Instructions for downloading test scores from Discovery Education (THINKLINK) into an Excel Spreadsheet According to KCM Requirements.
NOTE:  You will need to log in using administrator privileges. 

1.  Log in to Discovery Education website.   http://www.discoveryeducation.com/
2. Click on “Assessment” at the top left of the page.
3. Click on “View Benchmark Reports”.
4. Click on “Detail Export”
5. You should see boxes like below.  Choose Assessment, Subject, Grade, and File Type like below.  Only put a check in the “Grade” boxes that you have at your school.  

Assessment Subject Include Subgroup Field
Grade:K123456789101112MSHSNG
File Type .csv .xls

6.  After filling in the boxes above…click  “Export Excel”
7. You may or may not get a box to pop up that says, “Open or Save”.  You can either open it and complete the report and then save it or you can save it and then complete your report and save it again.  The choice is yours.
8. At this point you will have an excel document.  The spreedsheet will allow you to delete student       names, and other columns you do not need.   Please refer to the KCM website to see what information you will need to keep for this report.   
9. Discovery Ed report shows the “Subject Proficiency” as Level 1, Level 2, Level 3, Level 4
10. You will need to change the levels as follows:
Level 1 change to NOVICE
Level 2 change to APPRENTICE
Level 3 change to PROFICIENT
Level 4 change to DISTINGUISHED
11. Once you’ve made the necessary changes, don’t forget to save the spreadsheet using the name according to KCM requirements.  Make sure it has .xls at the end.
12. NOTE:  Discovery Education purchased THINKLINK and it does not show National Percentile.  Disc. Ed is working to include the National Percentile on the report but at this time they do not figure that data.
13. NOTE:   Discovery Ed starts reporting “State Percentile” at Grade 3.  Therefore, this column will be blank for K, 1, 2.
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