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Advanced Training InstituteIntroduction

December 2009

Dear Parents,

As you know, being a homeschooling parent is a huge responsi-

bility. Each day you must balance your time as a teacher, a parent, a 

husband or wife, a businessman or homemaker—the list is endless. 

With the many things that you are asked to do to each day, record 

keeping often falls lower and lower on the priority list.

The majority of homeschooling parents know that accurate 

records are important, and their intentions at the beginning of the 

school year are often very high. Yet somehow, these good intentions 

often do no result in the detailed records that they wanted to produce. 

We hope this reporting guide and ATI’s new online reporting 

system will help you keep accurate academic records and make your 

good intentions for this school year a reality. Whether you plan on 

using these records for future employment, educational opportunities, 

or simply documenting wise stewardship of your time, we believe 

that you will find our new system very user friendly. 

If you have questions, feel free to contact us. We will be glad to 

help you.

Sincerely,

The ATI Department 

630-323-9800

reporting@ati.iblp.org

Institute in Basic Life Principles

Advanced Training Institute International
Box One • Oak Brook, Illinois 60522-3001 • 630-323-2842 
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To register to use Homeschool Reporting Online, go to www.homeschoolreporting.com to set up a 
username and password. Select the “Sign Up” button on the home page, and then enter the information 
requested. The yearly fee to use this service will be paid by ATI, if you selected ATI as your school. Enter 
your ATI family ID number in the field requesting your school account number. The rest of the request-
ed information will be used to verify your account by the ATI Department and will also appear on your 
personal records. After creating your 
account, you will recieve an e-mail 
with your username and password.

Upon receipt of this e-mail, return 
to www.homeschoolreporting.com. 
The following window should appear.

In the “Member Logon” window, 
under “Login Type” select “Family” 
from the drop-down menu. Then 
enter the “Username” and “Pass-
word” provided in the e-mail. Press 
the “Logon” button and the follow-
ing screen should appear.

If this window does not appear or the username or password are incorrect, please re-enter your user 
information. If you are still unable to access your account, please call the ATI Department for cus-
tomer support and troubleshooting.

Getting Started
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First, please verify all the information currently in the system. To view the information and make 
changes, select the “Edit Family Info” button located near the top of the browser window.

Discount Code — Homeschool 
Reporting Online has partnered 
with other organizations to offer 
discounts to their members. 
Do not change the code in this 
field. Changing it may result in 
your family being charged for 
use of www.homeschoolreport-
ing.com. If this field is blank, 
please contact the ATI Depart-
ment. 

Umbrella/Cover — This field 
should read “Advanced Train-
ing Institute – Oak Brook, IL.” 
If this is not the selected entry, 
select it from the drop-down 
menu. If it is unavailable in the 
menu, contact the ATI Depart-
ment.

Umbrella/Cover Account # —
Enter your ATI family ID  
number.

Hours in Attendance Day — Enter the number of hours required by your state or the number of 
hours in your typical school day. If you decide to use the “Hours Spent” feature, this number is used 
to automatically calculate those hours. You can always change this parameter later.

All other fields are self explanatory. If you have any difficulty completing this form, please contact the 
ATI Department. Click the “Save” button to return to the home page.

Enter Family Information
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On the home page, click the “Step 1: Setup School Year” link. 

Under the “Existing School Year(s)” header, click the “Add School Year” link.

To set up your school year, complete the following steps:

1.   Decide whether you are going to base your school year on semesters or quarters. The original 
ATI Reports were based on the quarterly system, and this is the recommended format, but 
your family is free to use whichever format is most convenient and best suited to the needs of 
your students.

2.   Depending on your decision, modify the suggested date ranges in the corresponding section.  
You need to modify only one of the sections (Semester Setup or Quarter Setup).

3.   The Extended / Summer Session dates are intentionally left blank. If you intend to hold school 
during this time, record the appropriate dates.

4.   Tab through the fields and the system will automatically calculate the number of Scheduled 
Days and Total Scheduled Days for you.

5.  Click either the “Save Semesters” or “Save Quarters” button.

When you have completed the year setup, proceed to adding students.



6

Advanced Training InstituteAdding Students

On the home page, click the “Step 2: Add Student(s)” link or select the “Add Student” button near 
the top of the browser window.

Please complete all fields. Then click the 
“Submit” button at the bottom of the 
form.

To add additional students, simply click 
the “Add Student” button near the top 
of the browser window and repeat the 
proccess.

The home page should now contain a 
“View records for:” drop-down menu 
identifying the school year and the for-
mat (semesters or quarters).

If you have entered multiple years, the 
drop-down menu will allow you to select 
and review previous years’ records.

