
 
 

 
 

Assessment Data Online:  User’s Guide  
 

 

Welcome to Assessment Data Online. This User’s Guide is intended to help you understand the 
functionality of the website, access the various dashboards available, save reports from these 
dashboards, and drill down into data for a more in-depth view. This guide is meant for regular users. 
Users with administrative privileges should refer to the Assessment Data Online Admin Guide for 
instructions on using the administrative functions. 
 
 

Link to Assessment Data Online 
 

Enter the Assessment Data Online URL (https://csp.drcctb.com/dataonline/login.do) in a supported 
browser to access the website. 
 

 
Logging In and Logging Out 
 
At the URL mentioned above, you will see the following login page.  
 

Figure 1: Assessment Data Online login page 

 
Then click the Login button for Assessment Data Online. You will be taken to the following login screen for 

ACSI Schools. 
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Figure 2: Assessment Data Online login page for Administrators and Teachers 

 
 

Refer to the “Username and Password” section of this guide for details on how you will receive your 
username and password. 

 

To log in, enter the following information in the Sign in to your account panel (refer to Figure 2): 

 
1 Username: Enter your username here. 

 
 

2 Password: Enter your password here. 
 

 

Once you have entered a valid username and password you will be taken to the initial dashboard for 
viewing your data. 

 

 
Username and Password 

 
You must access the website using the username and password sent to your school before the spring 
administration. The school will receive all school and teacher logins via the email address entered into 
Online Enrollments.  

 

The website will be accessible to users at two levels: regular and administrative. 
 

If you are a school user with administrative privileges, in addition to capabilities available to regular users, 
you will be able to view the organization hierarchy within that school, manage users, view data for the 
school, and view data for all teachers within the school. For more details, refer to the Assessment Data 
Online Admin Guide. You can access the Admin Guide from the Resources menu on the blue menu bar. 
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Note: All Passwords are case-sensitive. Please enter them carefully. 

 
If you forget your password, you can click the Forgot Password? link on the main login page to reset it. 
To reset your password you will need your username and the answers to your security questions. 

 
If you forget your username, you can click the Forgot Username? link on the main login page to obtain it. 
You will need your email ID to obtain your username. 

 
When you log in for the first time, you will be prompted to reset your password, enter your name and 
contact information, select security questions, and type your answers (refer to Figures 3, 4, and 5). 

 

 
Figure 3: Change Password screen 

 

 
Figure 4: Change Password/Create Profile screen 
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 Figure 5: Change Password/Security Questions screen 
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Getting to Know the Dashboard Interface 
 

This section familiarizes you with the typical dashboard sections. The numbered paragraphs 
throughout this section correspond to the numbers on Figure 6 below, for your reference. 

 

 Figure 6: NRT Summary Dashboard screen (opening screen after login for the school user)  

 
 

After successful login you will see a screen with a blue menu bar on the right. Above this bar, you will see 

“Welcome” followed by your user display name. 
 
 

To the right of the “Welcome” message is the Logout link. Clicking this link will log you out 
3 

of Assessment Data Online. There is also a logout button in the icon bar below the 

“Welcome” message. These navigational elements are available to all system users at all 

levels while you are logged in. 
 
 

To the right of the screen is the dashboard menu in blue. On it there are the five main products of the 
portal – TerraNova, Third Edition, TerraNova3 with PTCS, TerraNova3 with InView, Bible, and 
TerraNova Longitudinal. Pausing with your mouse pointer over a product name will show you the 
dashboard options for each of these products. 

 

The options for TerraNova3 are displayed in Figure 7. These options vary by user type (school versus 
class). Click on any of these options to access the corresponding dashboard. On the menu bar is also a link 
to Resources, which lets you access this User’s Guide and other static documents related to your program. 
You can read more about these resources in a later section. 
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Figure 7: Menu bar and masthead of landing page  

 
The report menu selection list varies with the organizational level. Figure 7 displays the report 
dashboards available to a School user. A Class-level user has different options. To view one of the 
available dashboards, click on the menu choice for that dashboard. Each dashboard has its own set of 
selection criteria for choosing the student population to display. The dashboard tab is near the top of 
the page to the left of the blue menu bar. Figures 7 and 8 display the NRT Summary Dashboard tab. 

