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 Select 
District 

Steps: 
1.  Enter your “user name” and “password”  (both are case sensitive) 
2.  Click Login.
 

If you do not know your user ID, 
please contact your 
District/Assessment Contact. If 
he/she is unavailable, you may 
also contact MOISD Inform Staff 
(see contacts at end of document) 

It is important that you change 
this password when you log into 

Inform the first time.  
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     The following is a picture of the “home screen” for Inform v5.1, with a short explanation of the 
icons the beginning user needs to know or use. 

�
�

�
�

�
�
�
�
�
�
     The Home Screen is where the user makes choices about what data they would like to see and 
what groups they would like to see represented in the data.  You can always return to the Home 
Screen by clicking the Primary Dashboard icon          . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     
    As a security feature, if you do not use Pearson Inform for about 10 minutes, it will 
automatically “time-out”.   If the program does time-out, you will simply need to re-enter your 
login information, and continue working.  At the end of every session, it is also important that the 
user ‘log-out’ of the program by clicking the [Exit] icon next to their user name at the top of the 
screen. 

�

 

Click this icon [>] to view and 
open the Shared Library .    
 
Click the �  sign next to each 
folder to see the additional 
folders or reports stored inside.  
 
Click it [<] again to “collapse” 
the panel. 

This area is called the “dashboard” 
and may have a different 

appearance depending on the 
district and what information they 

have selected to display here. 

Your district name 
appears here. 

 
‘district’ name 

District and User name 
appear here. 

 

  

Expand or 
collapse the side 
panel (Shared 
Library) 

Primary and Student 
Dashboard icons. 

Context Navigator:  Allows user to change the 
context from District, to School, to Teacher, to 
classroom. 

 

    Context level appears here 

Create New Reports icon 
and, 
Clear Dashboard 
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The Shared Library contains reports that have been created by another user.  These reports are 
organized by assessment type and year.  Shared Libraries contain most of the reports that a 
typical user would like to see or use, and simplifies the access to that data. 
 
 
 
 
 

�

�
�

NOTE: 
Many screens that appear in Inform are considered 
“pop-up” windows.  If your browser is set to Block 
Pop-ups, you must go to your browser’s Preferences 
Menu and change it to Allow Pop-Ups. 

How to View a Report 
 
To see a report, hold your cursor over the report title (this is called 
“hovering”) and click.  The report will open in a new window. 
 

Minimizing Reports:  Users can have several reports 
open on the dashboard at one time by simply clicking 
on the report title in the Report Library.  You can 
‘minimize’ reports by clicking the minimize button.  
Users can also rearrange Reports, as well as Student 
Assessment Profiles in the dashboard by ‘drag-n-
dropping’ them to a different space in the dashboard. 
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����� Users may choose to view reports in graphic form (the default view), or switch to a tabular 
(table) view.   
    The icons in the upper left corner of the report allows the user to switch views, as well as see 
what selections were used in the Query to develop the report. 
 

�
 
Click the “View Data as Table” icon, to see the report in tabular form. 
�
�
�
�
�
�
 
Click on one of the assessment categories and then the “View Drilldown data” button, and the 
data in that category will be displayed in tabular form.   

 

A Key for the different colors in the graph 
will always be shown at the top of the 
graph.  The name of the assessment appears 
below the graph. 

District name 
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�
 
The default display is alphabetical.  You can “sort” the data in the table by clicking on the 
column headings.  In this example, the data was ‘re-sorted’ from highest to lowest Scale Score by 
clicking on the Scaled …. Heading in the table. 

�

District name 

 
 
 
 
 

Student 
Names 

 
 
 
 
 

School 
Name 

 
 
 
 
 

Student 
Names 

 
 
 
 
 

School 
Name 

District name 
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One of the best features of Pearson Inform is the ability for the user to ‘drill-deeper” than what is 
shown on the screen.   The graphs in any report are  ‘dynamic’, which means that if you place 
your cursor over any section of a graph and click, the students who are represented by that graph 
can be displayed in a new window.  This activity is called “drilling-down”.  Also, while your 
cursor ‘hovers’ over the graph, the vital statistics for that graph will appear in a ‘pop-up’ 
window. 
 
Important note:  Users are limited to who they can see in reports based on the ‘level of access’ 
that is set by the system administrator.  Teachers may be limited to seeing only data for the 
students who are assigned to them, where school administrators can view data for all students 
assigned to their school.  These limits are based on school policy, and are adjustable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
NOTE: 

When your cursor “hovers” over a bar in the graph it turns 
into a ‘drill’, and the vital statistics for that bar are shown in 
the pop-up box. This bar represents students who “Meet” Fall 
08-09 MEAP ELA-8 Proficiency Standards (Level 2). 
Click on the bar and select one of the Students In options. 