After adding a student, you will be 
returned to the home page and each 
student should be identified by first, 
middle, and last names. Their age will also appear in their header bar. Above the header bar, there will 
be quick links to each of your students which are identified by their first names. Under the header 
bar there are eight links: Add Grade, EZ Form, Attendance, Portfolio, Quick View, Transcript, Test 
Scores, and Immunizations. Each of these will be explained in the following pages.

A summary of the information for each course that you have entered will appear on the home page 
for each student.
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Click the “Add Grade” link under the student’s name.

The “Add Student Subject and Grade Record” page allows you to record the subjects that your stu-
dent studies and document his or her progress and academic performance.

Student — A drop down menu 
allows you to select the student for 
whom you would like to record a 
grade.

School Year — The current year 
will automatically be filled in. If you 
wish to enter a grade for a different 
year, use the drop-down menu to go 
to any school year that you have set 
up.

Year Period — Select a time frame 
based on the period format that you 
chose (semester or quarter). There 
is an additional period selection for 
extended or summer classes.

Subject — This list corresponds 
to the course codes listed on pages 
18–19 of this booklet.

If Elective, Please Specify — If you select the “ELECTIVE” option from the drop down menu 
under “Subject,” you can specify a course that your student is pursuing as an elective.

Instructor — Name the person responsible to monitor your student’s progress, document the work 
completed, and record the grades.

Textbook — List the title of the primary text(s) used for the course.

Letter Grade — You can use one of three methods to record your student’s score for a course, test, or 
completion of a project. The letter and word grade methods are in the drop-down menu. The letter 
method is the typical letter grade. This scale begins with “A+,” which is excellence beyond the re-
quirements of the course. It ends with “F,” which is failure to fulfill even the most basic requirements. 
GPA (Grade Point Average) is calculated for letter grades only. The word method is a set of words 
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describing the level at which the student has mastered the course material. This scale begins with “Ex-
cellent” and ends with “Fail.” There are two additional categories of “Incomplete” and “In Progress.”  
GPA is not calculated using this scale. The third grading method is the numeric grade scale.

Numeric Grade — This grading method is a 0 to 100 scale. 100 means that the student has com-
pleted the assignment or test with 100% accuracy. 0 means that every answer was incorrect. Your 
student’s letter grade will automatically be calculated from the numeric entry and will appear on the 
final report as a letter grade. GPA will be calculated based on the letter grade.

Hours Spent —  If your state requires you to keep track of the hours that you spend on a particular 
subject or if you would like to track your student’s time, this field allows you to record the number of 
hours your student spent studying a particular subject.

Credits — If your student is in high school and is taking courses that can count toward college or 
some other form of credit, you can record them under the “For High School Use” section.

Course Number — If applicable and if provided by the institution offering the course, you can 
include the course number. If you are using the ATI Wisdom Booklets, course codes are provided in 
the booklets and on pages 18–19 of this manual.

Course Description — This is a short description of what the course is and what the student stud-
ied. This information is usually available in the course syllabus or on the Web site of the course 
provider.

Course Standards — These are the requirements that the student must complete in order to pass the 
course. This information should be available in the course syllabus or information packet. If you are 
unable to locate this information, contact the course provider for more information.

Is this a College Placement, Honors or AP Course? — This box is automatically set to “no selec-
tion.” If the course is for college placement, an honors course, or an advance placement course, select 
the appropriate category from the drop-down menu.

Comments — If you wish to record any additional information regarding the course, your student’s 
performance, or any other miscellaneous information, it can be filed in this field.

Click the “Save” button to return to the home page. To add another subject, repeat these steps.

Adding Subjects and Grades
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After a course is formatted using the “Add Subject and Grade” page, the EZ form is a quick way to 
add grades for subsequent periods.

To begin, click the “EZ Form” link under your student’s header bar. In the appropriate quarter or 
semester section, use the top drop-down menu to enter the student’s letter grade or the word describ-
ing the student’s level of mastery. If the class is high school level, you may use the lower drop-down 
menu to enter the number of credits the student has gained in the course.

Click the “Save” button to return to the home page.

EZ  Form
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Some states require attendance records. Others do not, but it is always a good idea to keep track of 
how many days your student is in school during a particular year. This record is important if your 
schooling methods are ever called into question, and it is also helpful in determining how much time 
your student has spent on his or her lessons.

Click the “Attendance” link below your student’s header bar.

Hours are not recorded here, 
only whether your student 
attended, did not attend, 
or was excused each day. 
Dark gray boxes indicate 
days which you have not 
included in your school year. 
If you record days in the dark 
gray boxes, they will not be 
counted on your transcript. 