 
The Report Filter Options can be hidden or revealed by clicking on the Report Filter 
Options bar that is just below the dashboard tab. The top panel of the dashboard (the  

4 area with a light-blue background) contains the reporting criteria for you to select for the 
specific dashboard. Simply select the desired criteria and click Refresh Report to view  
the report data. 

 

Figure 8: Reporting Filter Options section of a dashboard  

 
 

When you are selecting criteria from the dropdown lists, there are two types of selectors. 
 

Most selectors are “single-select.” That is, you can choose only one selection in the list. You can 
change your report by selecting different criteria from the options available. For instance, you might 
select the “Female” option (refer to Figure 9) under the Gender category and the report will display the 
corresponding graph for female students. 

 
Notice that when you change the Grade, the Form/Level selection will also change based on the 
grade. You have to select other dropdowns to get the desired results. 
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Figure 9: NRT Summary Dashboard with the Gender dropdown options  

 
The other type of selector, the one used for “Ethnicities,” is “multi-select.” This allows you to choose 
multiple selections from the list by checking or unchecking the items from the dropdown. 

 

Note: If you change any selected criteria, you must click Refresh Report again for the changes 
to take effect in the report. 

 
Below the light-blue input control section is the Report viewing panel, which uses 
graphical or tabular means of displaying the numbers in the report – bar graphs, donut 

5 graphs, tables, and so forth. At the top is the Report title (“NP of Mean NCE for 
CHRISTIAN ACAD OF BAGUIO” in the example in Figure 10), and this is followed by the 
Report subtitle (“CSP Spring 2017, Grade: K, Form/Level: GL/10” in the example). 

 

Figure 10: Title and subtitle of report  

 

Note: The Report subtitle is the list of input criteria chosen in the report filter options section 
for that report. 

 
 

The graph showing the report data is displayed on the dashboard screen. This graph 
6 

changes with the values selected in the input control section (refer to Figure 11). 
 

 

7 The detailed report data corresponding to the graph on the left is shown in a tabular 
format on the right (refer to Figure 6 and Figure 11). 
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Figure 11: Report Summary screen  

 

Note: There is also a footnote at the bottom of the report section to point out exceptions. 
 

The following sections describe some of the important dashboards and features in Assessment Data 

Online. The dashboards let you “drive” the reports you see by selecting the criteria to include in the 

report. All of the dashboards have some similar elements. 

 

The dashboard allows you to export the data that you see in the white space of the  
8 screen (the report section) in the form of a PDF or Excel. The export icons are visible
 on the right side of the report options bar. Figure 12 shows the export icons along 
  with the mouse-over prompt. 

 

 
 
 
 
 
 

Figure 12: Export icons with mouse-over on the PDF and Excel options 

 
On clicking one of these icons, you will see a dialog box for saving the report in a PDF or 
Excel format on your local computer. The Excel format does not support Flash or Picture 
components, so you will not see graphs when exporting to Excel. 

 
Note: When exporting the Teacher Class dashboard under the TerraNova3 product 
using Excel, you will see the words “Low,” “Moderate,” and “High” in the columns in 
place of the corresponding colored circle images from the dashboard. 
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 Figure 13: Dashboard with multiple report tabs open  

 

It is possible to open multiple dashboards at once and toggle (switch back and forth) 
among them by selecting the tabs across the top of the screen (refer to Figure 13). 

9 

When you reach the maximum number of open tabs that your screen will allow, the 
following message will appear on your screen (refer to Figure 14). When you receive this 
message, click Close and then close one or more of the open tabs to continue. 

