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Elementary Academic Grading Module

The Elementary Academic Grading (EAG) module consists of these atoms:

» Academic History Atom (194)

e Attainment Comments Atom (195)

* Elementary Grades Atom (192)

* Elem Grading Setup Atom (186)

e Grade Scanning Atom (190)

e Grading Control Atom (95)

» Grading Control Definition Atom (94)
* Mark Definitions Atom (189)

» Mass Assign Subjects Atom (185)

* Master Templates Atom (183)

* Other Comments Atom (187)

e Student Subjects Atom (196)

e Subject Area Atom (182)

*  Subject Comments Atom (188)

* Teacher Templates Atom (184)

» Transcript Definition Atom (197)

e Update Academic History Atom (193)
e Update Grades Atom (191)

The Elementary Academic Grading module includes these reports:

e Master Templates Assigned (EAGO01)

e Teacher Templates Created (EAGO02)

» Grade Reporting Highlights (EAGO03)

» Elementary Report Cards (EAGO04)

e Mark Listing by Student (EAGO05)

e Mark Verification by Teacher (EAGO06)

e Elementary Transcripts (EAGOQ7)

» Mark Exception (EAGO08)

e Student Recognition (EAG09)

e Mark Distribution by Homeroom Teacher (EAG10)
e Mark Distribution by Subject (EAG11)

e Mark Distribution by Ethnicity (EAG12)

e Mark Distribution by Gender (EAG13)

* Work Habit Mark Distribution by Teacher (EAG14)
e Comment Summary (EAG15)

e Other Comments (EAG16)

e Comment Analysis (EAG18)
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Introduction
The Elementary Academic Grading module is a robust grading system designed for elementary

schools and other schools that do not use class schedules. This module provides significant
data setup and maintenance capabilities including the ability to:

* Assign students to subjects for which they receive marks

» Award two marks for every subject (for example, Achievement and Effort marks)
* Award marks for work habits

* Award alpha or numeric marks

* Record behavior and work progress comments for students

» Generate report cards and transcripts

Setup

This section describes setup requirements and recommendations for schools that use the
Elementary Academic Grading module.

Defining Your School Type

Your school must be defined as an elementary school with no schedules to use EAG features
and functionality.

Learning Brook Elementary School School
Sch# <[> School Mame Aliernated Sch Abrv Telephone
|EIEIB Learning Brook Elementaty School LBES Elem 999-123-9376
Blasic General Schedue | aticr | Localization |
Secondary
Zchool Type v Elementary, Mo Schedules 5]
Elemertary , With Schedules
LTI IEY LRI E
1. Open the School atom.
2. Display the Schedule tab.
3. Inthe School Type field, select Elementary, No Schedules from the pop-up list.
4. Click Save.
5. Click Close to exit from the School atom.
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Defining Teacher Short Names

The Elementary Academic Grading module displays short names for teachers in numerous
fields throughout EAG atoms. Pearson Education Technologies recommends that you define
short names for teachers in the Teacher atom to ensure that you can identify teachers who are
associated with student and subject information in the EAG module.

= Aulders, Carrie Teacher |
Last Mame <k First blame hdicldlle Mame Gnn Soc Sec blo TehiD
|.ﬂ~ulders Carrie M. 123-45-6789 1

mployes Mo Gen Eth Expr Degree Couns Telephone Exin  Mailbox
9273038 F » W = M - - HR1E2

Home Room Maxztu  Dept 1 Dept 2 Dept 3 Dept 4 Sry Type

169 * - * * *

zhort name
| Aulders, C.

License Mumber Email Addrezs

[l = =

Find the teacher for whom you want to define a short name.
In the Short Name field, type a short name to identify the teacher.
Click Save.

Repeat Steps 2 and 3 to define a short name for another teacher.

o~ W NP

Click Close to exit from the Teacher atom.
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System Files

Data recorded in Elementary Academic Grading atoms is stored in these files. All Elementary
Academic Grading files are qualified and can be rolled over to the next year.

File Description
AACM Attainment Level Comments
ACHN Course History Narrative Comments

AEAA Academic History Attendance

AEAH Elementary Academic History

AEGC Elementary Grading Control Definition (Master)

AEGD Elementary Grading Control Definition (Slave)

AEGL Elementary Grades Detall (Slave)

AEGR Elementary Grades (Master)

AEGS Elementary Grade Reporting Sheets

AENC Elementary Narrative Comments

AEOC Elementary Other Comments

AERS Elementary Grade Reporting Setup

AESC Elementary Subject Comments

AESS Elementary Individual Scan Sheets

AETD Elementary Transcript Definition

AETT Elementary Teacher Templates

AEWH Elementary Work Habits

AGCH Elementary Grade Level Comment History

AGRA Grade Reporting Additional

AGRP Grade Reporting Periods

AMDD Mark Definitions (Slave)

AMDT Mark Definitions (Master)
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File Description
AMTM Master Templates Master
AMTT Master Templates Teacher
AOCM Other Comments (Master)
AOCS Other Comments (Slave)
ASBJ Subject
ASBM Subject Area ID
ASCM Subject Comments (Master)
ASCO Subject Comments (Slave)
ASHE Scanner Definition
AWHH Elementary Work Habit History
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This chec

Elementary Academic Grading Setup Checklist

klist represents the recommended order of tasks for setting up your school to use the

SASIxp Elementary Academic Grading module.

