How To ‐ Download and View/Modify a Report
1. log in to Data Director.
2.

Select the proper school if you have the option to.

3.

Select The Reports tab on the top left side of the screen.

4.

Click on view all.

5.

Select the report you want.

6. On the left side select refine data set and make your changes.
7.

Make sure the student you are creating the report for is listed.

8. Select the xls.
9. Select “save”, it should now ask you what you want to name it and where you want to save it.
The file must be named report_results. We also suggest that you save it in the Documents
folder under a folder. You have to create the folder, name it Stars Reports.
10. You are now finished in Data Director. If this was the only student you needed a report for, you
may close Data Director. If you are going to be accessing another student, leave Data Director
open and continue to the next step.
11. Locate the template you want to use in the template list above. Click on it.
12. You should now get the option to open or save the template. Click save.
13. After clicking save it should ask you where you would like to save it. Navigate to the same folder
that you saved the report_results file in. It is very important that both the template and the
report_results file are saved in the same location. If they are not, the report will not work.
14. Once the template has finished downloading you can open it. Once open you may be prompted
to allow updating or enable content, say yes or allow. The template should show the
information for the student in the report_results file. If it does not, please make sure you
followed these instructions properly.
15. Make changes (teacher names, recommendations, etc…
16. You should now be ready to print the template or save it to a new name.
17. If you did not close out of data director, you should be able to start over with refine data (step
6) for the next student.

