________________________________________

___________________________________________________

ab. When would you use each of these reports and why? 

___________________________________________________

___________________________________________________ 

___________________________________________________

	_______
	8.
	REVIEW the Custom Resources and Presented Lessons Reports. FOLLOW the directions below.

a. Click the Custom Resources button.
b. Click OK when the Custom Resources Report – Generation Successful window displays. 
c. The list of Custom Resources you have added to the CM displays.

d. Click the Presented Lessons button.
e. Pick Jan 1, 2014 from the Date Start: box

f. Pick today’s date from the Date End: box.

g. Click OK.
h. Click Yes when the Presented Lessons Report – Criteria window displays.
i. Click OK when the Presented Lessons Report – Generation Successful Window displays. 
j. The list of Presented Lessons displays.

	_______
	9.
	COMPARE and CONTRAST the Personal Skills Map Quick Print Report and the Success Profiler Report. FOLLOW the directions below.

a. Exit the Reports Module by clicking the ‘X’ to close the Reports Window.
b. Click Menu.
c. Click Global Resources > Users Manuals.
d. Click Curriculum Manager User Manual v2.
e. Review the Reports section and Appendix C.
f. How are the reports different?

___________________________________________________

___________________________________________________

___________________________________________________ 

	______
	10.
	Review how to print the Game Reports. FOLLOW the directions below.

a. Click Menu.
b. Click Global Resources > Users Manuals.
c. Click Curriculum Manager User Manual v2.
d. Review the Reports section. 

e. Read the section on the Game Reports.
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