1.

10.

11.

12.

13.

14

Set up your school type as “Elementary, No Schedules.” (School atom)

Define short names for teachers. (Teacher atom)

Assign students to homeroom teachers. (Enroliment atom or Student atom)

Set up basic information in the EAG module. (Elem Grading Setup atom)

a) Specify general setup options. (Setup Options tab)

b) Define reporting periods. (Periods tab)

c) Define mark titles for mark types. (Marks tab)

d) Define work habits that can receive marks. (Work Habits tab)

e) Define attendance totals to track and calculate. (Attendance tab)

f)  Define explanation text that prints on report cards. (Explanation tab)

Define elementary marks for mark types. (Mark Definitions atom)

Define subject areas and subjects. (Subject Areas atom)

Define attainment comments. (Attainment Comments atom)

Define subject comments. (Subject Comments atom)

Define other comments. (Other Comments atom)

Specify print order for subject areas and comments. (Elem Grading Setup atom)

Define the standard appearance of student transcripts. (Transcript Definition atom)

Create master templates. (Master Templates atom)

Create teacher templates. (Master Templates atom)

. Customize teacher templates if necessary. (Teacher Templates atom)
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15.

16.

17.

Assign students to subjects on their homeroom teachers’ templates using the Apply Teacher
Templates procedures. (Teacher Templates atom)

Assign selected groups of students to one or more subjects not included on homeroom
teacher templates using Mass Change procedures. (Mass Assign Subjects atom)

Customize student subject lists for individual students using Student Subject Assignment
procedures. (Student Subjects atom)

You are now ready to begin the elementary academic grade reporting process established
by your school, which may include these tasks:

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Create and print grade scanning sheets. (Grade Scanning atom)

Scan information from completed grade scanning sheets into grading files.
(Grade Scanning atom)

Record marks and comments that were not scanned for students. (Elementary Grades atom)

a) Record subject marks. (Subject tab)

b) Record work habit marks. (Work Habits tab)

c) Record subject comments. (Subject Comments tab)

d) Record other comments. (Other Comments tab)

e) Record narrative comments. (Narrative Comments tab)

Calculate averaged final marks and subject area marks. (Update Grades atom)

Calculate student attendance. (Update Grades atom)

Print report cards. (Elementary Grades atom)

Print other reports. (Elementary Grades atom)

Transfer marks and comments to academic history. (Update Academic History atom)

Record marks and comments not automatically transferred to academic history.
(Academic History atom)

Print transcripts. (Academic History atom)

Note: You can use the Grading Control Definition atom to define and order the grading process steps that your
school uses. You can then track completion of the grading process steps in the Grading Control atom.
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Grading Control Atom @

The Grading Control atom displays steps and information related to the elementary academic
grading process. You can track both progress and grading process steps. This atom provides
fast access to other atom functions and screens that are significant to performing grading
process tasks as well as maintaining grading process information. You can also use this atom to
track completion of grading process tasks in the current reporting period.

The Grading Control atom consists of two tabs:

e« Control Tab
« Reference Tab

Control Tab

The Control tab lists the required elementary academic grading process steps that your school
completes for each reporting period. Steps should be completed in the order displayed. You can
record the date that you complete each step.

Note: You must use the Grading Control Definition atom to add, delete, and change the order of steps displayed on
the Grading Control screen. You cannot change grading process steps from the Grading Control atom.

e Grading Control |

Control | Reference |

Reporting Period  [Report Period 1 |

Step | Grading Process Description | Complete J Date
1 ||:.'> Createpdate Grading Records

2 ||:D Update Abzences in Grading File

3 ||:C> Print Grading Scan Sheets

4 ||:L“> Backup Grading Files

5 |E{> Fead Grading Scan Sheets

(5] ||:.’> “erify Scanned Grades

7 ||:C> Update Abzences in Grading File

g ||:L“> Print Repaort Cards for YWerification
9 |E{> Print Grade Reporting Highlights

10 ||:.'> Print Mark “erification by Teacher
11 ||:D Update Grades from Teacher Motes

[ e |

e
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Control Tab Fields

Field Name

Description

Track

Track for which the grading process steps apply. The pop-up list
displays the tracks that your school defines in the School atom.
Displays only if your school uses tracks.

Note: All tracks use the same grading process steps. However, your school may
record completed grading tasks for separate tracks on different dates.

Reporting Period

Current reporting period. The pop-up list displays the reporting
periods that your school defines in the Elem Grading Setup atom.

Note: You must select the reporting period manually at the beginning of each new
reporting period.

Progress

Enables you to view progress process steps.

Grading

Enables you to view grading process steps.

Grading Process Matrix Fields — AEGC File

Step Order number of the required grading process step.

Grading Process Description of the required grading process step

Description
Note: A fast access arrow precedes each step for easy access to the required
atom function or screen.

AEGD File

Complete Indicates (Yes / No-blank) whether your school has completed the
grading process step.

