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• Select Reports in DataManager
• From the drop-down menu, select Classic

• If you do not have this option, continue to the next step



• Choose the Create a Report tab
• Choose the Assessment and the Test Admin Date of 

interest



• Select Data Export under Report Type
• A Data Export is specific to an Assessment and a single Test 

Administration Date.  It can include multiple grades, classes and 
buildings, or it can be limited to a subset or single grade, building, 
and/or class.



• The following example will create a custom data export
• Select Custom Data Fields under Export Template
• As an alternative, you may select Standard Data 

Export (default) to match the Data on CD format



• Select an Export Format
• Choosing Tab-, Comma-, or Pipe-Delimited allows 

you to export headings (recommended for ease of 
use)

• This example uses ASCII Comma-Delimited



• If using a delimited Export Format (either Tab, Comma, 
or Pipe), select Yes to Export Headings



• Click on Change next to Custom Data Fields (None 
Selected) to open the data field menu



• The Custom Data Fields menu includes:
• Hierarchy
• Demographics
• Test Information

• Supplemental Coding
• Scores
• Skill Domain Classification



• Click on the v symbol after each item to expand the 
menu



• Hierarchy includes information about System, District, 
Building, Class, and Grade

• Click on each item to be included in the Data Export 
• Then click Add to Selected



• The items added to the Data Export will populate the 
box on the right

• Items may be removed from this list if selected in error



• Demographics includes student information such as 
Last Name, First Name, ID, Gender, Date of Birth, 
Age, and Ethnicity String (if coded)

• Click on each item to be included in the Data Export 
• Then click Add to Selected



• Test Information includes fields such as Test, Date 
Tested, Mode of Administration, Battery, Level, 
Form, and Norm Year

• Click on each item to be included in the Data Export 
• Then click Add to Selected



• Supplemental Coding includes any custom coding 
used in roster files for test administration

• These fields can be used for data disaggregation if 
coded and added to the Data Export



• Scores includes all score information such as raw and scaled scores, 
percentile ranks and stanines, confidence intervals, and item responses

• Click on each item to be included in the Data Export
• Then click Add to Selected



• Skill Domain Classification (not available for CogAT) offers 
three different options for viewing percent correct by domain 

• Click on each item to be included in the Data Export
• Then click Add to Selected



• After selecting and adding all desired fields in Hierarchy, Demographics, 
Test Information, Supplemental Coding, and Scores, review the fields 
populating the right-hand box to make any additions or deletions

• Click Apply (or Remove All to start over)



• Check the report criteria:
• Correct Test and Test Administration Date?
• All desired Grade(s) included?
• Correct Export Template and Export Format selected?
• Yes to Export Headings?
• Custom Data Fields correctly populated?

• Save Criteria to save the report specifications if you may use the 
same Data Export again in the future



• Click Run Report in Background to run the Data Export



• You will be prompted to name your Data Export
• It can be named whatever you like.

• Click OK to submit



• Check the Report Library tab for the progress on your 
Data Exports

• Large Data Exports, such as those containing data for 
thousands of students across many grades and/or 
buildings, will take longer to run



• When the Data Export is ready, the Result column will 
change to COMPLETED next to the filename

• Click on the completed Data Export to open it for 
download



• The Data Export provides a link for downloading and a 
list of the fields included



• When you click on the Data Export link, the Data Export 
will download to your computer as a .txt file



• To open your Data Export, start by opening Excel
• Choose File, Open and choose your downloads folder



• The file menu defaults to Excel files
• .txt files are not visible in the folder



• Toggle to select All Files (*.*)



• Now the Data Export .txt file is visible
• Click on the file name and open the .txt file in Excel



• The Text Import Wizard will open automatically
• The Wizard defaults to Fixed-width file type



• Click to selected Delimited if the Data Export was 
created with a Delimited file type

• Click Next



• The Wizard defaults to a Tab delimited file type



• Select the correct delimiter for your Data Export file 
type; this example is Comma-delimited

• Unselect any incorrect defaults, and click Next



• Click Finish to open the file in Excel and see the 
exported data



• Save your new Excel file in an Excel file format (.xls, .xlsx, etc)
• If a delimited file type was used for the Data Export and Yes

checked on Column Headings, each column will be labeled



• Click on row 1 which contains the column headings
• Click Format and select Format Cells



• Select the Alignment tab and click the box for Wrap Text
• Click OK



• Most Score fields allow 30 columns for each score type
• CogAT uses only the first 7 of columns of each type, always in the 

same order: V, Q, N, VQ, VN, QN, and VQN
• The available scores differ by level for the Iowa Assessments -

consult the Data Export File Format documentation
• Empty columns can be deleted or hidden



• The Data Export File Format documentation is housed 
in Digital Resources in DataManager



• Select the DataManager from the drop-down menu



• Scroll down to Data Export File Format Documents
• Data Export File Format documentation is available for 

the Standard Export and Custom Export
• Choose the Balanced Assessment File Format for 

CogAT and the Iowa Assessments
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