 

These are the school 
assigned Student Ids.  
Each district has their 
own system for 
assigning Ids.  They are 
not the student UIC #.  

These are the assessment 
scores.  In this situation, 
they are the Scaled Score 
the student received for 
this assessment. 

This is the student’s 
“current” grade level and 
school.  This information 
is only as current as the 
last SIS transfer of data 
from Skyward. 

 

 
 
School 

 
 

Student 
Names 

 

Drill-Down Report Title:  Defines 
data found in the report. 
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By clicking on any Name or Student Id in a generated report (1st level Drill Down), Pearson 
Inform will drill-down another level to a report that shows all the assessment data for that 
particular student. Use the scroll bar, or mouse scroll wheel to see the complete report if it is not 
visible in the window. 
 
����������������� ��� ����	�
��
����������
������	�
��
����������
������	�
��
����������
������	�
��
����������
�� ����
 
In version 5.1, users can open multiple reports and have them all appear in the “sandbox” (the 
viewing area in the dashboard).  All reports are dynamic; user can drill-down. To open additional 
reports, simply click on the report in the Shared Library.  To close a report, click the �  in the 
upper right corner of the graph.  To minimize a report to be called-up later, click the         button. 
You can rearrange reports by ‘dragging-n-dropping’ them to a different area of dashboard. 
 

 
5����"��7���
�����6�#��������8 �
�
It is very important that users understand Context.  In Report Views, Context determines what 
data Pearson Inform displays in the reports that are stored in the Shared Libray.   

NOTE:  The data that users see is also limited by their access  
               privilege set by their system administrator. 

Reports in the Shared Library were created to show results for all students in the school district 
who have assessment data for the report that is selected.   Since the reports are “dynamic”, as the 
user changes the “context”, the report will change accordingly.   This allows districts that have 
multiple schools to see their individual school data, as well as individual teacher data.  Teachers 
can also set the context to view results for only the students in a given section or class period.  
Context will also effect what data is displayed in drill-downs. 
District – When the Context is District, all students within the given school district will be 
reported in the results of Reports from the Shared Library. 
School – When the Context is School, then only the students within a selected or defined school 
will be represented in the current report. 
Class – When a teacher/class is selected in the Context, then only the students who are assigned 
to the selected teacher will be reported in the results of Queries or Reports. (based on Skyward 
import) 
Period/Section – When a period is selected, the  teacher can see the Roster of students in that 
class, and generate reports that represent only the assessment data for that given period. 
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The default context setting for Pearson Inform is District .   
 
The District icon in the context area of the report indicates the data level represented in the 
graph. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     Click on the Context Navigator icon, and the Schools within that district appear on the left.  If 
you single-click a school on the left, the teachers in that school appear on the right.   
 
     Double-click one of the schools, and the graph will change to represent only the students 
assigned to that school.  The new context for the report will appear in the context window of the 
report, to the right of the context navigator icon.   If the teacher selects a context that is not 
appropriate for the assessment (i.e. selects an elementary school and a 8th grade MEAP 
assessment) then no data will appear.  Context can be tricky, and even somewhat frustrating, but 
understanding will increase with experience and use.  Users can always return to District level 
context by double-clicking the district icon         . 

School and Teacher Names 

School Name 

 

  School Name 

Hovering over a graph 
reveals ‘district level’ 

“Context Navigator” icon 

District Name 

School Names Teacher Names 

District Name 
District Name 
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Part II  Working with Student Rosters 
 
Class rosters in Inform are created through the SIS (Student Information System) import from 
Skyward automatically, usually every week.  Teachers may view their rosters by: 
 
1) First, changing the “context” on the Dashboard screen using the Context Navigator 

a. Click Context Navigator on the Dashboard screen 
b. Click �  next to the appropriate school 
c. Click �  next to appropriate teacher name 
d. Elementary teacher:  click the appropriate Class 
e. If MS or HS, click �  next to the appropriate Subject 

i. Double-click appropriate Section (hour) of subject selected 
 

2) Change to Student Dashboard by clicking the Student Dashboard icon 
 
 
 
 
 
 
 

3) Expand the panel by clicking the  symbol. 

 

The appearance of most screens 
within Pearson Inform 5.1 can be 
altered by normal “click and 
drag” procedures: 
 

1) Column width: 
a. “hover” over column 

guide until cursor 
changes to “expanding 
icon” 

b. click and drag to 
desired width  
 

2) Size of panel 
a. “hover” panel symbol 

until cursor changes to 
“expanding icon” 

b. click and drag to 
desired size 

 
3) Scroll through list by 

clicking on scroll bar 
and shifting it up or 
down 

 

Teacher name and section 

 

 
 
 
 
 
 
List of students in the 
section that matches 
the “context” will be 

displayed here. 
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4) The Student Dashboard 

 

 
 
Student Assessment Profile 
 
To see an individual Student Assessment Profile, “drag and drop” a student from the student roster in to 
the Student Dashboard Sandbox.  You can do this multiple times to view two or more students at the 
same time.   To close a Profile, click the red X.  You can also minimize profiles open in the dashboard, 
or rearrange them as mentioned on pages 6 and 9. 