Date Date that your school completes the grading process step. Although

the system defaults to the current date when you select Yes in the
Complete field, you may change the date.
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Reference Tab

The Reference tab lists atoms that contain significant information related to elementary
academic grading system setup and maintenance.

=F Grading Control |
Cartrol Reference |

Step | Grading Atom Description |
1 o Subject Areas Definition

2 o Master Template Definition

3 o+ Teacher Templates Definition

4 o+ iErading Setup

5 o> Transcripts Definition

G o Subject Comments Definition

7 o Attainment Level Comments Definition
& o icommert Definitions

q o Mark Defintions

10 o Maszs Assign Subjects

11 o Student Grades

_ |
_ =

Reference Tab Fields

Field Name Description
AEGC File
Step Line number of the elementary academic grading atom.
Grading Atom Name of the elementary academic grading atom that contains
Description significant information related to setup and maintenance of the
grading system.
Note: A fast access arrow precedes each atom name for easy access to the atom.
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Using the Grading Control Atom

These procedures describe how to perform tasks in the Grading Control atom.

Accessing Grading Functions and Screens from the Grading Control Atom

1. Open the Grading Control atom.

2. On the Control tab, select Progress to view progress process steps or select Grading to
view grading process steps.

3. Click the fast access arrow & that precedes the step description.

An atom screen related to the step displays (sometimes preceded by system messages).
The Grading Control atom remains open in the background.

4. Use the atom screen to perform elementary academic grading process tasks or change
elementary academic grading information, then exit from the atom.

5. Repeat Steps 2 — 4 to access other grading functions and screens.

6. Click Close to exit from the Grading Control atom.

Recording Completed Process Steps

Process steps should be performed in order although you do not need to complete them on the
same day.

Note: For a new marking period, reset completed grading process steps from the previous marking period. See
Resetting Grading Process Completion Information for a New Reporting Period in this chapter.

1. Open the Grading Control atom.
2. On the Control tab, select Progress or Grading.

3. Inthe Track field (if displayed), select a school track. The process matrix displays
completion information for the selected track.

4. Inthe Complete field for the step that your school completed, click once to display Yes.

The system automatically enters the current date in the Date field but you can type a
different date.

5. Repeat Steps 3 and 4 for each process step that your school completed.
6. Click Save.

7. Click Close to exit from the Grading Control atom.
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Clearing Completed Process Steps

This procedure describes how to clear completion information for individual process steps
during the grading period in progress.

Note: See Resetting Grading Process Steps for a New Reporting Period in this chapter if you are beginning a hew
reporting period.

1. Open the Grading Control atom.
2. On the Control tab, select Progress or Grading.

3. Inthe Track field (if displayed), select a school track. The process matrix displays steps
specific to the selected track.

4. Inthe Complete field for the step from which you want to delete completion information,
click once to clear the Complete and Date fields.

5. Repeat Steps 3 and 4 to clear information for another grading process step.
6. Click Save.

7. Click Close to exit from the Grading Control atom.

Resetting Process Completion Information for a New Reporting Period

1. Open the Grading Control atom.
2. On the Control tab, select Progress or Grading.

3. Inthe Track field (if displayed), select a school track. The process matrix displays
completion information for the selected track.

4. Inthe Reporting Period field, select the new reporting period.

Note: The system does not automatically clear completion information from the last reporting period when you
select a new period.

5. Inthe Complete field for the step with completion information, click once to clear the
Complete and Date fields.

6. Repeat Steps 3 — 5 to reset completion information for another track.

7. Click Close to exit from the Grading Control atom.
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Exporting Process or Grading Reference Data to External Files

You can export process steps with completion information as well as reference steps to files
outside of the SASIxp educational software including .txt, .xls, and .doc file types.

Note: You must create a hew export file (you cannot export data into an existing file).

1.
2.

o o > w

Open the Grading Control atom.

Display the screen with the data that you want to export.

Note: For the Grading Control screen, select a school track if the Track field displays.

From the Data menu, select Export List. The system displays an export window.
Type a file name, including a file extension, for your export file.

Save and close the export window.

Click Close to exit from the Grading Control atom.

Note: You may need to format the data in your export document.
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Grading Control Definition Atom &

The Grading Control Definition atom enables you to define the steps required to complete the
elementary academic grading process as well as define the order in which your school must
perform the grading steps. This atom also enables you to specify reference steps related to
setup and maintenance of the elementary academic grading system.

Grading Control Definition Screen

The Grading Control Definition screen displays information related to elementary academic
grading process and reference steps that your school performs and uses. The information in this
screen determines the process and reference steps that display in the Grading Control atom.

Note: The Grading Control Definition screen contains default information and settings when you install the
Elementary Academic Grading module. Pearson Education Technologies recommends that you review and change
this information to match the grading process at your school so that you can use the Grading Control atom to track
completion of grading process steps.