 

 

Figure 14: Report-tab exceeded notification 

 
 

Drilling Down into Data 
 
An important feature of Assessment Data Online is the capacity to drill down into data in graphs and 

reports to see the underlying detail. This section describes some of the ways you can mine the data 

from your dashboards. 

 
 
Drill into Graphs 
 

 
The NRT Summary Dashboard, for example, allows you to drill down into data by clicking on one of 
the bars in the graph, as shown in Figure 15. For example, if you click on the first bar in the report in 
Figure 15—“Reading”—you will see the corresponding details of the drilled-down data on Reading (refer 
to Figure 16). This data can also be exported by clicking the Export button on the top right-hand corner 
of the display area and selecting one of the many output options. The most commonly used formats are 
Excel or PDF (refer to Figure 16). 
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   Figure 15: Report graph with drill-down capabilities 

 

Figure 16: Drilled-down data for NRT Summary Dashboard  

 

Drilling Down into Data from Hyperlinks 
 

The Student Roster provides detailed information on students who are part of a particular 
organization level, such as school or class. It lists student level information like Name, Birth Date, 
Gender, Score Type, and subtest scores. A section of a school Student Roster is displayed in 
Figure 17. The data criteria for the Student Roster are the same as described for the NRT 
Summary Dashboard in the previous section. 

 

This example is for the “Bible Assessment” product. The student biographical information (Name, Birth 
Date, and Gender) is displayed in the form of a hyperlink that may be clicked for drilling down into data. 
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 Figure 17: Student Roster for Bible Assessment (for School users)  

 

 

Drilling Down into Data in the Class Dashboard 
 
The Class Dashboard displays details of all students in a class, including details such as Birth Date 
and Gender, and subject level details, such as scores for various mastery categories. High, Moderate, 
and Low mastery are indicated by green, yellow, and red circles (refer to Figure 18). 

 

Figure 18: TerraNova3 Class Dashboard (for Teacher users)  

 
 

Clicking a hyperlink from the Student Roster for Bible Assessment (refer to Figure 17) drills down 
to the Bible Student Profile for that student (refer to Figure 19). 
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  Figure 19: Bible Student Profile (drilled-down data from Student Roster for Bible Assessment) 

 
This drilled-down data can be exported by clicking the Export icons in the same way as discussed 
before. The same output options are available for the Student Roster. 

 
 

Other Types of Dashboards 
 

The School Size report does not have the demographic or biographic criteria fields as the other 
dashboards in this website. It has only Admin Year and Subtest criteria from which to choose (refer 
to Figure 20). The Scale Score dashboard and the Textbook Publisher, Accreditation, and Years 
in Existence reports also have these same criteria. 

 

  Figure 20: School Size Report screen  
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Using PDFs 

 
All product menus have a PDFs option (refer to Figure 21), which lists the names of all PDF versions of 

paper reports that are available for the logged-in user. Refer to Figure 22 for a typical PDF report list. 

 

  Figure 21: PDFs dropdown  

 
 

  Figure 22: Paper PDF list 

 
 

Using Resources 
 

You can access the Resources dropdown from the dashboard menu bar (refer to Figure 23). 
 

  Figure 23: Resources dropdown 
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The Resources menu has the following dropdown options: 

 
 User’s Guide – A link to this guide 

 
 Score Legend – A list of score acronyms with their full names 

 
 Guide to Data Online – A PDF with helpful information for interpreting test results 

 

 Performance Levels – Bible – A PDF showing Performance Level score ranges and descriptors for 
the Bible Assessment 

 
 Performance Levels – TerraNova – A PDF showing TerraNova3 Performance Level score 

ranges by grade and test level 
 

 ACSI 2012 Linking Study Results – A PDF which explains the linking relationship between the 

TerraNova 3 and the Stanford Achievement Test 10 Tests for ACSI 
 

 Preparation for Longitudinal Tracking – A PDF which explains the feature of longitudinal tracking 
of TerraNova 3 subtest results for your student from year to year 

