
 

  December 2024 

How to Navigate the Reports Function  

This guide explains how to navigate the Reports function in ATLAS. It outlines steps for 
locating and interacting with various report types and introduces tools for filtering, sorting, 
and summarizing data. 

Note: Student data included in this reference guide is entirely fictional and has been 
created for training and support purposes only. Any resemblance to actual students is 
purely coincidental. 

1. From the dashboard click on the Reports button on the blue vertical menu on the 
left side of the screen. 

 

Tip: If the page doesn’t load properly, you likely have a pop-up blocker enabled on 
your browser. Disable the pop-up blocker and reload the page. 

 

2. You will be directed to ATLAS Reports. All reports are listed by category type in the 
menu on the left side. 
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3. Open each category by clicking on the down arrow to see the associated reports.
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4. After you click the down arrow, you will be able to see all reports for that category.
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5. Click on the title of the report and the report information will populate on the 
screen. 
 

 
 

6. Use the horizontal scroll bar at the bottom of the grid to see all of the columns in the 
report.  
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7. Use the buttons at the bottom of the grid to see additional pages of the report. You 
can click Page Up or Page Down to see additional pages. To go directly to the first 
or last row of the report, click the Top or Bottom buttons.  
 

 

 

 

 

 

 

 

 

 

8. A toolbar that allows you to access various functionalities will appear when you 
click on a column header. 
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9. The tool bar contains six tools: Filter, Sort, Summarize, Explore, Suppress and 
Group/Ungroup. Hover over each tool icon for help text about the function. 

• Filter – Filtering involves refining or limiting the data displayed in a report 
based on specific criteria or conditions. 

• Sort – Sorting arranges data in a specific order, typically either ascending or 
descending, based on selected attributes (e.g., alphabetically, numerically, 
or chronologically). 

• Summarize - Summarizing condenses detailed data into key metrics or 
overall insights, typically by aggregating information (e.g., totals, averages). 
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• Explore - Exploring involves analyzing the data in greater depth to discover 
trends, patterns, relationships, or outliers. 

• Suppress - Suppressing hides specific data from being displayed in the 
report, particularly rows, columns, or categories that are not needed. 

• Group/Ungroup - Grouping combines similar data points into categories 
based on shared attributes, while ungrouping breaks these categories back 
down into individual data points. 
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10. Clicking each tool icon will bring up a menu with options to drill down into the report 
information.

 
11. Select the function you would like to perform. The system will perform that function 

for the entire report, based on the column you have selected. For example, in this 
screenshot the column Child Home District was selected, then in the tool bar the 
Filter button was selected. This means that the entire report will filter based on the 
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criteria added to the Child Home District.

 
 

12. After clicking the filter, choose from the filters listed or create a custom filter. For 
example, if you wanted to filter the report to show only student records who are in 
District 20, you would use the custom filter function. 
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13. When you select Create Custom Filter, a pop-up will appear. You can create 
custom filters based on individual criteria or condition criteria.  

• Individual criteria: Filtering based on a single specific attribute or value 
within the dataset. Each criterion applies to one field or column in isolation. 

• Ex: Applying a filter to show rows where the “Student - District 
CSE/CPSE Office” column equals “08” This focuses on one attribute 
(Student – District CSE/CPSE Office) with a specific value (08). The 
result would be all students within CSE/CPSE 08.  

• Condition criteria: Filtering based on multiple conditions or a combination 
of criteria across different columns or within a column. These conditions 
can be connected with logical operators such as AND or OR. 

• Ex: Applying a filter to show rows where the “Student - District 
CSE/CPSE Office” equals “08” AND “Student - Grade” is less than 3rd 
Grade. Here, you’re combining two different criteria across two 
columns. The result would be all students within CSE/CPSE 08 in 
grades below 3rd Grade. 

 

14. In this example you want to filter the Student Home District column to show 
students who are in the Home District of District 20. In the first column, you will 
scroll down using the page down tool and click the checkbox next to District 20. 
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Then click Ok.  
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15. The report will then be filtered by the criteria. The report now shows you rows of 
students who are in the Child Home District 20. 

 

  



 

  December 2024 

16. To remove filters, click on the filters button on the top right corner of the grid.

 
17. A panel will appear on the right side of the grid with a list of all filters that you have 

applied to the report. Click on the circle icon to remove the filter.
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18. Click on the relevant KPI report, for example “KPIS-EI KPI Report” from the menu on 
the left side. KPI stands for Key Performance Indicator. The KPI Reports showcase 
data in a graph format, rather than the tabular format available in other reports. The 
types of graphs are unique to each KPI report, shown here is the Early Intervention 
KPI report.
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19. Within the KPI report, hover over a section of the graph for more information. For 
example, the image below shows a circle graph of the total number of auto-eligible 
conditions, when you hover over a section of the graph (as shown with the light 
orange circle to indicate the hover over mouse) text will appear that defines the 
section. The text below shows “Yes Counts – 1,676". This shows that 1,676 students 
of the 4,542 total did qualified under auto-eligible conditions. 
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20. Click on My Caseload in the blue vertical menu on the left side of the screen to 
return back to your Caseload Dashboard.
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