How To

View and Generate Roster Reports



1. Message from the President
Go to WRACTSO.COM To Friends of NAACP ACT-SO, old and new:

As we enter its 36th year of operation, it is my pleasure to
an d se | ect AD M | N . welcome you to this national program designed for the cultural
and academic growth of youth of African ancestry. Westchester
Region ACT-SO was inaugurated in 1978 and has, in the years
since, assisted hundreds of Westchester youth in their journey
toward excellence and recognition in their chosen fields of
endeavor. Many have returned from the National ACT-SO
Competition with a newfound sense of accomplishment and joy.

On behalf of the volunteers who serve in many capacities in the service of our young people and
without whom the program would not exist, I introduce you to this site in the expectation that it
will serve your need for continued access to information and for enroliment, both as student
participants and as volunteers.

Comments and questions are welcome. They may be addressed to me at wractso@optimum.net

Yours in ACT-SO,

James W. Cobb, Chairman
Westchester Region NAACP ACT-SO Coalition

Today's Youth...Tomorrow's Leaders. "If you believe you can do it, then..




2.

Log in to the site by adding
your USERNAME, PASSWORD,
completing the CAPTCHA and
selecting LOG IN.

User account

Username or e-mail address *
James Cobb
You may login with either your assigned username address.

The password field is case sensitive.

—CAPTCHA

This question is for testing whether you are a human visitor and to prevent automated
spam submissions.

63CJe

What code is

Enter the

Log in

33cje
chaicters o_lmage.
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Once logged in select the
SHORTCUTS MENU ARROW to

expose the shortcuts.

James Cobb

History
Blog
Member for




4.

Once exposed the SHORTCUTS
MENU offers six links:

e Student Roster

* Judge Roster

* Mentor & Coach Roster

* Room Facilitator Roster James Cobb
* Door Monitor Roster History
Blog View recent blog entries

* How To Report

Member for 2 years 4 months

LR

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 presentation with this How To and a printable PDF file.



5 L] Home » Enroll

Enroll © --—- RESULTS
Under the RESULTS tab, s QEEED (e (e (Gaes

A N A LYS I S is t h e Ia N d i n g p a ge This page shows analysis of submitted data, such as the number of submissions per component value, calculations, and averages.
“Add analysis components” fieldset.
for all the rosters.

imponents may be added under the

Grade Competition Year

It displays the analysis of o Grade 2 215 103
selected form components. i 2 e o o

11th Grade s1
John F. Kennedy Catholic High School, Somers 1
12th Grade 51
Lincoln High School (Yonkers, New York), Yonkers. 25
Nelson Mandela Community High School, Mount 1
Vernon
Mount Vernon High School, Mount Vernon 10
New Rochelle High School, New Rochelle 12
Ossining High School, Ossining 36
Palisade Preparatory School, Yonkers. 8
Parent State Categories Mentor/Coach Information
New York 157 Biotogy/Microbiology 16 Mentor 144
North Carolina 1 Computer Science 4 Coach 15
Virginia 1 Earth and Space Sciences 1
Engineering 3
Mathematics 1
Medicine and Health 7
Physics 1
Music Composition 5
Short Story 4
Playwriting 7
Poetry 40
Dance 15
Dramatics 9
Music Instrumental Classical 6
Music Instrumental Contemporary 10
Music Vocal Classical 7

Music Vocal Contemporary 33



6.

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

A Dashboard Content  Structure

Student Roster  Judge Roster  Mentor & Coach Roster

» ADD ANALYSIS COMPONENTS

» CAPTCHA: NO CHALLENGE ENABLED

Update analysis display

Modules  Co jon  Reports  Advanced help

Room Facilitator Roster Do Monitor Roster  How To Reports

Music Instrumental Contemporary
Music Vocal Classical

Musk Vocal Contemporary
Oratory

Architecture

Drawing

Filmmaking

Painting

Photography

Sculpture

Entrepreneurship

Help




7.

In ADD ANALYSIS
COMPONENTS select the
components to be shown in

the ANALYSIS report display.

NOTE:

»ADD ANALYSIS COMPONENTS

Student Roster  Judge Roster  Mentor & Coach Roster  Room Facilitator Roster  Door Monitor Roster

Sculpture 2

Entrepreneurship 1

The selected components will n the analysis page.
School Zipcode
Zipcode
E-mail
Cell Phone
Home Phone
Date of Birth

Cender

Grade

» CAPTCHA: NO CHALLENGE ENABL

Update analysis display

* Not all the offered fields offered in ADD ANALYSIS REPORT vyield data that generate analysis.
* Try selecting different options to generate different analysis displays.
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dge Ronter  Mentor & Coach Roster  Room Faciitator Roster  Door Momitor Roster  How To Reports

9. Enroll () (Feoer ) (Fovmronst”) (Toumee] s (A

) G oisa
Select the DOWNLOAD button ot
to open the form that allows P
to generate a customized

O Lavel

downloadable report.

» SELECT LIST OPTIONS
» INCLUDED EXPORT COMPONENTS
» DOWNLOAD RANGE OPTIONS

Download



10.

