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5.1

5.0 PMRN Administration - 
Data Entry Level Users and Reading Teachers

Overview

Note: This section of the PMRN User’s Guide is written for Data Entry Level (DEL)
Users and Reading Teachers.

Section 4 is written for School Level 1, 2, and 3 Users.

It is very important that the steps in this section be followed. They ensure that class 
lists are up to date for the administration of the K-2 EST and the 3-12 WAM.

Because the PMRN works with data from the FLDOE that is provided by your district, your 
class lists should be complete within the PMRN by the time testing is to begin. However, if you 
have newly hired teachers, have recently changed classroom assignments, have new students, or 
if students have left your school, you will need to update your class rosters. Please follow this 
sequence to update classes at your school:

1) Review Class Lists
2) Transfer Students
3) Enroll Students
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Initial Rostering - Survey 6

At the beginning of the school year, Survey 6 performs the initial rostering of schools in the 
PMRN by populating the database with classes, teachers, and students.

Districts submit their data to the Florida Department of Education (FLDOE), and FLDOE 
processes the data, removing any invalid records. Once this process is completed, only students 
in the Student File with a Responsible Instructor identiýed are created in schools in the PMRN. 
Students without a responsible instructor record are removed.

Students and teachers are created in the PMRN based on the information listed in Survey 6, and 
classes are created based on the Responsible Instructor information in the student demographic 
ýle (i.e., if students are paired with Reading teachers, then the students are rostered with those 
teachers in the PMRN).

Note: As a result, it is important that the district office be notified as to with which 
teacher a student should be rostered.

All Students listed in the Student File with Responsible Instructor information that matches a 
record in the Staff File will be enrolled in the PMRN. Students not being Progress Monitored 
should not be listed with a Responsible Instructor.

Additional Surveys

Surveys 2, 3, and 5 are also Submitted to the PMRN. Surveys 2 and 3 add students to rosters 
and update demographic data. Survey 5 updates student demographic data at the end of the 
school year and provides attendance information.

Survey 2, imported in late November, is based on students enrolled into the school during the 
ýrst week of October. Survey 3, imported in late March, is based on enrollment during the ýrst 
week of February.

Note: Until the Import of Survey 2 in late November, updated Exclusion Lists for 
students will not be available.

PMRN Administration - DEL/RT - Initial Rostering

5.2
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5.3

About Class and Period Assignments

Traditionally, elementary students remained with a single teacher throughout the school day 
and received instruction for all subjects. Many schools now have students change classes for 
primary reading instruction. Students may also be grouped into different periods for each class.

Within the PMRN, students should be assigned to the teacher who is delivering their reading 
instruction. Most teachers will only see reports of students in their own reading classes. If 
students are grouped by homeroom within the PMRN, unless a Resource Level class is created 
for the homeroom teacher, Reading teachers will not be able to see reports for their students to 
whom they deliver reading instruction.

Before you add a new class for a teacher, you will need to know whether the students will be 
receiving primary (reading) or resource instruction from the teacher.

In Version 3.0 of the PMRN, classes can be grouped into periods. These class periods are listed 
as A through H and U (Unassigned).

By default, all students will be assigned to the U Period.

Through the PMRN User Interface School Level 1, 2, and 3 Users are able to group students 
in periods A through H. Data Entry Level Users and Reading teachers may assign students to 
periods if an SL1, 2, or 3 User has created the class.
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5.4

Review Class Lists

Note: This task may only be performed by a Data Entry Level User. Reading teachers 
are not provided access to the school’s list of classes.

Once the School Level 1, 2 or 3 User has corrected the school’s list of teachers, Data Entry 
Level Users can review class lists.

At your Home Page, scroll down to see your school’s list of classes.

Ensure that your list of classes is correct. Remember, teachers instructing students at different 
grade levels need seperate classes for each grade level. Students are assessed at their assigned 
grade level.
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5.5

Print Class Lists
Note: Data Entry Level Users are the only Users that can print lists for the school’s 
classes.

Prior to testing students, you should correct your class rosters in the PMRN by adding and 
removing students. Before you make changes to class rosters, however, you should print and 
distribute clas lists to faculty and staff to ensure they are current.

