
 
Elementary:  Saving Standards Report to PSD Accreditation Site 

Update 5/7/2024 

 

1.​ Log into your Planbook Account 

2.​ On the left side of your screen, click on the “Reporting” Icon (10th from the top). 

3.​ Select your criteria for your Standards Report. 

 

Everyone should select “All Classes”, “U.S. State – South Dakota”, “All Categories”, and the dates 

should be this school year. 

 

You will select your own grade level. 

 

You will need to select one of your Content Standard Strands (you can only do one at a time but 

will want to do all that are relevant to your position). Be sure to use the most up-to-date 

versions as listed below: 

●​ ELA 2018 Language 

●​ ELA 2018 Reading Foundational Skills 

●​ ELA 2018 Informational Text 

●​ ELA 2018 Literature 

●​ ELA 2018 Speaking and Listening 

●​ ELA 2018 Writing 

●​ Mathematics 2018 

●​ Science 2015 

●​ Social Studies 2015 

 

4.​ Once you have the boxes filled in, click on the upload/”send to” icon (box with arrow pointing 

up) and select CSV. 

5.​ This will open an Excel file with your report.  We only need columns A, B, and C.  So left click and 

hold column D and highlight all columns to the right until you do not see any dates in the cells.  

Unclick and push the “delete” button on your keyboard.  Now you should be left with just 

information in columns A, B, and C. 

 

 

 

 

 

 

 



6.​ You can expand column B so you can see the whole standard text.  Simply click on the bar next to 

cell B at the top and drag over. 

 

 

7.​ At the bottom, please re-name this page on the Excel document by right clicking and selecting 

“rename”. Example: ELA 2018 Language. 

 

8.​ On this document, open a new tab at the bottom.  Click on the little plus sign and it will add a 

tab.  Rename this tab by right clicking and selecting “rename”.  Example ELA 2018 Foundational 

Skills.   

 

 

9.​ Repeat step 8 to create tabs for each of the Strands across the bottom of your document. 

 

10.​Now you will repeat steps 3-6 for the next Strand you teach. (Ex:  ELA 2018 Foundational Skills). 

This will open a new excel document with the standards report for that strand.  We want to copy 

and paste this into the tab we created for it on our original file.  Again, we only need columns 

A-C so the rest can be deleted.  On the new doc, left click and hold down selecting columns A-C.  

Right click “copy” or use shortcut CTRL C.  Go to the tab you labeled for this strand on your 

original document. Click in Cell A1 and Right click “paste” or use CTRL V. 



Continue following steps 3-6 and 10 until you have all the standards report saved for each strand 

you teach on one file. 

 

11.​Save this file to a location you can easily find.  Rename the file.  Example:  Nedrebo 2020-21 

Standards Report.  Be sure to click the drop down arrow and select to save it as “Excel 

Workbook”.  Then click Save. 

 

 

12.​Now you need to upload it to the PSD Accreditation Google Site. 

Go to the PSD website.  http://www.pierre.k12.sd.us  

Hover over Schools, District, and click the top link labeled “Accreditation.” 

 

 

13.​Select your school from the top of the Accreditation page or scroll down and click on it. 

 

 

 

14.​Scroll down and click the link that says “SD Standards Reports” 

http://www.pierre.k12.sd.us


 

15.​This will take you into Google Drive.  Click in the folder labeled with the current year.  You may be 

prompted for your k12 email and password.   

 

16.​On the left side of your page click on “New” 

 

 

Then click “File upload”  

 

 

Select the location where saved your excel document.  Select the Document.  Either double click 

on the document or click “open”. The document should now be uploaded and saved to the 

Google Drive for our Accreditation documentation.   