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

Jusge Roster  Mentor & Coach Rosser

Nome » Lorol

Enroll

Export format

© Microsoft Excel

Delimited text

Column header format
None
O Lavel

Field Key

» SELECT LIST OPTIONS

» INCLUDED EXPORT COMPONENTS

» DOWNLOAD RANGE OPTIONS

Download

Room Factator Roster

Door Momitor Roster  How To B




#  Contemt Swwcwre Configwation Advanced help  Help

I I Student Roster  Judge Roster  Mentor & Coach Roster  Room Facilitator Roster  Door Monitor Roster  Mow To Reports.
L]
Column header format
e
In INCLUDED EXPORT .
P e

COMPONENTS select the
ﬁelds to be included in the -s[.ucvusvovnons

re p O rt The selected components will be included in the export
¢ INCLUDE ALL COMPONENTS

G Sedmission information

0 Serta)

» DOWNLOAD RANGE OPTIONS

Download

NOTE:

The option 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:

» SELECT LIST OPTIONS

~INCLUDED EXPORT COMPONENTS
The selected components will be included in the export.

1P Address
U
Username

Name

2 Student Address

Gity

@ Sate

8 chool Zipcode

) Zinends

~ DOWNLOAD RANGE OPTIONS

All submissions (336 total)

Only new submissions since your last download (1 new since 03/05/2015)

Only the latest submissions
© All submissions starting from: 240 and optionally to:
Download

The DOWNLOAD RANGE OPTIONS allows to T e
choose the submissions to be included by .

338 s (et @ re22e11
7350m

their ID #s. The ID #s can be found under -

TABLE.

s
oo T s
—a
m b (nee % “»rssn

it
o verihed)
oo
e o T
e
s
”
m il et “reany
o

1001 200 | AR results per page.

NAME

Redick, Lawresce

Camobelljenna

Chararard jenna

Webszer, Chvishym A

Webszer Onvishyn Al

STUOENT
Aooatss

19
Sroorduie
Orive

82 waring

82 waring

1
cencond
0

31
cencord

Yoskers

Yorkers

Yokers

(Last downloaded end submission number: 335.)

SCHOOL
DeCO0K

10704

10708

10708

10704

10704

DICODE | E-MAL

10710

10705

10703

10710

10710

Rrlandair QACLcom

914-602-6403  914-395-1363

06/08/1998

1072172999

100237199

11/29/1998

17291998

CENDER



12.
EXpand DOWN LOAD RANGE ~INCLUDED EXPORT COMPONENTS

The selected components will be included in the export.

OPTIONS to select the —

U

submissions to be included in —
the downloadable report. e

3 Swdent Address

» SELECT LIST OPTIONS

@ Gy

Sate

Select DOWNLOAD to export e
the file. ot

~ DOWNLOAD RANGE OPTIONS
All submissions (336 total)
Only new submissions since your fast download (1 new since 03/05/2015)
Only the latest submissions
© All submissions starting from: 240 and optionally to. (Last downloaded end submission number: 335.)

Download

NOTE:

Setmasions  Amis  (EDD Oownosd Uplead

ST ary STATE 50 DPCODE  £-MAN CELL PHONE HOME PHONE ol CENDER
ADORL3Y o0t . = -

The DOWNLOAD RANGE OPTIONS allows to
choose the submissions to be included by i

s ool 74211 Reficklmresce  Gookdue  Yosen WY 10704 10710 914-395-1363  06/06/109¢  wale
- 7360m
eir S. e S Can pe rouna unaer
Anamymens
TABLE Wl i i e e = —
. - 427pm ace
veribes)
onosnaors  AOmm 2 wirng
m [ @GNS Cremadionns Yowas N 10705 10703 1023199 Female
- yatom ace
verites)
oaoarzons AT s
3% nex 7022011 Webster,OvishnA  concond  Yokes  NY 10704 10710 12971998 Female
DT enten) s
Anomymeus P
overzors
g e o @II1 Webser OvihnAl comcond Yosken NV 10704 10710 199 Femie
P2 verites roud



13.

Select DOWNLOAD to export
the file.

NOTE:

Depending on the Operational System and/or

~ DOWNLOAD RANGE OF,

» SELECT LIST OPTIONS

~ INCLUDED EXPORT COMPONENTS

The selected components will be included in the export
1P Address

Ui

2 Swdent Address
@ city

@ State

8 School Zipcode

" Fincads

All submissions
Only new submi ast download
Only the |
© All submis: and optionally to: Last
Download
Enroll
© oo - Jwnioad should bes

Browser a dialog box will appear to either allow i
you to choose the location to save the file or to

open it. Once the file is generated an option to
download it will appear in case the download

does not start automatically.

»INCLUDED EXPORT COMPONENTS

» DOWNLOAD RANGE OPTIONS

Downioad

VIEW | (O WISORM | OUTUNE msulrs | ACL

Sebmissions  Analysis

Tase  (EEEITD  vplosd