This function can be performed by any Data Entry Level (DEL) User at the school.

Using a computer connected to a printer, Sign In to the PMRN. For each teacher on your Class 
List page, click the teacher’s name. 

(If you wish to print multiple class lists, select the check boxes to each class you wish to print, 
and click Print List.)
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5.6

When the teacher’s class list appears, click Print List. (The number of assessment progress 
boxes will vary by grade level and by assessment time period.)

Note: A Reading teacher may print lists of his or her individual class(es) by clicking the 
Scheduled Tasks tab, located on his or her Home Page. The teacher may select his 
or her classes/periods from the drop-down menu, located in the top left corner. Once a 
class is selected, the teacher will click Print List.

To print the next class list you may either select another teacher from the drop-down menu at 
the top of the page or you may use the Back button on your browser to return to the Class List 
page.

Note: If your computer has a slower connection, be sure the new class list has loaded 
on the screen before you click Print List. Otherwise, you will risk printing the incorrect 
teacher name with a class list.



PMRN User’s Guide               Version 7.0                  Page 

PMRN Administration - DEL/RT - Distribute Class Lists

5.7

Distribute Class Lists

Note: This task is to be performed by Data Entry Level Users. Reading teachers may 
not distribute the school’s list of classes.

Distribute the printed class lists to the teachers. Ask them to mark through students who are not 
in their class. It is important that you ask teachers or office staff to provide you with all of the 
information for students who need to be added to classes. The information needed is:
	
	 Å Student Identifier*
	 Å First Name
	 Å Last Name
	 Å Date of Birth
	 Å Gender
	 Å Grade Level

 * The Student Identiýer is the studentôs Social Security number followed by an ñXò   
    or the State of Florida Alias**.
 ** Alias refers to the 10 digit ofýcial state of Florida number that is reported to the   
     FLDOEôs Bureau of Information and Accountability Services in lieu of a studentôs  
     Social Security number.

Because the PMRN databases are based on information received from your district, it is 
important that the studentôs correct Identiýer be used. If the incorrect Identiýer is used, past 
assessment data will not be available and student demographic information will not be updated.

When you receive edited class lists from teachers, you might also have your school attendance 
ofýcer review them to note students who have recently been enrolled or withdrawn.

When you begin to receive edited class lists, you can begin adjusting class lists within the 
PMRN.
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5.8

Class List Tips

The PMRN creates links between teachers and students so that teachers can retrieve historical 
data of their students’ reading progress. As a result, there are some things to keep in mind as 
you adjust class lists.

There are two ways to put students in class as a Data Entry Level User or Reading Teacher:

1) Transfer students between classes
2) Enroll students in the school and assign to classes

It’s important to have this information on hand for each student before you begin. You will 
want to ensure spelling and typing are correct.

To locate a student in either database you must have:
	 Å The studentôs Identiýer
	 OR
	 Å The student’s First Name, Last Name, and Birthdate.

Quick Tips

When Data Entry Level Users and Reading teachers add or enroll students, it is a one-step 
process that adds a student to one class and simultaneously removes the student from his or her 
current class. See Transfer Students or Add a Student, page 5.9.
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5.9

Transfer Students or Add a Student

One way to transfer students from one class to another in your school is by using the Add 
Student option available to Data Entry Level Users or Reading teachers. When you add a 
student to a class as a Data Entry Level User, they are automatically removed from their current 
class.

The Data Entry Level User will begin at his or her Home Page. The Reading Teacher will begin 
at his or her Home Page, click the Scheduled Tasks tab, and go directly to his or her class.

Click the name of the class to which you want to add a student. When the class list is displayed 
(pictured below), click Add Student.



PMRN User’s Guide               Version 7.0                  Page 

PMRN Administration - DEL/RT - Transfer or Add Students

5.10

Search for a Student

The PMRN needs to search for the student you wish to add. Type in either:
	 Å The studentôs Identiýer
	 OR
	 Å The student’s First Name, Last Name, and Birthdate.

It’s important to have this information on hand for each student before you begin. You will 
want to ensure spelling and typing are correct.