There are six options for at-
tendance:
 Y = Attended
 E = Excused
 N = Did not attend
 H = Holiday
 S = Sick day
 V = Vacation

There are drop-down menus 
to select the student and 
school year. There are also 
links to set up or edit a 
school year and an atten-
dance summary report.

There is also a convenient check box if you wish to apply the attendance record to all of the students 
in your family.

Click the “Save Attendance” button to return to the home page.
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This optional feature can be used for recording your student’s apprenticeship, extra curricular, or 
portfolio activities.

Click the “Portfolio” link on the home page under your student’s header bar.

Add Activity — The first step is to add activities 
to the portfolio for the school year. To add an 
activity, click the “Add Activity” link under the 
student’s name bar.

Student — You can select which student you 
would like the activity to apply to or whether 
you would like it to apply to all the students in 
your family.

Activity — Assign one of twenty categories to 
the activity. There is a miscellaneous category for 
areas not specifically listed.

Activity Commenced — Enter the date on 
which the student began the activity. Please 
enter dates in the mm/dd/yyyy format or  
click on the calendar icon to select the date from 
a calendar chart.

Activity Completed — Enter the date on which the activity was completed. If your student began 
and completed the activity in the same day, enter the date from above.

Title — Enter the name of the activity in which your student participated.

Units — Identify whether the progress was measured in pages, chapters, days, hours, or months. 
Then enter the number completed.

Description — Describe the activity, its educational value, and what the student is required to  
accomplish in order to master the material.

Click the “Save” button to return to the portfolio page. 

To display portfolio activities for a desired date range, enter the dates in the “Display Activities” sec-
tion and click the “Show Activities” button. By default, only one month is displayed at a time. Click 
the “Back” button to return to the home page.
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Quick View —This option allows you fast access to all of the information that you have recorded on 
your student without having to build the entire transcript.

Transcript — This page allows you to view or print transcripts based on grade level, school year(s), a 
year period, or a by-date range.

Click the “Transcript” link be-
low your student’s header bar.

Select the parameters that you 
would like the transcript to 
cover. Then click the “Generate 
Transcript” button under the 
appropriate header.
The transcript shows informa-
tion regarding grade level, grade, 
GPA, credits, and total days in 
attendance.

Print, save, or click the “Back” 
button to return to the tran-
script options page.

This printout is an unofficial 
transcript. To recieve an official 
transcript, click the “Request 
Manager” button or contact the 
ATI Department.

Quick View and Transcripts
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To record annual standardized test scores, click the “Test Scores” link below your student’s 
header bar.

The SAT and ACT tests are already formatted. To enter a score, click the “Edit” button under the 
“Action” header.

To add a score for a different test, click the “Add Test” button on the left hand side of the screen 
under the student name drop-down menu.

Grade Level — Select your student’s grade, the grade closest to your student’s age, or to the material 
that he or she has been studying.

Test Name — Enter the name of the test in this field, i.e. English General CLEP Exam.

Score — Enter the letter or numeric score in this field.

Enter any comments that you have regarding the test in the specified field. Then click the “Submit” 
button.
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If your state requires it or if you would like to keep track of your student’s vaccinations in this sys-
tem, there is an optional page for recording them.

Click on the “Immunizations” link under your student’s header bar.

Enter the date of each immunization in the fields provided or click on a calender to select the date. 
Click the “Save” button to return to the home page.
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A course is a concentrated study measured in units. By the time your sons and daughters finish their 
high school education, traditionally they should have completed 4 units in English, 2–3 in math, 
1–2 in science, 2 in history, 2 in physical education, 1 in art and music, and 3 elective units. These 
units, or credits, are measured according to the Carnegie Unit, which equals 120 total hours, or 36 
weeks of 5 instructional sessions, each 45–50 minutes long per year, for a total of 16–24 credits for 
graduation. (Requirements vary from state to state.) We strongly encourage parents to research the 
graduation requirements in their district. Please note that high school units are different from college 
credits, such as those given by the Telos Institute International.

As you work through a Wisdom Booklet Resource, categorize studies according to the specific 
courses the student plans to cover to meet high school requirements. Keep track of the instructional 
hours you spend in each course. To count as Carnegie units, your instruction hours must be actual 
learning and application time.

To count training as a course, you need to have documentation and evaluation. Experiences alone 
are not sufficient. For example, if your son takes a two-week mission trip to Russia, that service alone 
will not count as a course. Depending on the particular opportunity, his interests, and your goals for 
him, he could turn the trip into a course on discipleship, Russian, Teaching English as a Second Lan-
guage, cultures and customs, or building maintenance. According to the objectives you set forth, he 
would prepare before the trip and report appropriately after the trip. You then know what to evalu-
ate, because he was sent with an objective in mind.