Grading Control Defimtion |
Ln | Grading Process Description | Atom ID| Atom Part | Atom F‘age| Proc Step| Process T\,pr Inchude
1 Create student subject lists 184 1000 Process Yes E
2 Customize student subject listz 155 1100 Process ez (=]
3 Finalize student subject listz 196 1200 Process Yes
4 Create and print grade scanning sheets | 180 1300 Process Wes
5 Scan marks and comments 140 1400 Process Wes
B Recard marks and comments 192 1500 Process Yes
v Calculate zubject area marks 191 1600 Process Yes
g Calculate final marks 191 1700 Process N
k] Calculate studert sttendance 191 1800 Process N
10 Prirt repart cards 192 1800 Process Yes
11 Print marks and commerts reports 192 2000 Process YEes
12 Transfer marks to academic histary 193 2100 Process Wes
13 Elemerntary Grading Setug 186 3000 Reference YWes
14 Mark Defintions 159 00 Reference Yes
158 Subject Areas 182 3200 Reference Yes
16 Attainment Level Comments 185 3300 Reference Yes |
K | L
g6 records inthe list :

Grading Control Definition Screen Fields

Field Name Description
AEGC File
Ln Line number of the elementary academic grading process or

reference step.

Grading Process Description of the grading process or reference step.
Description (40 alphanumeric characters)
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Field Name Description

Proc Step Order in which the process step or reference step displays in the
Grading Control atom. The lowest number displays first. (6 digits)
Note: By default, the steps are numbered in increments of 100 so that you can
easily add new steps between existing steps.

Include Indicates (Yes/No-blank) whether the process step displays in the

Grading Control atom.

Edit All Data Function Fields
These fields display only when you select the Edit All Data function from the Definition menu.

Atom ID Identification number for the atom or report that opens from the
Grading Control atom.

Atom Part Not implemented. Leave blank when adding new steps.

Atom Page Tab (within the atom specified in the Atom ID field) that displays for

a grading process step or grading reference step from the Grading
Control atom. For example, the number 3 opens the third tab of an
atom.

Process Type

Elementary academic grading step type. The pop-up list displays
system-defined types:

* Process — Step displays on the Grading Control screen (in the
Grading Control atom) to initiate and track completion of grading
process tasks.

» Reference — Step displays on the Grading Reference screen (in
the Grading Control atom) to provide access to data on grading
atom screens.
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Using the Grading Control Definition Atom

These procedures describe how to perform tasks in the Grading Control Definition atom.

Adding Grading Process or Grading Reference Steps

This procedure describes how to use the Grading Control Definition atom to add grading
process steps and grading reference steps that display in the Grading Control atom.

1.
2.

© N o g &

Open the Grading Control Definition atom. The Grading Control Definition screen displays.

From the Definition menu, select Edit All Data. Additional columns display in the grading
process matrix.

From the Data menu, select Add Grading Ctl Def. The system adds a row to the grading
process matrix.

Complete the fields in the matrix row.

Repeat Steps 3 and 4 to add another step.

Click Save.

Click Close to exit from the Grading Control Definition atom.

Open the Grading Control atom and review information there to ensure that steps display
accurately.

Deleting Grading Process or Grading Reference Steps

This procedure describes how to use the Grading Control Definition atom to delete grading
process steps and grading reference steps that display in the Grading Control atom.

1.
2.

© N o g &~ W

Open the Grading Control Definition atom. The Grading Control Definition screen displays.

From the Definition menu, select Edit All Data. Additional columns display in the grading
process matrix.

Select a line number (Ln) to highlight the step that you want to delete.
From the Data menu, select Delete Grading Ctl Def.

Click Save.

Repeat Steps 3 — 5 to delete another step.

Click Close to exit from the Grading Control Definition atom.

Open the Grading Control atom and review information there to ensure that the grading
process and reference steps display accurately.
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Changing the Display Order of Grading Steps

You must use the Grading Control Definition atom to rearrange the order that grading process
and grading reference steps display in the Grading Control atom.

1.
2.

Open the Grading Control Definition atom. The Grading Control Definition screen displays.

In the Proc Step field, type numbers according to the order in which you want steps to
display in the Grading Control atom.

Note: The lowest number displays first. Pearson Education Technologies recommends that you type numbers in
increments of 100 so that you can easily add steps later if necessary.

Click Save.
Click Close to exit from the Grading Control Definition atom.

Open the Grading Control atom and review information there to ensure that the grading
process and reference steps display accurately.
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Elem Grading Setup Atom

The Elem Grading Setup atom enables you to set up and customize significant aspects of the
elementary academic grading system for your school.

The Elem Grading Setup atom consists of seven tabs:

e Setup Options Tab
* Periods Tab

e Marks Tab

«  Work Habits Tab
 Attendance Tab

e Print Order Tab

* Explanation Tab

Setup Options Tab

The Setup Options tab enables you to specify general setup options for the elementary
academic grading system.

e Setup Oplions Elem Grading Setup |
|:| Sehup Oplions I periods | Marks | workHebts | Attendance | Prit Grder | |E|
Report Card Form |Standard - [T U=e District Return Addrezs

[m] U=e Marrative Comments

(W Usze Attainmert Comments

School Messages
|We hope that you will attend parent-teacher conferences scheduled each guarter.

|F‘Iease check the calandar for conference dates.
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Setup Options Tab Fields

Field Name

Description

AERS File

Report Card Form

Default form for the report cards that your school prints. The pop-up
list displays report card forms supported by the system.

Use District Return
Address

A selected checkbox indicates that the district office address prints
as the return address on school correspondence.

A clear checkbox indicates that the school address prints as the
return address on correspondence.

