
How	
  To	
  

View	
  and	
  Generate	
  Roster	
  Reports	
  



1.	
  
Go	
  to	
  WRACTSO.COM	
  
and	
  select	
  ADMIN.	
  



2.	
  
Log	
  in	
  to	
  the	
  site	
  by	
  adding	
  
your	
  USERNAME,	
  PASSWORD,	
  
compleIng	
  the	
  CAPTCHA	
  and	
  
selecIng	
  LOG	
  IN.	
  



3.	
  
Once	
  logged	
  in	
  select	
  the	
  
SHORTCUTS	
  MENU	
  ARROW	
  to	
  
expose	
  the	
  shortcuts.	
  



4.	
  
Once	
  exposed	
  the	
  SHORTCUTS	
  
MENU	
  offers	
  six	
  links:	
  
•  Student	
  Roster	
  
•  Judge	
  Roster	
  
•  Mentor	
  &	
  Coach	
  Roster	
  
•  Room	
  Facilitator	
  Roster	
  
•  Door	
  Monitor	
  Roster	
  
•  How	
  To	
  Report	
  

NOTE:	
  
	
  
•  All	
  the	
  rosters	
  are	
  viewed	
  and	
  managed	
  the	
  same	
  way.	
  
•  The	
  Student	
  Roster	
  report	
  will	
  be	
  used	
  as	
  example.	
  
•  The	
  How	
  To	
  Report	
  offers	
  an	
  Image	
  Gallery	
  presentaIon	
  with	
  this	
  How	
  To	
  and	
  a	
  printable	
  PDF	
  file.	
  



5.	
  
Under	
  the	
  RESULTS	
  tab,	
  
ANALYSIS	
  is	
  the	
  landing	
  page	
  
for	
  all	
  the	
  rosters.	
  
It	
  displays	
  the	
  analysis	
  of	
  
selected	
  form	
  components.	
  	
  
	
  
	
  



6.	
  
Scroll	
  down	
  to	
  edit	
  the	
  
components	
  displayed	
  in	
  the	
  
analysis	
  by	
  selecIng	
  ADD	
  
ANALYSIS	
  COMPONENTS.	
  	
  
	
  



7.	
  
In	
  ADD	
  ANALYSIS	
  
COMPONENTS	
  select	
  the	
  
components	
  to	
  be	
  shown	
  in	
  
the	
  ANALYSIS	
  report	
  display.	
  
	
  
	
  

NOTE:	
  
	
  
•  Not	
  all	
  the	
  offered	
  fields	
  offered	
  in	
  ADD	
  ANALYSIS	
  REPORT	
  yield	
  data	
  that	
  generate	
  analysis.	
  
•  Try	
  selecIng	
  different	
  opIons	
  to	
  generate	
  different	
  analysis	
  displays.	
  



8.	
  
Select	
  the	
  TABLE	
  buVon	
  to	
  see	
  
the	
  complete	
  form	
  report.	
  
This	
  view	
  opIon	
  can	
  not	
  be	
  
edited.	
  	
  
	
  



9.	
  
Select	
  the	
  DOWNLOAD	
  buVon	
  
to	
  open	
  the	
  form	
  that	
  allows	
  
to	
  generate	
  a	
  customized	
  
downloadable	
  report.	
  
	
  
	
  



10.	
  
Select	
  INCLUDED	
  EXPORT	
  
COMPONENTS	
  to	
  expand	
  the	
  
opIons	
  and	
  choose	
  the	
  fields	
  
to	
  be	
  included	
  in	
  the	
  report.	
  
	
  
	
  



11.	
  
In	
  INCLUDED	
  EXPORT	
  
COMPONENTS	
  select	
  the	
  
fields	
  to	
  be	
  included	
  in	
  the	
  
report.	
  
	
  
	
  
	
  
	
  

NOTE:	
  
	
  
The	
  opIon	
  SUBMISSION	
  INFORMATION	
  offers	
  fields	
  related	
  to	
  the	
  database	
  structure	
  and	
  doesn/t	
  need	
  
to	
  be	
  selected.	
  	
  



12.	
  
Expand	
  DOWNLOAD	
  RANGE	
  
OPTIONS	
  to	
  select	
  the	
  
submissions	
  to	
  be	
  included	
  in	
  
the	
  downloadable	
  report.	
  
	
  
	
  
	
  
	
  

NOTE:	
  
	
  
The	
  DOWNLOAD	
  RANGE	
  OPTIONS	
  allows	
  to	
  
choose	
  the	
  submissions	
  to	
  be	
  included	
  by	
  
their	
  ID	
  #s.	
  The	
  ID	
  #s	
  can	
  be	
  found	
  under	
  
TABLE.	
  	
  



12.	
  
Expand	
  DOWNLOAD	
  RANGE	
  
OPTIONS	
  to	
  select	
  the	
  
submissions	
  to	
  be	
  included	
  in	
  
the	
  downloadable	
  report.	
  
	
  
Select	
  DOWNLOAD	
  to	
  export	
  
the	
  file.	
  
	
  
	
  
	
  
	
  
NOTE:	
  
	
  
The	
  DOWNLOAD	
  RANGE	
  OPTIONS	
  allows	
  to	
  
choose	
  the	
  submissions	
  to	
  be	
  included	
  by	
  
their	
  ID	
  #s.	
  The	
  ID	
  #s	
  can	
  be	
  found	
  under	
  
TABLE.	
  	
  



13.	
  
Select	
  DOWNLOAD	
  to	
  export	
  
the	
  file.	
  
	
  
	
  
	
  
	
  

NOTE:	
  
	
  
Depending	
  on	
  the	
  OperaIonal	
  System	
  and/or	
  
Browser	
  a	
  dialog	
  box	
  will	
  appear	
  to	
  either	
  allow	
  
you	
  to	
  choose	
  the	
  locaIon	
  to	
  save	
  the	
  file	
  or	
  to	
  
open	
  it.	
  Once	
  the	
  file	
  is	
  generated	
  an	
  opIon	
  to	
  
download	
  it	
  will	
  appear	
  in	
  case	
  the	
  download	
  
does	
  not	
  start	
  automaIcally.	
  


