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How to… Input School Reports  

NOTES: Your SLT will have set up your report and allocated you as an assessor.  

1. Input School Reports  
 
From the Report Writer menu 
select . 
 

 

2. Select Report  
 
Select the report that you have 
been assigned to as an assessor. 
  

3. Pupil Picker 
 
You will be taken directly to the 
pupil picker. Select your class, 
year group or group.  
Click Continue. 
 

 

4. Your Reports 
 
Your reports will appear with the 
list of your selected pupils. Click 
on the section that you wish to 
complete.  

 

5. Key  
 
There will be a key that appears at 
the top left-hand corner. Each 
cell will change according to their 
status. 
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6. Completing your Report  
 
Add comments where required 
by either typing directly into the 
box or using the bank of 
statements.  
 
Using tags will make it easier to 
copy to additional pupils, it will 
automatically change the name. 
 
You will also see assessment and 
contextual information relating to 
the pupil on the left-hand side to 
help you. 
 

 
 

 

7. Copying to other pupils. 
 

Click on , select the pupils 
that you wish to copy the 
statement / assessment to and 
press Copy. 

 

8. Assessment Statements  
 
You will have access to the 
Assessment Statements from 
Educater. If you have our 
Assessment Tracker these will be 
within your organisation’s grids. 
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9. Assessment Stars  
 
If you are using our Star Marking 
method within the Assessment 
Tracker, you will see the number 
of stars that have been awarded 
against each statement.  

 

10. Saving and Submitting 
Individual Sections 
 
Select Submit for approval at the 
bottom right of each section. 

 

11 Saving and Submitting all 
Sections. 
 
Once you have worked through 
your report and saved each 

section, click on  
from the left-hand menu. 
 
 
 
 

 

12. Your Reports at a Glance  
 
As you work through your reports 
the main page will change 
according to the status. Check 
the key on the top left-hand side 
to see progress. 
 
Click on the to view your full 
report in progress.  
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13. Unsubmitting your Reports  
 
You may have submitted your 
reports then realised you needed 
to make changes. 

Select  and 
click on areas you wish to send 
back.  

 

 

14. Change Request  
 
Your Approver may ask you to 

make changes . Make these 
changes and submit again. 

 
 

 

15. Answer History  
 
If you make changes, you will be 
able to review these by clicking 

 
 
If you wish, you can revert to this 
answer.   
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16. Assessor and Approver 
Role 
 
If you have been assigned an 
assessor and approver role, you 
will be able to approve your own 
reports.  
 
Your action buttons will be 
different to someone with only an 
Assessor role. 
 

 
 

 

17. Your Dashboard  
 
Your dashboard will show the 
progress of your reports. 

 
 
 

 

 


