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Overview 
HMH DataManager™ web reporting keys are access codes to the assessment results of groups 
of students at locations throughout a school system. Much like a house key provides the ability 
to unlock the front door of a house, a web reporting key provides the ability to unlock a 
location in DataManager and view the assessment results of students associated with that 
location.  

Reporting keys provide flexibility to system and building/school administrators for controlling 
access to student assessment results by location. For example, a reading specialist overseeing 
reading programs across a portion of the school system may need to access assessment results 
only for students attending specific schools in the system. In this case, the reporting keys for 
only that subset of school buildings in the system would need to be distributed to the reading 
specialist.  

Reporting keys are generated based on how the answer documents and identification (ID) 
sheets are organized when the answer documents are shipped to HMH Scoring Service™. For 
more detail on the relationship between answer documents, ID sheets, and reporting keys, see 
“Organizing Answer Documents and Identification Sheets” on page 2.  

Once a reporting key is associated with an individual’s DataManager account, the assessment 
results unlocked with the reporting key can be viewed every time the user logs into 
DataManager. The key only needs to be entered once. Similarly, reporting keys can be added 
to an individual’s DataManager account following each new test event so that assessment 
results accumulated over time can be accessed without having to set up a new DataManager 
account. 

The process for providing individuals with access to reports is as follows:  

• The Account Holder receives an e-mail from HMH announcing that the reporting keys 
are available for distribution to users. 

• The Account Holder distributes reporting keys to report users. 

• Individuals receive the reporting key and enter it in DataManager using one of the 
following procedures: 

− Accessing Reports for Users without a DataManager Account (first-time users)  

− Accessing Reports for Users with a DataManager Account (repeat users)  

See the following pages for instructions. 
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Organizing Answer Documents and Identification Sheets 
Web reporting keys are created based on the organization of your school system’s answer 
documents, Grade/Class Identification Sheets, and Building Identification Sheets at the time 
your scoring order is shipped to HMH Scoring Service for processing. 

For each Grade/Class Identification Sheet processed, a reporting key is created that provides 
access to view the test results of the students whose answer documents were submitted under 
that identification sheet. Summary reports are also provided for that group of students. 

For each Building Identification Sheet processed, a reporting key is created that provides 
access to view the test results of the students whose answer documents were submitted under 
that identification sheet. Summary reports are also provided for that group of students, as 
well as the group of students submitted under each Grade/Class Identification Sheet. 

For the school system as a whole, a process referred to as a “rollup” is used to aggregate the 
data submitted under each Building Identification Sheet into a system-wide view of student 
test results. This rollup includes a unique reporting key that provides access to student test 
results throughout the school system, as well as summary reports for each building and class 
processed with an identification sheet. 
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Distributing Web Reporting Keys to Report Users  

Data Package: Platinum or Data Plus  Role: Account Holder or Administrator 
 

Web reporting keys may be distributed to users in two ways: 

• You can e-mail the web reporting keys to report users using the e-mail function in 
DataManager.  

• You can export the web reporting keys from DataManager into a Microsoft Excel® 
spreadsheet and e-mail the spreadsheet to a designated contact for distribution. This 
method allows you to e-mail web reporting keys for multiple users to another person, 
such as a building principal, for further distribution to individual report users, such as 
the teachers within a building. 

Follow the steps below to distribute reporting keys to users so they can view DataManager 
reports. 

If you will e-mail reporting keys to individual users, prepare a list of users to whom you want 
to grant access to DataManager reports. You will need their e-mail addresses to send the 
reporting keys. Inform users that they will receive a separate e-mail for each reporting key. 

Note: As a practical consideration, you may want to immediately assign the "top-level" 
reporting key to your own account prior to distributing reporting keys to others. 