 

 Moderate Mastery Ranges – Provides an extract of student performance levels from the 
TerraNova3, 2011 Tech Report (2011 Norms), “Average Objective Performance Index (OPI) and 
OPI Cut Scores” for Levels 10–20/21 

 

 SS to GE and SS to GME – Scale Score to Grade Equivalent and Scale Score to Grade Mean 
Equivalent tables Grade Equivalent (Table 49) and Scale Score to Grade Mean Equivalent (Table 
50)
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Frequently Asked Questions (FAQs) 
 

1. I am not able to see the reporting criteria section. What should I do? 
 

A: If you cannot see the reporting criteria section, you will need to clear the Browser Cache. To clear your 
Browser Cache, go to Tools from your browser menu and select the “Clear Recent History” option from 
the dropdown that opens (refer to Figure 19). The Clear All History dialogue box opens (refer to Figure 
19). Ensure that the Cache checkbox is selected and click Clear Now. Your Browser Cache will be 
cleared. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 19: Options menu to clear the Browser Cache 

 
 

2. I am not able to see charts in the dashboard. What should I do? 
 

A: You may encounter that the graphs are not fully loaded. It may happen if you are navigating from 

dashboard to dashboard quickly without allowing each dashboard to fully refresh. If this happens to you, 

please refresh the screen and allow sufficient time for each dashboard and report to fully load. 

 
If the problem persists, Install the Flash plug-in available at the following URL: 

 
http://get.adobe.com/flashplayer/ 

 
 

3. In some dashboards the reporting criteria selection for a subtest name is chopped off. How do I 

see this text? 
 

A: As the criteria selector sizes are aligned with other criteria selectors, particularly long text may 
sometimes appear truncated. On clicking Refresh Report, the full test name is displayed in the 
report title. 

http://get.adobe.com/flashplayer/
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4. While exporting reports as Excel, no graph is displayed in the exported file. Why? How can 
such a report be exported? 

 
A: Graphs are Flash objects and hence are not displayed in the Excel format. These graphs should be 

exported as PDFs and opened in Acrobat Reader 9.0 or above. 
 
 

5. Exported PDF reports and graphs are not being displayed, or the text alignment is not correct. 
What should be done to get the correct picture? 

 
A: Use Acrobat Reader 9.0 or above to view these PDF reports. 

 
 

6. How can I access the different dashboards? 
 

A: Move your mouse over the menu. When your mouse is positioned over the product name, a menu of 

all dashboards and reports available for that product will open. Move your mouse down to the name of the 
dashboard you wish to view and click on that name to view the new dashboard. Figure 7 illustrates how 
this menu appears. 

 
 

7. What are the different dashboards in Assessment Data Online? 
 

A: The dashboards and reports that are available to you will depend on whether you have logged in as a 

school user or a teacher. School dashboards and reports include the following: 
 

   For TerraNova3: 

o NRT Summary Dashboard 
o Objectives Dashboard 
o All Grades Dashboard 
o Scale Score Comparison Dashboard 
o Comparison Dashboard 
o Student Roster 
o Selected Student Report 
o Multi-Select Student Dashboard 
o School Size Report 
o Objectives Summary Report (available through drilldown) 
o Individual Student Report (available through hyperlink) 
o PDFs 

 

   For TerraNova3 with InView or PTCS (PTCS 2012-2016 only): 

o Summary Dashboard 
o Comparison Dashboard 
o InView or PTCS Student Roster (PTCS 2012-2016 only) 
o InView or PTCS Combination Student Profile available through hyperlink (PTCS 2012-2016 

only) 
o PDFs 

 

   For Bible: 

o Bible Summary Dashboard 
o Bible Clusters Dashboard 
o Bible Student Roster 
o Bible Student Profile (available through hyperlink) 
o PDFs 
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For TerraNova Longitudinal: 

o Cohort Summary Dashboard 
o Cohort Scale Score Comparison Dashboard 
o Longitudinal Summary Dashboard 
o Longitudinal Roster 
o PDFs 

