
Fitnessgram  9 State Server 
Administration  

 

This document outlines the available menu options for the administrator on the state server.  

To access these options, you will need to log in to the state server as administrator. The default login that is set 

with the program is admin1/admin1. 

 

The first screen is the main menu in the state server administration. This lists all the options available to the 

administrator or technical administrators. 

The administrator can select the options from the listing on the main page. 

 

 



You can also select a menu option from the links across the top of the page. 

 

Directory   

This menu allows the administrator to add, edit, and import districts, schools, and administrators into the system. 

Click on the Directory link to enter this menu. 

 



You will see the current districts within the system listed on the left side. 

 

Clicking on a district name on the left will bring up that district Info. The schools in that district will be listed on the 

left side. 

 



Importing Distric t, School, and Admin istrator  information I nto the State 

Server 
Click on the link Import Districts or Schools to import information for your districts, schools, or district 

administrator accounts.  

 

On the Import screen, you will see the links for the layout of the import files for each option.  

Note: You must save the file names in the specific format indicated in order for the import files to succeed.  

 



 

District File Format  
District IDs and names must be unique within your import file and must not already exist on the state server. 

District names must be unique within a state. 

 

School File Format  
School IDs and names must be unique within your import file and must not already exist on the state server. 

District IDs must match an existing district ID on the state server. School names must be unique within a district. 

 

District Admin File Format  
District IDs must exist on the state server. User IDs must be unique within the import file and must not already 

exist on the state server. 

 

 

Note: District and school IDs and names that do not meet the previously stated rules will not be imported. 

 

 

 



To begin the import process, click the Browse button to search for your first file. 

 

Locate the file and click the Open button to continue the process. 

 

Click the Next button to verify the file. 

  



You will need to select the state server that the data are being imported into. 

The information contained in the import file will appear on the screen for you to review. If you see something that 

is not accurate, click the Start Over button and correct the data in your file and begin the import process again. 

If everything looks correct, click the Next button and the file will be analyzed for errors before the import is 

performed.  

 

The import file is analyzed for errors. If the rules have not been met, the analysis will display an error. If 

you have errors on the analysis, click the Start Over button and fix the data in your file and begin the 

import process again. 

If there are no errors, click Begin District Import to import your file. 

 

 

 



Clicking the Finish button takes you back to the Import screen in order to continue to another import 

file, or you can select the Home link across the top to return to the main menu. 

 

Importing the school or district admin files is the same process. 

 

 

 

 

 

 

 

 

 



Manually Adding and Editing District or School 

You are able to manually enter or edit districts and schools in the state server. Click on the Directory link 

to enter this menu. 

 

You will see the current districts within the system listed on the left side. To add a district, click the Add 

District button on the top left.  

 



You will need to enter all required information on the form. Select the correct state server. When all 

data are entered, click the Go Live button at the top to publish the district. Repeat this process for all the 

districts that you need to enter. 

 



To Edit a District 

If you need to edit an existing district or school name, just click on the district name on the left side, or 

click the name of the district that the school that needs to be edited is assigned to. 

 

The district information will appear in the form fields. The schools that are assigned to that district will 

be listed on the left side. To edit the district information, click on the Edit button at the top. 

 



Make any necessary edits in the form field. When finished, click the Edit Live button to save. 

 

To Add a School to a District 

If you need to manually add schools into a district, you will need to first select the name of the district 

on the left. 

 



The district information will appear in the form fields. The schools already published to this district will 

be listed on the left side. Click the Add School button to proceed. 

 

Enter all the school information in the form field for the new school. All fields marked with an asterisk 

are required. If the contact information for this school is the same as the district, check the box to auto-

fill the fields with the district info. The school name must be unique within the district. The school ID 

must be unique statewide. 

 



After all information is entered, click the Go Live button to save the information and publish the school. 

 

After publishing, you will see a message that the school has been created and published. The school 

name will also appear to the left in the school listing for that district. 

 

 

 

 

 

 

 

 

 

 



To Edit a School Name or Make Inactive 

To edit a school within a district, you will need to first select the district the school is assigned to. Click 

the district name on the left. 

 

Click on the school name that needs to be edited in the school listing on the left side.  