Use Narrative
Comments

A selected checkbox indicates that the system displays the
Narrative Comments tab in the Elementary Grades atom so that
your school can set up and use narrative comments.

Use Attainment
Comments

A selected checkbox indicates that your school uses attainment
comments in conjunction with subject comments.

School Messages

Two separate lines of text that print on every student’s report card.
Typically a school modifies this text for every reporting period. (80
alphanumeric characters)
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Periods Tab

The Periods tab enables you to define up to 15 different reporting periods (for all tracks) during
which your school can collect, calculate, and report marks for students in an academic year.

e Penods Elem Grading Setup |
|:| Setup Options Periods I Marks | wiork Habts | attendance | Print Grder | |E|
Track [& « Currert Period |1«

Report Periods Date Range Terms To Pr

Rt | Report Title Short Title | Starting | Ending I
1 | Period 1 Preii 902301 11002801 ﬁ
2 | Period 2 Pre2 1105101 1Ha02 B
5] | Period 3 Prez 15240102 3529002
4 | Period 4 Pred 4001 102 SS 02
5 |
(=] |
7 |
g |
8 | &

g, T

Periods Tab Fields

Field Name Description

Track Track associated with the data in the reporting periods matrix. The
pop-up list displays tracks defined in the School atom. Displays only
if your school uses tracks.

AERS File

Current Period

Current reporting period within the academic year. The pop-up list
displays reporting period codes in the Rpt field on the reporting
periods matrix.

Note: You must manually set this field during each grade reporting period so that
your school can scan and record marks as well as create or print report cards for
the current reporting period.

Reporting Periods Matrix — AGRP File

Rpt

Numeric code for the reporting period.

Report Title

Descriptive name of the reporting period that prints on reports.
(30 alphanumeric characters)
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Field Name

Description

Short Title

Brief descriptive name of the reporting period that displays in atom
screens and prints on reports when space is limited.
(5 alphanumeric characters)

Starting (Date Range)

Beginning date of the reporting period.

Note: Format is MM/DD/YY or DD/MM/YY, depending on the selection on the
Localization tab of the School atom.

Ending (Date Range)

Ending date of the reporting period.

Note: Format is MM/DD/YY or DD/MM/YY, depending on the selection on the
Localization tab of the School atom.

Terms to Process

Not implemented.

Marks Tab

The Marks tab enables you to define mark titles for which your school awards marks to all
subjects (and subject areas identified to receive marks) in each reporting period. You can also
define mark titles for final marks awarded to each subject.

Mark Deszcriptions Elem Grading Setup |
|:| Setup Options | Perinds Marks | Wiork Habits | Attercance | Print order | |E|
Short Short
Dezcription Title Dezcription Title
Mark Type 1: | Achievement |ACH Mark Type 2. |Effort |EFF
Finai Mark 1:  |Final ACH |FACH  FinalMark 2 |Final EFF |FEFF
[ fudo Average Final Mark [ fudo Average Final Mark
Shrt .&cadJ Final | &lpha f
Mrk | Description Title Per |Hist |Mark [Bumeric
u Achievement ACH 1 Mo Mo Alpba E
2 |effort EFF |1 Mo [Mo  [Alpha B
M Achievement ACH 2 Mo Mo Alpba
& |Effort EFF |2 Mo [Mo  [Alpha
u Achievement ACH 3 Mo Mo Alpba
|6 |Effort EFF |3 Mo [Mo  [Alpha
u Achievement ACH 4 Mo Mo Alpba
@ |effort EFF |4 Mo [Mo  [Alpha
@ |Final ACH FacH |4 Mo [ves |Alpha a3
M Firial EFF FEFF |4 Mo ez | Alpha ]
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Marks Tab Fields

Field Name

Description

Mark Title Fields — AERS

File

Mark Type 1
Description

Descriptive name of the first mark awarded for all subjects in each
period. (12 alphanumeric characters, required)

Mark Type 1 Short

Short title of the first mark awarded for all subjects in each period.

Title The title typically displays on atom screens and prints on reports.
(5 alphanumeric characters, required)

Mark Type 2 Descriptive name of the second mark awarded for all subjects in

Description each period. (12 alphanumeric characters)

Mark Type 2 Short

Short title of the second mark awarded for all subjects in each

Title period. The title typically displays on atom screens and prints on
reports. (5 alphanumeric characters)

Final Mark 1 Descriptive name of the final mark awarded for Mark Type 1.

Description (12 alphanumeric characters)

Final Mark 1 Short
Title

Short title of the final mark awarded for Mark Type 1. The title
typically displays on atom screens and prints on reports.
(5 alphanumeric characters)

Final Mark 2
Description

Descriptive name of the final mark awarded for Mark Type 2.
(12 alphanumeric characters)

Final Mark 2 Short
Title

Short title of the final mark awarded for Mark Type 2. The title
typically displays on atom screens and prints on reports.
(5 alphanumeric characters)

Auto Average Final
Mark

A selected checkbox indicates the system calculates the Final Mark
for the Mark Type. A clear checkbox indicates the system accepts,
but does not calculate, a Final Mark for the Mark Type.

Note: Selecting or clearing these checkboxes restores default settings in user-
defined mark titles matrix fields.