A student receiving a poor grade will be frustrated if he is not aware of what is being evaluated. A 
course must have objectives—goals for learning on which evaluations can be based. These goals are 
recorded as “course standards.” 

Let’s say you have selected Public Speaking and World History as courses for your son. Over a quar-
ter or semester, his training and documentation for this course could accumulate in the following way:

Wisdom Booklet  — As a family, you are currently studying Wisdom Booklet 26. Your son is especial-
ly interested in the History Resource. He prepares and delivers a persuasive speech against Erasmus’s 
view on divorce and remarriage, refuting his teachings based on the Scriptural definitions of grace, 
love, and God’s design for marriage.

Library Book — He finds a book about public speaking and studies it. Your library sponsors a lec-
ture on the essential elements of public speaking. Your son attends, takes notes, and has the opportu-
nity to ask questions of the speaker.
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Tutor — Because he has some difficulties with his diction, ask an expert in your church or commu-
nity to work with him in this area.

Children’s Ministry — Your son participates in teaching and working with a group of children 
through a Bible Club, Children’s Institute, or a related children’s ministry. You evaluate him on the 
public speaking aspects of his involvement. Throughout the month, he keeps track of the hours he 
accumulates for Public Speaking using a self-developed reporting log or his own copy of the Weekly 
Planner (available upon request).

The record of your son’s studies in this period will include the hours spent in learning, the course 
code that identifies the subject matter, and an evaluation of his work.

1.   Hours — Your son spent a total of 50 hours on the History Resource. Represent those hours 
with the appropriate courses from the course codes listing on pages 18–19. Ten hours of re-
search on Erasmus can count toward his World History course. You may record the World His-
tory hours under the History Resource and the Public Speaking hours under the Courses/Ap-
prenticeship section. Or you may choose to record both under a Course/Apprenticeship Code.

2.   Course Code Number — Use the numbers designated in the course codes listing: 4070 for 
World History and 2190 for Public Speaking. 

You may customize course codes within the same subject. Notice that each of the course codes 
ends with 0. You can change the 0 to a 1, 2, 3, or 4 if you prefer to use a course title with the 
corresponding I, II, III, or IV. For example, Algebra is listed as code 5510. If you wanted to 
report the course as Algebra I, you would use the code 5511. For Algebra II, you would use 5512. 

3.   Evaluation — Verification and evaluation of each student’s work may be necessary for eligibil-
ity for a driver’s permit or license, job resumé, or for certain health insurance benefits.

Your son’s work was surprisingly good, exceeding your expectations. Therefore, he earns a 4 on 
the 0–4 grade scale.

Rather than using evaluation for comparison with others, it can be used as a guidepost on the 
road toward wisdom and mastery of a subject. Use grades that will identify trends and direct 
the emphasis of your studies, and they will become important educational tools for praising 
and motivating students to do their best and grow.

In your evaluations, set a high standard, but focus on what is a high standard according to your 
student’s current level of proficiency, rather than what could be in the future. Each student has 
different strengths and weaknesses and should be evaluated according to his abilities. Each stu-
dent should do his best within the reasonable limitations of time and talent for the given task. 
A grade of 100 should require extra effort, yet still be attainable. The student must know your 
objectives and expectations for the assignment so he can make quality achievements.
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Learning takes place at many times and in many ways. God told the Israelites that they were to teach 
their sons and daughters His words when they were sitting in their houses, walking in the way, lying 
down, and rising up. (See Deuteronomy 6:6–9.) 

The reporting system is designed to help ATI assist you when you need to provide documentation 
of your home education. Learn to view the educational activities you are reporting through the eyes 
of educational authorities and others outside the family. As you total your time, adopt the following 
guidelines.

•   Direct instruction by the parent or a tutor can be recorded; e.g., Wisdom Booklets, projects 
for beginner, intermediate, and advanced students, and training in craft or industry skills.

•   Record practice of a skill in which students were instructed; e.g., memory verse drills, study-
ing spelling or vocabulary words, math practice sheets, flash card drills, music practice, baking 
a cake, cooking a meal. (Household chores do not normally count as instruction hours unless 
they are part of home economics training.)

•   Document the research and reading time for discussions or projects, including outside re-
search, planning for an essay or letter, reading current events, and proofreading or refining 
writing papers.

•   Record the actual project time of experiments, discussions, oral presentations, and reports.

•   Physical education instruction and activities can be recorded.

