
TEACHER QUICKSTART GUIDE

Licence Name: Username: Password:

Go to www.reportplus.co.uk and select Download > Download reportplus then follow the
prompts to install. (If you have difficulty downloading, insert the reportplus CD and follow
the prompts to install.) Double click on the reportplus icon to open.

Open the program, click on the Enter a school/user licence button and enter the licence
name provided (top of the page). Click search, select your username then enter your
password (case sensitive). Click Validate. NB: All teachers should have their own unique
username and password. (Different to the administrator’s)

If you have previously been using report:assist you may want to copy some settings to
reportplus. If report:assist is detected, a wizard will open after installation and help you
transfer your settings, follow the on-screen prompts. If not, click on the Wizard icon and
select Report:assist import.

Click on the Validated icon’s drop down menu and click Download school settings from
server. Alternatively, if you have been given a memory stick by your administrator, insert
the stick in your computer, click the Validated icon’s drop down menu and click import
school settings from memory stick. You should now have the correct report layout.

Click the Save icon then click Save. This will save any reports in the default location.

If your administrator has added your teacher and pupil details, click on the pupil icon and
select your name from the drop down Teachers list. Click on a pupil in the list. Click the
Print icon then click Preview selected pupils. Use the forward and back arrows to scroll
through the pages of the print preview. For more details on adding pupil and teacher
details click the Help icon in reportplus.
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Click the Pupil icon, and select a pupil. Click in the editor window (under a subject title) to
start writing or double click statements across from the banks (on the right hand side in
Split screen view).

As well as saving to your computer you can save your work to the server (for merging 
or backup). Click the Save icon drop down menu and click Upload reports to server.
Alternatively, insert any memory stick into the computer and select Save reports to
memory stick(s).

After you have uploaded your reports to the server, you can download these reports onto
any other computer. (You must first make sure each computer has reportplus installed and
the settings downloaded, see the Install and Download layout steps overleaf). Validate
with your username and password click the validated icon’s drop down menu and click
Download reports from the server. Alternatively, if you have saved to memory stick, insert
the stick into this computer then click the Validated icon’s drop down menu and click Load
reports from memory stick.

You can choose to print your own reports, or for merging and back up, you can upload to
the server and/or save to memory stick.

You can get extra help from the Help icon within reportplus, or by clicking on the Resources
or Ask reportplus buttons on our website www.reportplus.co.uk
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