Mark Title Matrix — AERS File

Mrk Numeric code for the mark title awarded in a reporting period.

Description Description of the mark title. (12 alphanumeric characters)

Shrt Title Primary mark title that displays above a mark column in the
Elementary Grades atom and on report cards and other reports. (5
alphanumeric characters)

Per Numeric code for the reporting period to which the mark title

belongs. The pop-up list displays reporting periods defined in the
Elem Grading Setup atom.
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Field Name Description

Acad Hist Indicates (Yes/No) whether the system moves marks earned for the
mark title into a student’s academic history record for printing on
student transcripts and other reports.

Final Mark Indicates (Yes/No) whether the mark title represents a final mark.
Alpha/ Numeric Indicates whether the mark title receives alpha marks or numeric
marks.

Work Habits Tab

The Work Habits tab enables you to define up to 20 work habits for which your school can
award marks to students. Students can receive a mark for each work habit in each reporting
period. You can also specify that students receive a final mark for each work habit. Final work
habit marks can be transferred to student academic history records.

Work habits are comments about student behavior and performance with respect to overall
academic or classroom participation and responsibility.

e Work Habits Elem Grading Setup |
|:| Setup Options | Periods | Marks work Habils | Mtendance | Print Order | |E|
Inziude Final hark |Yes - Tranzfer to academic history |Yes -

Mum| Prirt Orer | Description ' |
]2 Accepts Responsibility E
u ) Caomplies with Eztablizhed Rules =
u 3 Exhikitz Courteous Behavior

u ] Fallowes Through on Assignments

u [+ Listens to and Followes Directions

B s Organizes Material

g 1 Fespects Perzonal and Schoal Property

B 7 Lzes Time Constructively

u 10 Wiorkz and Plays Cooperatively ki
M 4 Exhikits Self Control 1]
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Work Habits Tab Fields

Field Name

Description

AERS File

Include Final Mark

Indicates (Yes/No) whether each work habit receives a final mark in
addition to marks for each reporting period.

Transfer to academic
history

Indicates (Yes/No) whether the system transfers final marks for
work habits to student academic histories. Displays only if Include
Final Mark is Yes.

Work Habits Matrix — AERS File

Num

Line number of the work habit.

Print Order

Order in which work habits print on student report cards and other
grading reports.

Note: Pearson Education Technologies recommends that you assign a unique
print order number to each work habit. Otherwise the system processes work
habits with these results:

e Work habits that share a print order number print alphabetically by the first
letter of their descriptions.

e  Work habits without a print order number print alphabetically by the first letter
of their descriptions after work habits with assigned print order numbers.

Description

Work habit text that prints (exactly as defined) on report cards and
other reports.
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Attendance Tab

The Attendance tab enables you to define up to eight attendance totals that you want to
calculate for each student during the academic year. Each attendance total is associated with
an attendance type that determines what attendance data the system uses to calculate the
attendance total. Attendance totals are values that get calculated based on daily attendance
data (for example, Present, Tardy, Excused, and Unexcused) that a school records for students
during an academic year.

The attendance total in the top attendance definitions matrix print on report cards and display in
the Elementary Grades atom. The attendance totals in the lower academic history attendance
definitions matrix are stored in the AEAA file (they do not print or display anywhere).

Note: See the SASIxp/J Attendance Training Guide for more information about attendance setup in the SASIxp
Attendance module.

= Attendance Elem Grading Setup |

(4] sotpoptions | perioge | Marke | work Habts Aﬂermm' print rcier | [#¥]

Attendance Defintions

Mutm| Descrigtion | Hdig | Hdg2 | Type Duration

u Al Abhsences Al Abs (A&l Absences Year to date

Q All Tardies Al Trdy &l Tardies Year to date

u Days Enrolled  |\Days |Enrl |Days Enrolled Year to date

u Days Presert  |Days |Pres  [Days Present Year to date
Academic History Attendance Definitions

Mum| Heading Twpe JDuratiu:un

u Al Absences Al Absences “ear to date

g Al Tardies Al Tardies “ear to date

u Days Enrolled Days Enrolled “ear to date

u Days Present Days Present “ear to date

Attendance Tab Fields

Field Name Description

Attendance Definitions Matrix — AERS File

Num Line number of the attendance total that calculates for each student
during the academic year.

Description Description of the attendance total. (40 alphanumeric characters)

Hdgl First short title for the attendance total. The system concatenates
Hdg1l and Hdg2 to print on reports. (4 alphanumeric characters)

Copyright © 2000-2003 NCS Pearson, Inc.



26 SASIxp Elementary Academic Grading Reference Guide

Field Name Description

Hdg2 Second short title for the attendance total. The system concatenates
Hdg1l and Hdg2 to print on reports. (4 alphanumeric characters)

Type Attendance type that determines what data gets calculated for the
attendance total. The pop-up list displays system defined types:

« Not Used — No attendance calculations occurs.

« All Absences — Calculates unverified, unexcused, and excused
absences as well as absences for school activities.

« UNV, UNX, and EXC — Calculates unverified, unexcused, and
excused absences.

¢« UNV and UNX — Calculates unverified and unexcused
absences.

e All Tardies — Calculates excused and unexcused tardies.

e Excused Tardies — Calculates excused tardies.

