
1 
 

 
EdInsight Reports Portal Quick Reference Guide  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Login to IMS and Select the 

“EdInsight Dashboard” application 

icon 

2. Select “My Reports” 
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The report directory looks similar to 

the image on the left 

3. Select the “+” sign to the left of the 

Subject Area to view a list of reports  

NOTE: Depending on your security 

level, you may or may not see all of 

the Subject Areas listed  

NOTE: The reports are shown in 

alphabetical order.  

 4. To select a report click on the 

Report Title. The Report Title is a short 

description of the report which 

appears in bold print. 

5. Report Metadata Tags are the key 

words that are used for the report 

“Search” feature.  

NOTE: If you click on a metadata tag 

on this page you will be directed to 

the search page with other matching 

reports 
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6. Click the Report Title to generate 

the report 

7. Select your criteria by using the 

dropdown boxes that appear  

8. Once you have made selections in 

each of the dropdown boxes, click 

“View Report” 

9. To export a Report select   

10. Select any of the document 

types to export the reported in the 

desired format 