After you have entered information for the ýrst or second option, click Search.

Note: If you are not successful using the student’s Identifier, please try searching again 
using the student’s First Name, Last Name, and Birthdate.
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5.11

If the student is retrieved, click the radio button to the right of the student’s name and click 
Next. (This example shows two students, but you may have more.) If multiple student records 
are displayed, ensure you are selecting the correct student.

If the student is not retrieved, you need to enroll the student. Select I want to enroll a new 
student. See Enroll a Student, page 4.21.
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5.12

If the student was assigned to a different Reading class in the same school, the student is 
removed for the other class.*

If the student was enrolled in a different school, the student is not withdrawn from the other 
school. Within the PMRN, students may be enrolled in a maximum of two schools during the 
same assessment period. If you are attempting to enroll a student who is already enrolled in two 
schools, please contact the PMRN Help Desk.

Use the Period drop-down menu to select the correct class period to which the student should 
be assigned. The default is the unassigned period.

Once you have verified that this is the correct student and that the grade level and class period 
are correct, click Enroll in Class.

* Within the PMRN, a student may only be assigned to one Reading class within a school. The 
same student may be in a Reading class AND one or more Resource classes.
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5.13

Facilitate Testing

Note: This part of the section is written for Data Entry Level Users only.

Progress Monitoring testing for students will be mainly administered on the K-2 
Electronic Scoring Tool (EST) for students in Kindergarten through Second grade. All 
students in 3rd through 12th grade will use the 3-12 WAM. If administering testing with 
pencil & paper, administrators may still use functions such as printing student labels to 
affix to the test forms.

If you have followed the sequence in this manual, you will have already printed class lists, 
circulated them to teachers, and corrected class lists.

Before your assessment team delivers tests to students you may want to print your corrected 
class lists for them. These class lists can be used by your test administrators in a variety of ways 
to organize testing. They can also be used to record the student scores during testing.

When Progress Monitoring tests are administered, the scores students achieve can be written 
on the class lists you print for administrators. When the completed testing materials are 
returned, the Data Entry Level User may enter the student scores into the PMRN from either the 
individual Student Score Booklet (SSB) or from the class summary sheet.

In advance of giving Progress Monitoring tests to students, the Data Entry Level User should:
	 Å Print class lists from the PMRN
	 Å Circulate class lists to teachers for corrections
	 Å Work with the School Level 2 User to correct class lists within the PMRN
	 Å Print the corrected class lists for test administrators
	 Å Print student labels and afýx them to test forms (if using pencil & paper forms)
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5.14

Print Student Labels

Note: This function should be used for adminstrators who wish to test kindergarten 
through second grade students with the pencil & paper test form. This is not necessary 
if using the K-2 Electronic Scoring Tool (EST).

After you print class lists for test administrators, you should also print labels with student 
information to be placed on individual student scoring sheets.

From your Data Entry Home Page, click on the name of a class to get the list of students. Click 
Print Labels. See page 5.15. for specific information on label sheets.

Note: Once all student scores in a class have been Submitted, the Print Label button 
will no longer appear.

About Label Sheets

Your computer will display a page of students formatted to print on sheets of labels. The 
printing is offset to leave a blank row of labels at the top and bottom of the page. This 
accommodates browsers that print the date and web address.

Classes with fewer than 24 students will print on one sheet of labels.  
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5.15

Classes with more than 24 students require additional label sheets, and those classes will show a 
Next button. 

Print your first sheet by clicking Print. Click Next to display the next sheet to print.

To print labels for multiple classes, from your Home Page, select the boxes corresponding to the 
classes in which you wish to print labels.

Print the labels by clicking Print Labels.

Note: Student labels will be formatted to print on sheets of Avery 5160-sized address 
labels. Only 24 labels on a sheet of 30 are printed. The margins should be set to .75 for 
the Top and Left, and .25 for the Bottom and Right.

Macintosh Users: The FCRR has found the labels do not print correctly on Epson 
model printers but do print successfully on the following printers: HP2200, HP4200, 
HP4050, and HP5SiMX.