* Unexcused Tardies — Calculates unexcused tardies.

» Days Enrolled — Calculates the number of days the student is
enrolled for the specified duration.

* Days Present — Calculates the number of days the student is
present during the selected duration. (Days Enrolled minus
Excused Absences, Unexcused Absences, and School
Activities).

* Days Present and ACT — Calculates the number of days the
student is present and the days for which the student is
recorded as attending a school activity.

Duration Time during the academic year for which the system calculates the

attendance total. The pop-up list displays system-defined durations:

» Year-to-Date — Calculates attendance from the beginning date
of the first reporting period to the final date of the last reporting
period in the academic year.

e Current Reporting Period — Calculates attendance for the
current reporting period only.

Academic History Attendance Definitions Matrix — AERS File

Num Line number of the attendance total that the system calculates and
stores in the AEAA file.
Heading Description of the attendance total. (40 alphanumeric characters)
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Field Name Description

Type Attendance type that determines what data gets calculated for the

attendance total. The pop-up list displays system-defined types:

Not Used — No attendance calculations occurs.

All Absences — Calculates unverified, unexcused, and excused
absences as well as absences for school activities.

UNV, UNX, and EXC — Calculates unverified, unexcused, and
excused absences.

UNV and UNX — Calculates unverified and unexcused
absences.

All Tardies — Calculates excused and unexcused tardies.
Excused Tardies — Calculates excused tardies.
Unexcused Tardies — Calculates unexcused tardies.

Days Enrolled — Calculates the number of days the student is
enrolled for the specified duration.

Days Present — Calculates the number of days the student is
present during the selected duration. (Days Enrolled minus
Excused Absences, Unexcused Absences, and School
Activities).

Days Present and ACT — Calculates the number of days the
student is present and the days for which the student is
recorded as attending a school activity.

Duration Time during the academic year for which the system calculates the

attendance total. The pop-up list displays system defined durations:

Year-to-Date — Calculates attendance from the beginning date
of the first reporting period to the final date of the selected
reporting period in the academic year.

Current Reporting Period — Calculates attendance for the
current reporting period only.

Copyright © 2000-2003 NCS Pearson, Inc.




28 SASIxp Elementary Academic Grading Reference Guide

Print Order Tab

The Print Order tab enables you to specify the order in which subject areas and comments
(including subject comments, other comments, and narrative comments) print on report cards
and other reports.

-y Elem Grading Setup |

|:| Setup Options | Periods | Marks | workHebits | attendance Prink Order | |E|
Murm | Subject Area J_ urm | Comment Lres J
i an & A Subj Cints by Attsinment En
g Language &rts = u Subj Cmnts wio Ares 1=
u Mathematics M Suhj Cmnts wio Attainment
u Science u Marr Cmnts by Subject
u Social Studies u Marr Cmnts wlo Subject
[E7] Hestth B Gl
u Music u ImtRpt
u Phy=ical Education u Retainedi
I . @ | Retained 2 I
10| =] [0 Crirnce 1]

Print Order Tab Fields

Field Name Description

Subject Area Matrix — AERS File

Num Print order number of the subject area.

Subject Area Subject area associated with the print order number. The pop-up list
displays subject areas defined in the Subject Area atom.

Comment Area Matrix — AERS File

Num Print order number of the subject comment, other comment, or
narrative comment.
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Field Name Description

Comment Area Comment area associated with the print order number. The pop-up

list displays system-defined comment areas:

Subj Cmnts by Attainment — Subject Comments associated
with an Attainment Comment (displays only if your school is set
up to use attainment comments)

Subj Cmnts w/o Area — Subject Comments not associated with
a Subject Area

Subj Cmnts w/o Attainment — Subject Comments not
associated with an Attainment Comment (displays only if your
school is set up to use attainment comments)

Narr Cmnts by Subject — Narrative Comments (recorded in the
Grades atom) associated with a Subject (displays only if your
school is set up to use narrative comments)

Narr Cmnts w/o Subject — Narrative Comments (recorded in
the Grades atom) not associated with a Subject (displays only if
your school is set up to use narrative comments)

Other Comments — All Other Comment Types defined in the
Other Comments Atom
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Explanation Tab

The Explanation tab enables you to define up to 20 sets of explanation text that can print on
student report cards to explain your school’'s marking system or to provide other descriptive
information about report card contents.

Each explanation set can be associated with one or more grade levels, and a student’s grade
level determines which explanation set prints on a report card. Explanation sets contain up to
six lines of descriptive text that print in a fixed-width font so you can maintain columnar
alignment among the text rows.

Note: Explanation text prints on the standard form for Elementary Report Cards (EAGO04).

=& Explanation of Marks

IE' Petiods | Marks

Grade Level i} gl

Elem Grading Setup l
| wiork Habits | Sttendance | Brint Orcer Explanalion ||:|

02 03 04 03 =

Explanstion Set |E0M - E02

w E02 » EQOS + EOZ » E04 - E04

—Explanation Text

Explanation

Explanation Set

Explanation of Marks
A Excellent

B Ahowe Awerage

C Average

I Below Awerage

T Unsatisfactory

0 Dutstanding

G Good

% Satisfactory

N Meeds Improwvement

Explanation Tab Fields

Field Name Description
AERS File
Grade Level Grade level associated with an explanation set. The tab displays

grade levels defined in the School atom.