 

Teacher name and section 

 
This area is called the Student Dashboard Sandbox. 
  
Clicking on the five icons in the Student Dashboard 
provides teachers the opportunity to look at: 

1) Student Assessment Profiles: 
2) Academic Intervention Programs 
3) Score Entry views 
4) Grades (only if setup to import from Skyward is 

configured) 
5) Composite View (Assessment Profile, AIP and 

Grades all on one screen) 
If you hover over an icon, a description will appear in a 
pop-up window. 

 
List of 
students in 
the section 
that matches 
the “context” 
will be 
displayed 
here. 

 

 

Teacher name and section 

 Student Name 
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Score Entry View 
 
In Score Entry View, a teacher can see how a class performed on any assessment in which they 
have data stored in the Pearson Inform data warehouse.   
 

           Steps:   Click the Score Entry View icon. 
   Select appropriate Year, Grade Level and Test. 

(Example:  the class displayed is an 8th grade math class.  The teacher has elected to 
see how the class did the previous year on the 7th grade State Math Assessment) 
You can escape, or toggle between views by clicking any of the other icons. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the assessment data is displayed, any of the columns can be sorted by clicking on the 
column headings. 

 

 

Teacher name and section 
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Part III  Creating Queries – How Students Performed on One or More 
Assessments 
 
Step 1:  Make sure you are in the Primary Dashboard, and then decide which Context (district, 
school, etc.) you wish to use for your query using the Context Navigator.   

 
 

 
 
 
 
 
Step 2:  Click the Create a New Report icon (the green plus sign). 
 
 
 
 
 
 
 
 
 
Step 3:  Select a Subject.  If you want to view results for two or more subjects, or you are not 
sure which subject applies to the assessment, choose <All Subjects> (use pull-down menu). 
 

 
 

 
Step 4:   Select the school Year.  To view assessments for two or more years, choose <All Years> 
from the pull-down menu. 
 
Step 5:   Select Currently Enrolled (students who are in the school as of that week), or All 
Students Tested (every student who took that assessment while in the district, whether or not they 
are still in your school or school district).

District Name 

 

    District Name 

    District Name 

 

    District Name 

    District Name 
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Step 6:  Select the Proficiency Profile 
 

 
 
If you are not sure which Proficiency Profile to use, leave as <Primary Proficiency>. 
 
Step 7:  Click Get Assessments, then click triangle next to Unclassified folder, and then check 
box(es) of the Assessments available that you would like in the report. 
 

 
 
Step 8: If you want to see scores based on overall test score, you do not need to use the 
<Concepts> option and can leave it set to <None>.  If you do want to see scores broken out by 
GLCE, Standards, Focal Points, Subtests, etc., select <Concepts> from the drop-down menu.  
You may then select and deselect which concepts you wish for your report to show by using the 
checkboxes. 
 

 
 

Key to selecting correct profiles: 
MEAP  
Proficiency Reports – use State Levels 
Concept Reports – use Mastery + Concepts 
ACT: 
Proficiency Scores – use College Readiness 
Concepts – use ACT Sub-categories + Concepts 
WorkKeys: 
Proficiency Scores – use WorkKeys Levels 
Concepts – none; subject area scores only 
MME: 
Proficiency – use State Levels 
Concepts – use Mastery + Concepts 
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Step 9:  Click the Create Report icon to see selected report. 
 

 

                                                                           
 
Understanding the Reports 
 
 
 
 
 
 
 
 

 
      The graphs created are interactive, in that you can “hover” your cursor over any 

portion of a graph to get more information, as well as to use the “drill-down” 
features of Inform. 

 
 Clicking on the bar allows you to “drill-down” to a new level.  Choose: 

1)  Students in that bar (scoring in that proficiency level for that assessment,  
 subtest, or concept.) 
2)  Students in that concept or subject, (all proficiency levels) 
3)  Students represented by all the graphs (categories) in the current dashboard.      
 (This option will only appear when more than one assessment is represented in the 
graphs in the dashboard) 

 
 
 
 
 
      

 

To see the results of the drill-
down in table form, click the  

   
 

 icon.   
 