To distribute reporting keys to report users: 

1. Open DataManager. The DataManager Log on page appears. 

2. In the User Name box, type your user name. 

3. In the Password box, type your password, and then click Log On. The DataManager 
Overview page appears. 

4. In the top right banner, click Admin. The DataManager Administration page 
appears. 

5. Click the Manage Reporting Access link. The DataManager Reporting 
Administration page appears. 

6. In the Select Test Event list in the upper left corner of the page, click the down arrow 
and select a test event. DataManager displays the reporting locations and 
corresponding reporting keys for the test event you selected.  
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7. Do one of the following: 

− If you want to e-mail reporting keys to individual users, in the E-Mail Address box 
corresponding to a reporting level, type the e-mail addresses of up to five users to 
whom you want to grant report access. Separate each e-mail address with a comma 
or semicolon. Click E-mail. The system sends an e-mail message with the reporting 
key to each e-mail address you entered. Repeat this step to send the same reporting 
key to more than five users. 

− If you want to export reporting keys for a group of users to an Excel file, click 
Export. The File Download dialog box appears. Click Save to save the file or 
Open to open it. If you choose to open the file, the list of locations and 
corresponding reporting keys opens in an Excel spreadsheet. 

8.  Repeat steps 6 and 7 for all test events. 
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Accessing Reports for Users without a DataManager 
Account 
Web reporting key users who are new to DataManager can follow the steps below to view 
reports.  

Before you begin, locate the e-mail you received that supplied the reporting key. 

To access reports for users without existing DataManager  accounts: 

1. Open DataManager. The DataManager Log on page appears. 

2. Click the Create a new user with DataManager Reporting key link located below 
the Password box. The Add DataManager Reporting User page appears.  

3. Complete the user information as follows: 

Note: Fields with an asterisk (*) are required. 

a. In the First Name box, type your first name. 

b. (Optional) In the Middle Name box, type your middle name. 

c. In the Last Name box, type your last name. 

d. In the E-mail box, type your e-mail address. This e-mail address becomes your User 
Name. 

e. In the Password box, type a password. The password must be at least eight 
characters in length, must include at least one number, and may not include the 
user name. 

f. In the Reporting Key box, type the reporting key supplied in the e-mail. The 
reporting key is listed in the What's a DataManager Reporting Key? section of 
the e-mail. 

 

4. Click Add User. The system activates your user account, and the Create a Report page 
appears.  
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Note: Your user account is automatically assigned the Digital Resource & Reporting 
Access role. 

5. Do one of the following: 

• If this is the only reporting key you received, then you can now view the reports for 
the locations and students associated with the reporting key. See the DataManager 
Reporting User's Guide for information about creating and working with reports. 

• If you received additional e-mails with reporting keys, continue with step 6 below. 

6. Click the Add DataManager Reporting Key link in the left Navigate menu. The 
Add DataManager Reporting Key page appears. 

 

7. Type a reporting key in the Reporting Key box, and then click Add Key. Repeat this 
step for each reporting key you received. 

8. When you have added all your reporting keys, click DataManager Reports at the 
bottom of the page. The Create a Report page appears, and you can now view the 
assessment results for your students. See the DataManager Reporting User's Guide for 
information about creating and working with reports.  
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Accessing Reports for Users with a DataManager Account 

Data Package: Platinum or Data Plus  Role: Account Holder, Administrator, Teacher, or 
Digital Resource & Reporting Access 

 

Web reporting key users with existing DataManager accounts can follow the steps below to 
access a DataManager report or a group of reports.  

Before you begin, locate the e-mail you received that supplied the reporting key.  

To access reports for users with existing DataManager accounts: 

1. Open DataManager. The DataManager Log on page appears. 

2. In the User Name box, type your user name. 

3. In the Password box, type your password, and then click Log On. The DataManager 
Overview page appears. 

4. Click the Application Switcher button (      ), and then select Reports. The page that 
appears next depends on the following: 

− If you have any existing web reporting keys previously added, then the Create a 
Report page appears. Continue with step 5. 

− If you are adding a web reporting key for the first time, then the Add 
DataManager Reporting Key page appears. Skip to step 6. 

5. In the left Navigate menu, click Add DataManager Reporting Key. The Add 
DataManager Reporting Key page appears. 

 

6. In the Reporting Key box, type the reporting key. The reporting key is listed in the 
What's a DataManager Reporting Key? section of the e-mail.  

7. Click Add Key.  

8. Repeat steps 6 and 7 for additional reporting keys. 

9. Click DataManager Reports. The Create a Report page appears, and you can now 
view the assessment results for your students. See the DataManager Reporting User's 
Guide for information about creating and working with reports.  
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