 



The school info will appear in the form field. To make the edits, click the Edit button at the top. 

 

Make the necessary changes or mark the school inactive on this screen. To save the changes, click the 

Edit Live button at the top. 

 



When the process is complete, you will see a message stating that the update was successful. 

 

Mandates  

This menu will allow you to set and manage mandated tests statewide by grade or age. Click on the 

Mandates link to enter this menu. 

 



All current mandates will be in the list section on the left side. 

 

Click the Add button to create a new mandate. 

 

 

 

 

 

 

 

 



The mandate creation form will appear. Enter the title of the test session. The start and end dates are 

required; you can select them by checking the date in the auto-fill calendar. 

 

Select the type of mandate you want applied. You can choose to have the test session mandated by 

either age or grade level. Selecting age will allow you to choose up to age 18, and selecting grade level 

will give you the criteria through grade 12.  

 



Check the boxes in the criteria that you want the mandate applied to. The mandate will be applied 

statewide. 

 

Check the boxes to the left of each test item you want to include in your mandated test session.  

Note: Teachers will be allowed to add other tests, but they will not be allowed to edit the test items that 

are mandated. These cannot be removed. 

 

 

 

 

 

 

 

 

 



Activity days: This is a recall activity in which students indicate whether they have been active in aerobic, 

strength, or flexibility activities over a seven-day period.  

 

Click the Go Live button to create the mandate. 

 

 



You will see a message that the mandate was created and published live. When teachers go to the 

Fitnessgram area for their classes, they will see the test already created for them. 

 

 

Duplicate an Existing Mandate 

If you would like to set another mandate for a different time of year that replicates an existing mandate, 

you can duplicate the mandate to save time. In the Mandate menu, highlight an existing mandate on the 

left side. Click the Duplicate button to proceed. 

 



An exact copy of the original mandate will appear in the form field.  

 

Edit the Title of the mandate. You will need to edit the start and end dates of the mandate as well. Click 

the Go Live button to save and publish. 

Note: Since this is a copy and the original date had been set with a limitation, you will need to edit the 

end date first and then the start date.  



 

You will see a message that the mandate was made live. 

 



Delete an Existing Mandate 

If you would like to delete a mandate that has been published, highlight an existing mandate on the left 

side. Click the Delete button to complete. 

 

 

You will see the message that the mandate has been deleted. 

 



Reports: Generate spreadsheets and charts from state, district, and school data. 

To enter the reporting area, click on the Reports link from the main menu. 

 

Report generation menu: Lists all the available reporting on the state server. Each report option has a 

description of the report. 

 



Administrative unit overview report: Reports on the percentage of students reaching the Healthy 

Fitness Zone. 

Check the box for this report and click the Next button to continue with the process. 

 

 

There are various options for the report depending on the scope selected. A screen shot and the 

selections available for each are shown below. 

 

 

 

 

 

 

 

 

Entire state: This includes all districts and schools. You can choose to have all students aggregated 

together on the report, grouped by their assigned district, or grouped by their assigned school. 



 

Selected districts: If you want only specific districts on this report, you would want this scope. Check the 

radio button for Selected Districts, and you will see a list of the available districts on the left side.  

 

 

 

Check the box next to the districts that you need to include on your report. This will move all selections 

to the right side so you can see what districts you have selected for your report. 



 



Selected schools: Make this selection if you need specific schools on your report. Select the district 

name in the drop-down field. The schools in that district will appear on the left side. Check the box next 

to the schools that you need and you will see the schools appear on the right side. You can see the 

schools you have selected for this report. 

 

After making your selection for the scope of the report, click the Next button to continue the process. 

Choose grades or set grade ranges: The next step after selecting the scope of the report is to select 

what grades to include on the report or grade ranges. The following screenshots show the selections 

and their options. 

The first (all grades, aggregated) includes all data for every student in the scope selected. 

 



The second option (grades grouped into ranges) groups the report by grades in ranges selected. Move 

the scale between the ranges to select the range needed. 

 

The third option (specific grades) allows you to identify exactly which grades you want to include in this 

report. Check the boxes next to the grades you want to have on the report. 