 
Switch back to graph view by 

clicking the   
 

  icon.  
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          Changing the Chart Appearance 
 
 Click Chart Type icon, and select type (right side of dashboard) 
 
 
 
 
 
 
 
 
 
 
 

     The default chart type is a vertical bar graph. Consider your audience when 
choosing the type of graph to display.  Most people find vertical bar graphs easy to 
read and interpret.  Horizontal bar graphs are also usually well understood.  
Vertical and horizontal stacked bar graphs are helpful when viewing the results of 
several assessments (or many concepts from one assessment) at the same time – 
they put a lot of information in a more compact area.  Try clicking on the different 
chart icons while in the graph view and decide which view provides the best 
appearance for the data displayed.  You may find patterns or trends easier to spot in 
some views rather than others, too. 

           
 

Printing Reports 
 
Step 1:    Click Printer Icon 
 
 
Step 2:  Select Preview.  The program will generate a .pdf file, which can then be printed or 
Saved. 
  

 

 

 

Once your report is saved as a .pdf file, that 
file can be easily shared via email, inserted 
into Word or PowerPoint documents, and 
edited to fit the needs of the user.  This 
requires additional knowledge of these 
Microsoft OfficeÒ products, and instructions 
are not part of this manual.  Seek help from 
other experience users of these products if 
this is an option that you would like to learn. 

¬  Vertical Bar Graph 

¬  Horizontal Bar Graph 

¬  Vertical Stacked Bar Graph 

¬  Horizontal Stacked Bar Graph 

¬  Line Graph (not appropriate for  

 some data) 
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Mecosta-Osceola ISD FAQ and Information 
 

1.  HELP!  I don’t remember by user ID and/or password! 
·  First, contact your District/School Assessment Contact (see next page for names.  Your 

building principal should know whom to contact. 
·  Also, you can contact the MOISD Inform staff – call or email the following: 

o Roger Meinert, Data Manager 
�  rmeinert@moisd.org 
�  231-592-9617 

o Suzanne Finney, Data & Curriculum Coach 
�  suzfinney@moisd.org 
�  231-592-9637 or cell: 231-349-2318 

o Karen Schneider, General Education Director 
�  kschneider@moisd.org 
�  231-592-9618 

2.  HELP!  Inform is doing strange things, I’m stuck, or the software is otherwise “not 
cooperating”. 
·  Contact Roger Meinert or Suzanne Finney at MOISD  (see above), and be prepared to 

describe the problem you are having – where were you in the software, what were you 
trying to do, what error messages displayed, etc. 

·  If Roger or Suzanne cannot readily resolve your issue, he/she will contact Pearson 
Support on your behalf and get back to you ASAP. 

3.  Inform is running slow (or not running, or crashing, or…) – what’s happening? 
·  Inform is web-based, meaning it runs totally over the internet.  If the internet is 

particularly busy, either in your school, our internet consortium, or just general traffic, 
Inform will run slowly, too. 

·  The software and data are on servers in Arizona, so every command you send or data you 
enter gets sent there and back…sometimes it just won’t be instantaneous. 

·  Sometimes Pearson performs maintenance tasks (on purpose) or has to do troubleshooting 
and repair (unplanned), and so sometimes the system is slow, or stopped (down), until 
these tasks are done. 

4.  How does all our staff and student data get into Inform?  How current is it? 
·  Staff and student schedules, grades, demographic data, etc. is automatically uploaded on 

Thursday nights throughout the school year, beginning in August. 
·  Roger researches and fixes data errors flagged by the software as they occur. 
·  Suzanne and Roger work together to import your state assessment data when it becomes 

available. 
·  Some assessment data is “user entered”, in a format just like a teacher’s gradebook. 
·  Contact Suzanne Finney or your District/School Assessment Contact if you’d like to see 

specific assessment data in Inform which doesn’t already exist for your school/district. 
5.  Inform is COOL!  How do I find out more about how to use even more of the available 

features? 
·  Check the MOISD website to see if other tutorials and “cheat sheets” are available 

http://www.moisd.org/Gen_Ed/DATA/DATAInformSupport.htm  
·  Contact Suzanne Finney and/or your District/School Assessment Contact to schedule 1-

on-1, small group, or large group training. 
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·  District/School Assessment Contacts 
 

o Big Rapids Public Schools 
�  Deb Tyson 

o Chippewa Hills School District 
�  Bob Grover 

o Crossroads Charter Academy 
�  Charissa Talsma 

o Evart Public Schools 
�  Aaron Wetters 
�  Sue Lenahan 
�  Carol Bogner 

o Morley Stanwood Community Schools 
�  Marla Estes 
�  Stacey LaPreze 
�  LeeAnn Moore 
�  Bill VanSickle 
�  Cheri Reed 
�  Dennis Rosen 

o Reed City Area Public Schools 
�  Tonya Harrison 