•   Record field trips that are educationally significant. (Make your decision concerning whether 
or not to view them as instruction hours based on your objectives. By setting learning objec-
tives ahead of time, you will get the most out of your trips.)

•   Document ministry opportunities that involve family preparation, instruction, and practice, 
such as ministering at a nursing home and various church opportunities. (To keep reports 
credible, routine participation in church activities should not be included as instruction time. 
Special concentrated learning times such as Vacation Bible School, Sunday School, work-
shops, or conferences can be included at your discretion.)

•   When learning to play an instrument, count the actual lesson time as well as the practice time 
as educational. You may want to ask the teacher to give an evaluation. Choir practice and 
performances can also be recorded.

•   If your family is going through a crisis and you are working toward turning that experience 
into a time of education, any time that you spend on related studies, character development, 
and learning life principles should be reported in your total.
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1000 Bible
1010 Bible Doctrines
1020 Bible History
1030 Bible Prophecy
1040 Biblical Law
1050 Discipleship
1060 Life of Christ
1070  Ministry Training 

1500 Business Skills
1510  Accounting
1520  Bookkeeping
1530  Economics
1540  Filing and Records
1550  Financial Freedom
1560  Keyboarding
1570  Management
1580  Principles of Financial 

Management
1590  Purchasing
1600  Shorthand

2000 Communications
2010  Advertising
2020  American Literature
2030  British Literature
2040  Broadcasting
2050  Creative Writing
2060  Debate
2070  Editing
2080  Foreign Languages

2090  French
2100  German
2110  Grammar and Composition
2120  Hebrew/Greek
2130  Journalism
2140 Literature
2150  Oral Communications in 

the Professions
2160  Persuasive Writing
2170 Poetry
2180 Public Relations
2190 Public Speaking
2200  Remediation of Learning 

Disorders
2210 Research/Composition
2220  Russian
2230  Sentence Analysis
2240 Sign Language
2250 Spanish
2260 Storytelling
2270  Teaching English as a 

Second Language
2280  Teaching Phonics
2290  Teaching Techniques
2300  Technical Writing
2310  Video Production
2320 Writing
2330 Latin
2340 Vocabulary
2360 English

2500  Communicative Arts
2510 Art
2520 Calligraphy
2530  Chalk Drawing
2540 Commercial Art 
2550  Flute
2560 Graphic Design
2570 Hymnology
2580  Music
2590  Music Appreciation
2600  Music Arrangement
2610 Music Theory
2620  Musical Instrument
2630 Photography
2640 Piano
2650 Song Leading
2660 Teaching Music
2670 Trumpet
2680 Violin
2690 Voice
2700 Handbells
2710 Orchestra

3000 Computer
3010  Business Computing
3020  Business Software
3030  CAD
3040 CNA Preparation
3050   Computer Fundamentals
3060  Computer Programming
3070  Desktop Publishing 

Course Codes in Numeric and Topical Order
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4550  Interior Decorating
4560 Sewing

5000 Law
5010  American Government
5020   Constitutional Law
5030  Foundations of the 

American 
Legal System

5040  Foundations of the 
Canadian 
Legal System

5500  Mathematics
5510 Algebra
5520 Calculus
5530  Consumer Math
5540 Geometry
5550 Trigonometry

6080  EMT/Paramedics
6090  Anatomy/Physiology

6000 Medicine
6010  Care of the Elderly
6020 First Aid/CPR
6030  Health and Safety
6040 Nursing
6050 Nutrition
6060  Physical Education
6070 Midwifery

6500 Science
6510 Astronomy
6520 Basic Science
6530 Biology
6540 Botany
6550 Chemistry
6560 Engineering
6570  Evolutionism/Creationism
6580 Geology
6590 Microbiology
6600 Physics
6610 Zoology
6620 Agriculture
6630 Earth Science

7000 Trade Skills
7010 Auto Mechanics
7020  Building Maintenance
7030 Carpentry
7040  Driver’s Education
7050 Electrical
7060  Landscaping/Lawn Care
7070 Plumbing
7080 Aviation

4500 Home Economics
4510 Child Care
4520  Floral Arrangement
4530  Food Preparation
4540 Gardening

3500  Counseling
3510  Basic Life Principles
3520  Character Training
3530 Child Training
3540 Reasoning Skills
3550  Solving Juvenile 

Delinquency Problems
3560  Tests and Measurements

4000  History
4010 Biographies
4020  Cultures and Customs
4030 Geography
4040 Local History
4050  State/Province History
4060  National History
4070 World History

3080  Introduction to Networks
3090  Network Engineering
3100 Web Design

You can build your Learning from
Scripture  and pursue academic

topics as you come to them.