 
Teachers will have the following choices of dashboards and reports: 

   For TerraNova3: 

o Class Dashboard 
o NRT Summary Dashboard 
o Objectives Summary Report (available through drill-down) 
o Individual Student Report (available through hyperlink) 
o PDFs 

 

   For TerraNova3 with InView or PTCS (PTCS 2012-2016 only): 

o Summary Dashboard 
o InView or PTCS Student Roster (PTCS 2012-2016 only) 
o Combination Student Roster 
o InView or PTCS Combination Student Profile available through hyperlink (PTCS 2012-2016 

only)  
o PDFs 

 

   For Bible: 

o Bible Summary Dashboard 
o Bible Student Roster 
o Bible Student Profile (available through hyperlink) 
o PDFs 

 
For TerraNova Longitudinal: 

o Longitudinal Summary Dashboard 
o Longitudinal Roster 
o PDFs 

 
 

8. Can we drill through any dashboards or reports? 
 

A: Yes, some dashboards and reports allow you to click on either a “hyperlink” or an element of a graph 
to “drill down” to see another dashboard or report displaying more detailed information on the selected 
element. Here are some examples of dashboards or reports that have this drill-down feature: 

 
  NRT Summary Dashboard (for school and teacher logins) – click on a graph bar to drill down to 

the Objectives Summary Report for the selected Subtest. 

  Objectives Summary Report (for school and teacher logins) – once you have drilled down from 
the NRT Summary Dashboard to the Objectives Summary Report, you can drill down further by 
clicking on a mastery category for an objective to see a list of students in that category. 

  Objectives Dashboard (for school logins only) – click on a segment of a graph bar to drill down to 
see a list of all students within the mastery category selected for the objective represented by that 
graph bar. 

   Class Dashboard (for teacher logins only) – click on any student name “hyperlink” to see the 
Individual Student Report for that student. 

  TerraNova3 Student Roster (for school logins only) – click on any student name “hyperlink” to 
see the Individual Student Report for that student. 
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  TerraNova3 with InView or PTCS Student Roster (for school and teacher logins) – click on any 
student name “hyperlink” to see the Combination Student Profile for that student. 

TerraNova3 with InView or PTCS Combination Student Profile (for school and teacher logins) – 
click on any student name “hyperlink” to see the Combination Student Profile for that student. 

   Bible Student Roster (for school and teacher logins) – click on any student name “hyperlink” to 
see the Bible Student Profile for that student. 

 
 

9. How can I see the student details for a particular Subtest? 
 

A: Some dashboards and reports allow you to select one or more Subtests to display. For those 
dashboards and reports, click each Subtest you wish to view. 

 
 

10. How can I view the details of objectives for a particular Subtest? 
 

A: Each bar on the graph shown on the NRT Summary Dashboard represents the score for a particular 
Subtest. Click on one of these graph bars to drill down to the Objectives Summary Report for that 
Subtest. 

 
 

11. Can we see region level dashboards and reports? 
 

A: The Comparison Dashboard (for school logins only) shows how your school compares with your region 
and the entire ACSI association (all regions). Otherwise, region level information is not available to school 
and teacher users. Association (ACSI) users have access to some region level information on the 
Ethnicity Dashboard and the Ranking Dashboard. 

 
 

12. Is it possible to get a relative comparison between two or more regions or schools? If “Yes,” 
how? 

 
A: Association (ACSI) users can compare regions and schools on the Ranking Dashboard. Choose either 
Region or School in the “Grouping” selection box at the top of the dashboard. Note that school and teacher 
logins do not have access to this kind of information. 