 

After making your selection, click the Next button to continue with the process. 



Choose test items: Select the components or specific test items that you want to include in your report. 

For components you want included in your report, select Items Grouped by Fitnessgram Components. 

Check all the areas that you want on your report. 

 

Or select the Specific Items radio button to include just specific test items for your report. Check the box 

next to each test item you want included. Click Next to continue with the process. 

 

 



Choose a date range: Select the date range of the test sessions you want to include in your report. Click 

Next to continue with the process. 

 

Click on the Create Report button to generate the report. 

 

The report will open in a separate window. 

 



You can either save the report to view later or open the report to view now. All reports are in PDF 

format and viewable in Adobe Acrobat Reader. 

 

 

Grade level and range overview report: Report percentage achieving the Healthy Fitness Zone, with 

results grouped by grade level or a range of grade levels. Check the radio button next to the report you 

need and click Next to continue with the process. 

Note: The steps for generating the reports are identical to the previous steps for the administrative unit 

overview report. 

 

 



Test and component overview report: Report percentage achieving the Healthy Fitness Zone on the 

selected test items or components. 

 

Achievement of standards report: Report percentage achieving the Healthy Fitness Zone for zero 

components, one component, two components, and so on. 

 

 



Accounts: This menu option allows you to manage or add user accounts. Click on the Accounts link to 

proceed. 

 

From this screen, you can see the accounts already set up within the configuration. You can also either 

import the district administrators (see the import feature under the Directory menu) or manually enter 

them. 

 



To manually enter a new administrator, click the Add button.  

 

 

Enter all the required data for the account on the form. The user-defined ID must be unique within the 

state. Be sure to select the correct state. 

 



Check the boxes to the left of each security level you want assigned to this account. Any of the levels can 

be assigned alone. A state administrator can also be a district administrator but cannot be assigned as a 

tech administrator. A district administrator can also be either a tech administrator or a state 

administrator.  

State administrator has full access to everything on the state server except the Server menu.  

Tech administrator has full rights to all areas. 

District administrator has full rights to all areas within the districts they are assigned to. 

 



If one of the options is district administrator, the Select District(s) box will appear.  

 

Check the districts for which you want this account to have permission. More than one or all districts 

can be selected. Click Done after ȅƻǳΩǾŜ ƳŀŘŜ the selections. 

 



You will see the districts selected in the District field. Click Save when finished. 

 

 

You will see the message that the user was created. 

 



 

Servers: This area is for technical administrators only. This menu option allows you to add or edit region 

servers. Click the Servers link on the main menu to proceed. 

 

You will see current regional servers listed on the left on this screen. To view the settings of an existing 

server, click on the server name on the left side. 

 



All the information on that server will be displayed. To make any changes to these settings, click on the 

Edit button. 

 

Make all the changes needed and click the Save button to save the changes.  

Note: There is a test link under the Web Site URL and Web Service URL. You can click these links to test 

whether the URL entered is valid. 

 

Note: There is a test link under the Web Site URL 

and Web Service URL. You can click these links 

to test whether the URL entered is valid. 

 



To add a new regional server from the Server Management screen, click the Add button. 

 

The Add Server form field will appear. Enter all data for the new server. 

 



There is a test link under the Web Site URL and Web Service URL. You can click these links to test 

whether the URL entered is valid. When all data are entered, click the Save button to complete the 

process. 

 

Utilities: This area is for technical administrators only. This menu option contains tech administrator 

tools for importing, managing messages to servers, and licensing; it also contains the statewide research 

export. Click the Utilities link to enter this menu. 

 

 



 

Custom import: This is the area where the tech administrator can import districts, schools, or district 

administrators. Detailed steps on imports can be found in the Directory section of this document. Click 

on Custom Import to enter this menu. 

 

Click the Browse button and locate the files you need to import. 

Note: Remember that the files must match the templates and be named exactly the same as the file 

names indicated in order to import into the server. 

 



Send or manage messages to regions: This option allows you to send a message to regional servers. 

Click on the Send/Manage Message(s) to Regions link to enter the menu. 

 

A historical listing of messages will appear on the left side. Click on the New Message button to create a 

new message. 

 


