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Step Description Screen Shots 

If you are a Teacher: 

1. As a Teacher, how do I Add Children and assign them to my Class? 

1 From the Teacher 
homepage, select the 
Class from the drop 
down. 
 
Select Manage 
Children. 
 

 
 

2 Click Add Child. 
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Step Description Screen Shots 

3 Enter the Child’s First 
and Last Name. 
 
Enter all required fields. 
 

Note. indicates a 
required field. 
 
Click Save. 
 
The Student is now 
assigned to your Class. 
 
Note. Some licenses 
may contain the following 
fields.  They are no 
longer used. 

 State-funded Pre-K 
Counts 

 Preschool Early 
Intervention 

 Head Start 

 Child Care Star 3 

 Child Care Star 4 

 PA Secure ID 

 UUID 
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Step Description Screen Shots 

4 The Manage Children 
screen displays. 
 

Click and select 
Manage Age Level to 
select the Grade/Age 
Level.  

 
 

5 Verify the default Age 
Description and Age 
Range. 
 
Make any necessary 
changes. 
 
Click Save. 
 
The Child is now 
assigned to your Class. 
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Step Description Screen Shots 

2. As a Teacher, what reports should I use to monitor and verify finalized Developmental Profile data? 

Ounce Online provides four options to monitor and verify finalized Developmental Profile data: 
Option 1: Manage Development Profile Display 
Option 2: Development Profile 
Option 3: Class Outcomes Report  
Option 4: Class Profile Report 

1 Option 1: Manage 
Development Profile 
Display 
 
From the Teacher 
homepage, select a 
Class from the drop 
down. 
 
Select Manage 
Developmental 
Profiles. 
  

 

2 The Developmental 
Profiles status screen 
displays. 
 
Verify that each Child in 
the Class has a finalilzed 
Developmental Profile. 
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Step Description Screen Shots 

3 To complete any 
Developmental Profiles, 
click the Child’s First or 
Last Name to complete 
his or her Developmental 
Profile data. 

 
 

4 Complete the 
Developmental Profile  
data. 
 
Click Flag as Final when 
complete. 
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Step Description Screen Shots 

5 100% Complete is 
replaced with Final 

 
5 Option 2: Development 

Profile  
 
From the Teacher 
homepage, select the 
Class from the drop 
down. 
 
Select Manage Reports, 
then select Generate 
Reports. 
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Step Description Screen Shots 

6 Select Development 
Profile. 

 
 

7 Select the Child from the 
drop down. 
 
The Age Level is 
automatically selected in 
the drop down, based on 
the selected Child. 
 
Click Submit. 
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Step Description Screen Shots 

8 The report generates and 
displays at the bottom of 
the screen as a PDF. 

 
 

9 Option 3: Class 
Outcomes Report  
 
From the Teacher 
homepage, select the 
Class from the drop 
down. 
 
Select Manage Reports, 
then select Generate 
Reports. 
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Step Description Screen Shots 

10 Select Class Outcomes. 

 
 

11 Enter a Report Title. 
 
Select the Report Type 
from the drop down. 
 
Select the Age Level 
from the drop down. 
 
Confirm the following: 
 Applicable selections 

in the Group By drop 
down. 

 Areas of 
Development to 
include in report. 

 Classes to include (if 
you have more than 
one Class). 

 
Click Submit. 
  

Note. Children must have a Finalized Developmental Profile in order to appear in 
the Class Outcomes Report. 
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Step Description Screen Shots 

12 The report generates and 
displays at the bottom of 
the screen as a PDF. 

 
 

13 Option 4: Class Profile 
Report  
 
From the Teacher 
homepage, select the 
Class from the drop 
down. 
 
Select Manage Reports, 
then select Generate 
Reports. 
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Step Description Screen Shots 

14 Select Class Profile. 

 
 

15 Select the Age Level 
from the drop down 
 
Select Domains to 
include from the drop 
down. 
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Step Description Screen Shots 

16 The Class Profile 
Report displays.   
 
Print the report or select 
Download to create a 
PDF. 
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Step Description Screen Shots 

17 The report prints or 
downloads and displays 
at the bottom of the 
screen as a PDF. 

 
 

18 3. Contact Pearson 
Technical Support 
or contact your 
Administrator. 
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Step Description Screen Shots 

If you are a License Manager or Administrator: 

1. As a License Manager or Administrator, how do I Add Children and assign them to a Class? 

1 From the Admin 
homepage, select the 
Class from the drop 
down. 
 
Select Manage 
Children. 
 