 
 

13. As an ACSI user, can I check the profile for a particular student? 
 

A: Yes, ACSI users can view the Individual Student Report and Student Profile report for a particular 
student, but to do so they must log in as the student’s school using the “Manage/Users” capability 
available to them. Once logged in as the school, the Individual Student Report is available by clicking on 
the student’s name while viewing the TerraNova3 Student Roster. The InView or PTCS Combination 
Student Profile is available the same way while viewing the TerraNova3 with InView or PTCS Student 
Roster, and the Bible Student Profile is available from the Bible Student Roster. Please note that 
TerraNova with PTCS Student Roster data is available for the administration years of 2012-2016 only. 

 
 

14. What is the process to check the complete profile for a particular student? 
 

A: School users can get to the Individual Student Report by clicking on a student’s name (hyperlink) while 
viewing the TerraNova3 Student Roster. The InView and PTCS Combination Student Profile reports are 
also available the same way while viewing the TerraNova3 with InView or PTCS Student Roster, and the 

Bible Student Profile is accessible from the Bible Student Roster. Please note that TerraNova with PTCS 
Student Roster data is available for the administration years of 2012-2016 only. 
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Class users can get to the Individual Student Report by clicking on a student’s name (hyperlink) while 
viewing the TerraNova3 Class Dashboard. The InView and PTCS Combination Student Profile reports 
are available the same way while viewing the TerraNova3 with InView or PTCS Student Roster, and the 
Bible Student Profile is accessible from the Bible Student Roster. Please note that TerraNova with PTCS 
Student Roster data is available for the administration years of 2012-2016 only. 
 

 
15. Can I check the student details specifying a score range for a particular Subtest? 

 
A: School users can do this by using the Selected Student Report. Choose a Subtest, a Score (SS, NP, 
NS, or NCE), and a Range (minimum and maximum score values), and click “submit” to see a list of 
students within that score range for the score type you have chosen. You can also independently choose 
which of those score types to display on the report (up to all four score types), but the students shown will 
be the ones who are within the score range for the score type you chose for “Score Selection Criteria.” 

 
 

16. Can I check objective strengths/needs for particular Subtests? 
 

A: The Individual Student Report shows the top five objectives mastered by the student (the ones with the 
highest OPI score) in a table titled “Relative Objective Strengths,” and the bottom five objectives (the ones 
with the lowest OPI score) in another table titled “Relative Objective Needs.” This report is accessible to 
School users by clicking any student name from the TerraNova3 Student Roster and to Teacher users by 
clicking on a student name from the TerraNova3 Class Dashboard. 

 
 
17. How can I see a list of students based on their mastery of a particular objective in a Subtest?  
 

A: School users can “drill down” from the Objectives Dashboard to get a list of students who achieved a 

particular mastery level (High, Moderate, or Low) on a single Subtest. Each vertical bar on the bar chart on 
the left side of the Objectives Dashboard represents one Subtest and is divided into three segments to 
show the percent of students who achieved each of the three mastery levels for that Subtest. Clicking on 
one of these segments of the bar will display a list of students who achieved that mastery level for that 
Subtest. 

 
 

18. How do I show only data for a particular combination of student characteristics? 
 

A: Many dashboards and reports have a variety of reporting criteria, which can be used to refine the data 
displayed. These criteria include student demographic categories, such as Gender, Gifted & Talented, 
Special Program, Years in Christian Schools, and Ethnicities, as well as other criteria, such as Grade, 
Form/Level, Score, and Admin Year. Use these selection controls to restrict the display of data to include 
only students who meet specific criteria. Remember that you can select multiple Ethnicities by using the 
Control (Ctrl) key when clicking on different ethnicity values (see Figure 9). After making your selections, 
click Submit to view the report. The criteria you have selected will appear in the report title. 

 
 

19. Why did we receive some parent letters a second time? 
 

A: If you request student data to be moved between groups, this will cause the system to regenerate Parent 
Letters for the moved students. The Activation Code does not change. It is the same as the original Activation 
Code sent, but the parent will need to reclaim the Activation Code in order to see the student reports. 
 
