Generating a SWIS Big 5 Report with SWIS Graph Images 

Before you go to SWIS

· Create a folder on your hard drive or server named 2007-2008 Data
· Within the folder create a folder for each month you are in school

· Open WORD and save a document with school name in initials, Big 5, and date (e.g., WES_Big_5_122007)

· Title the Document: 

Wonderful Elementary School Big 5 December 2007

Major Referrals Only
· You are ready to generate your “Big 5” report

Now open http://www.swis.org
· Go to Reporting section and click on type of report you wish to generate

· Per Day Per Month –multi year

· Problem behavior – limit for month – select FIXED ORDER*

· Location – limit for month – select FIXED ORDER*

· Time of day – limit for month 

· Students – limit for month – do NOT choose to show names

· Be sure to select the type of data you want within the report –MAJORS only 
· * Remember to select FIXED ORDER so that all your graphs will have categories consistent from month to month for easier comparisons!

· Scroll down to the graph

· Right click with the mouse and an options box will pop up over the graph
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Click the Copy Image option 

· Now go back to your word document

· Paste in your first graph- per day per month- you can do this two ways!
· On the Menu Bar go to Insert – Picture –From file

· Or right click and choose “paste”
· You will be able to resize image or alter placement on page by highlighting the image by right or left clicking on the image until squares appear on corners and you get a 4-arrowed pointer:

· For resizing: go to corner and get two-ended arrow, while holding down shift key push in or drag out.

· For shifting position: use alignment icons in tool bar, or click mouse to place cursor in front of the image then using the space bar or delete or back space move the image within that line.
· Be consistent on where you place the graphs so that it easier to compare from month to month. Place Average Per Day, Per Month in the center top. Where you place the other 4 graphs below is up to you. Reduce the images so that they all fit on one page, the Average Per Day Per Month in the center top, with 2 pair side by side (and be sure to place them in the same spot each month)!
The BIG FIVE Report
(A ONE page “SNAPSHOT” 
generated Monthly)

· Per Day Per Month (ALWAYS choose MULTI-YEAR)

· Location (ALWAYS CHOOSE FIXED ORDER, limit for the month)

· Problem Behavior (ALWAYS CHOOSE FIXED ORDER, limit for the month)

· Time of Day (limit for the month)

· Number of Students (limit for the month, never show student names when disseminating or posting)

· Put your School Name,  the month/year the data represent, and the date the report is generated on the top of your BIG FIVE Report (3 hole punch if disseminating)

· Share with TEAM and STAFF (e.g., POST in work areas)