 
 

2 Click Add Child. 
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Step Description Screen Shots 

3 Enter the Child’s First 
and Last Name. 
 
Enter all required fields. 
 

Note. indicates a 
required field. 
 
Click Save. 
 
The Student is now 
assigned to your Class. 
 
Note. Some licenses 
may contain the following 
fields.  They are no 
longer used. 

 State-funded Pre-K 
Counts 

 Preschool Early 
Intervention 

 Head Start 

 Child Care Star 3 

 Child Care Star 4 

 PA Secure ID 

 UUID 
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Step Description Screen Shots 

4 The Manage Children 
screen displays. 
 

Click  and select 
Manage Age Level to 
select the Grade/Age 
Level.  

 
 

5 Verify the default Age 
Description and Age 
Range. 
 
Make any necessary 
changes. 
 
Click Save. 
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Step Description Screen Shots 

6 Assign the Child to a 
Class. 
 
Click the check box in 
front of the Child’s name. 
 
Select Manage 
Location, then select 
Add To Class. 
 
 

 
 

7 Select the Class from 
the drop down. 
 
Click Save. 

 
 



The Ounce Scale®  Tips for Pennsylvania License Managers, Administrators,  

 and Teachers (2017-2018 Academic Year) 
 

19 

 

 

Step Description Screen Shots 

2. As a License Manager or Administrator, what reports should I use to monitor and verify finalized 
Developmental Profile data? 

Ounce Online provides two options to monitor and verify finalized Developmental Profile data: 
Option 1: Assessment Data Export 
Option 2: Outcomes Report 

1 Option 1: Assessment 
Data Export 
 
From the Admin 
homepage, select the 
location in the drop 
down, if applicable.  
 
Select Manage Reports. 

 
 

2 Select Assessment 
Data Export. 
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Step Description Screen Shots 

3 a. Update the Report 
Title, if applicable. 
 
b. Select the Start Date 
and End Date. 
 
c. Select the Grade from 
the drop down. 
 
d. Select Final, 
Preliminary, or All from 
the Filter By drop down. 
 
e. Click Export. 

 
 

4 A confirmtion message 
displays. 

 
 



The Ounce Scale®  Tips for Pennsylvania License Managers, Administrators,  

 and Teachers (2017-2018 Academic Year) 
 

21 

 

 

Step Description Screen Shots 

5 The submitter receives 
an email notification 
when the report is 
complete. 

 
 

6 To retrieve the report, 
from the Admin 
homepage, select 
Manage Reports, then 
select Report Status. 

 
 

7 The Report Status  
screen displays.   
 
Click Download to view 
and/or save the report. 

Report Status Display 
Green: Report is complete and Data was found 
Yellow: Report is in process 
Red: Report is complete but no Data was found for the selected report type  
 
Note. Children must have either a Finalized or Preliminary Developmental Profile 
in order to appear in the Assessment Data Export report.  
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Step Description Screen Shots 

 
 
The report is automatically deleted in 10 calendar days. 

 

8 Option 2: Outcomes 
Report  
 
From the Admin 
homepage, select the 
location in the drop 
down, if applicable.  
 
Select Manage Reports. 
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Step Description Screen Shots 

9 Select Outcomes 
Report. 
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Step Description Screen Shots 

10 Complete the entries. 
 
Click Submit. 
 
Note. Some Ounce 
Online licenses may 
have the following fields. 
These fields are no 
longer used. 

 State-funded Pre-K 
Counts 

 Preschool Early 
Intervention 

 Head Start 

 Child Care Star 3 

 Child Care Star 4 

 PA Secure ID 

 UUID 
 

 
 

11 A confirmtion message 
displays. 
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Step Description Screen Shots 

12 The submitter receives 
an email notification 
when the report is 
complete. 

 
 

13 To retrieve the report, 
from the Admin 
homepage, select 
Manage Reports, then 
select Report Status. 

 
 

14 The Report Status  
screen displays.   
 
Click Download to view 
and/or save the report. 

Report Status Display 
Green:     Report is complete and Data was found 
Yellow:   Report is in process 
Red:        Report is complete but no Data was found for the selected report type  
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Step Description Screen Shots 

Note. Children must have a Finalized Developmental Profile data in order to appear 
in the Outcomes Report. 
 
The report is automatically deleted in 10 calendar days. 
 

15 3. Contact Pearson 
Technical Support for 
assistance. 

 

 
 

 

 
 