 
20. Why don’t I see the PDF reports for 2018 in ADOL? 

 
A: For Spring 2017 and onwards, PDFs of paper reports are accessed in the DRC INSIGHT Portal. 
Please refer to the document titled “Steps to Access PDFs in DRC INSIGHT Portal” (page 21, Appendix 
A, of this guide) for instructions to access PDFs for Spring 2018 and beyond.  
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For the 2012-2016 administrations, PDF versions of certain TerraNova3 paper reports are also available 
under each tab at the Class and School levels. All PDFs for a given group are posted under each of the 
TerraNova tabs and are the same under the TerraNova3 tab, the TerraNova with InView tab, and the 
TerraNova with PTCS tab. Similarly, certain Bible Assessment reports are available as PDF files. 
 

 When you click on PDFs under a Class tab, you will see the four PDF reports available for the 
teacher’s class and students. These are the Parent Report, the Individual Profile Report, the Group 
List Report, and the Objectives Performance Report. Under the Bible tab, PDFs of the Student 
Report and the Roster Report are the two options. 

 When you click on PDFs under a School tab, you will see the three PDF reports available for the 
grade, form, and level of TerraNova3 administered at a grade level. These are the Group List 
Report, the Objectives Performance Summary, and the Assessment Summary. Under the Bible tab, 
a PDF of the Bible Summary is the single option. 
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Appendix A:  Steps to Access the PDFs Posted in the DRC INSIGHT Portal 

 
Beginning in 2017, PDF Reports are posted in the DRC INSIGHT Portal for you to access and 
download. To access PDF Reports from prior years (2012-2016), please refer to the Guide to Data 
Online posted under the Resources tab in ADOL.  
 
The DRC INSIGHT Portal is the same portal that your school used to complete Online Enrollment 
for machine scoring. To log in to the DRC INSIGHT Portal, please click 
https://www.drcedirect.com/all/eca-portal-ui/welcome/DRCPORTAL. To access the system, you will 
need to log in with the same username and password that you used for Online Enrollment. If the 
username or password has been forgotten, please use the “Forgot your username or password?” 
link to retrieve it (screenshot below). 
 

 
 
 
Once you are logged in, click on ‘All Applications’ located at the upper left hand corner of the 
screen: 

 
 
  

 

https://www.drcedirect.com/all/eca-portal-ui/welcome/DRCPORTAL
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Under ‘All Applications’, click on ‘Report Delivery’:  

 
 
 
Now click on ‘View Reports’: 

 
 
 
You will see the following screen below and first must select the Administration for which you would 
like to view reports. For Spring, 2017 reports, please select the ‘TERRANOVA’ administration from 
the drop-down menu. To access Spring, 2018 reports, please select the ‘TerraNova Spring 2018’ 
administration and to access Fall, 2018 reports, please select the ‘TerraNova Fall 2018’ 
administration, etc. 
 
After the Administration is selected, your Region and School information will be pre-populated in 
the ‘District’ and ‘School’ fields.  Under the ‘Report’ tab, you will see the reports available in the 
drop-down menu: 

 
 
 
  

 



Copyright © 2019 Data Recognition Corporation. All rights reserved. 

 
Page 23 of 23 

 

 

 
Select the Report that you would like to view, and then click on ‘Show Reports’:  

 
 
 
You will see the information below appear, and under the ‘Action’ column (far right) you can either 
open the PDF file or save the PDF file to your computer. This can be done for each report available 
under the ‘Report’ drop-down menu.   

 
 
 
Please note that only the following reports are available for 2017 under the Report drop-
down menu:  Bible Roster Report, Bible Student Report, Home Report, and Individual Profile 
Report. 
 
 
 
 
 
 
 
 
 
Note: The screenshots pictured in this user guide are for demonstration purposes only and contain sample information. 

The dates shown on the screenshots may be different than the actual dates for the 2018 Christian School Program 
administration. If you have any questions, please contact the ACSI Member Care at 800-367-0798. 

 

 