Explanation Set
(01-20)

Explanation set associated with the designated grade level. The
pop-up list displays twenty system-defined sets (E01-E20). Default
selection is blank.

Note: Text for the selected explanation set prints for all students in the grade level.
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Explanation Text — AERS File

Explanation Set

Code for the set of explanatory text currently displayed in the
explanation matrix. The pop-up list displays twenty system-defined
sets (E01-E20).

Num Line number on which the explanatory text prints in a designated
area on report cards.
Explanation Explanatory text that prints (exactly as defined) in a designated area

on report cards. (60 alphanumeric characters)

Explanation Text in EAGO4

The Elementary Report Card (EAGO04) standard form contains a designated area for printing
explanation text defined in the Elem Grading Setup atom. When you generate standard form
report cards, explanation text prints in the designated area of each report card based on a
student’s grade level. The explanation text prints on report cards in a fixed-width font to maintain
columnar alignment among the text rows.

Elementary Sehool Frogress Reporn
Aegaring Fernd 1000-10M
Amgaang, Mcholes J Suoeni D 101 38 Candsr MW wadd O3
LuEside] Hrdds Bl el ey SES bl “wrael Phire E LS R A g
b Scholeshp Wy Tracher Adame, Ak
Exradipn CRE W 10157 Frincps Oir. Wy Charke
A L Lt U Dutstm=dl
o} T eyl Spnd mncw Reportieg Petiad 1 1 F L | Tres
B ihpwe AraCage B Goad
C LaeTEgs B Satisfaccacy AE B i R 1 1
I E=low Arerage W Heeila DWpEoeremsmt AR T e 1 1
3 - ——]
LT L T T ) rEHT‘" Enmiled 1] 18
| D Frasent [ L]
Suljacis
Huparing Fenced F i | 1 | ] | i I Firal |i=r\-:nr|n] Hend | i | 3 | E | i I Fina

Explanation Text
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Using the Elem Grading Setup Atom

These procedures describe how to perform tasks in the Elem Grading Setup atom.

Setting Up General Grading Options
Open the Elem Grading Setup atom.

Click the Setup Options tab.

Complete the fields in the Setup Options tab.
Click Save.

a > W NoPR

Click Close to exit from the Elem Grading Setup atom.

Defining Reporting Periods for an Academic Year

You can define up to 15 reporting periods for an academic year.
Open the Elem Grading Setup atom.
Click the Periods tab.
In the Track field (if displayed), select a track.

1.
2
3
4. Complete the fields in the reporting periods matrix.
5. Click Save.

6

Click Close to exit from the Elem Grading Setup atom.

Setting the Current Reporting Period

You must manually set the current grade reporting period so that your school can scan and
record marks as well as create and print report cards for the reporting period.

1. Open the Elem Grading Setup atom.
2. Click the Periods tab.

3. Inthe Current Period field, select the current period from the pop-up list.
4. Click Save.
5

Click Close to exit from the Elem Grading Setup atom.
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Defining Mark Titles

Important: You must define reporting periods before you define mark titles.

1.

2
3
4.
5

Open the Elem Grading Setup atom.

Click the Marks tab.

Complete the fields in the mark titles matrix.
Click Save.

Click Close to exit from the Elem Grading Setup atom.

Defining Work Habits

You can define up to 20 work habits that print on student report cards and other reports.

1. Open the Elem Grading Setup atom.

2. Click the Work Habits tab.

3. Complete the fields on the tab.

4. Click Save.

5. Click Close to exit from the Elem Grading Setup atom.

Deleting Work Habits

1. Open the Elem Grading Setup atom.

2. Click the Work Habits tab.

3. In the matrix row of the work habit that you want to remove, delete information from all fields.
Note: The matrix row remains blank until you define another work habit in it.

4. Click Save.

5. Click Close to exit from the Elem Grading Setup atom.

Setting the Print Order for Work Habits

o > w NP

Open the Elem Grading Setup atom.

Click the Work Habits tab.

In the Print Order field for each work habit in the matrix, type a unique print order number.
Click Save.

Click Close to exit from the Elem Grading Setup atom.
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Setting Up for Final Work Habit Marks

Open the Elem Grading Setup atom.
Click the Work Habits tab.

1.
2
3. Inthe Include Final Mark field, select Yes.
4. Click Save.

5

Click Close to exit from the Elem Grading Setup atom.

Setting Up Work Habit Marks to Transfer to Academic History

You can set up the system to transfer final work habit marks to student academic records. Work
habit marks for individual reporting periods do not transfer to academic histories.

1. Open the Elem Grading Setup atom.
2. Click the Work Habits tab.

3. Inthe Include Final Mark field, select Yes. The Transfer to academic history field
displays.

4. Inthe Transfer to academic history field, select Yes.
5. Click Save.

6. Click Close to exit from the Elem Grading Setup atom.

Defining Attendance Totals

You can define up to four attendance totals that calculate during the academic year.
1. Open the Elem Grading Setup atom.

2. Click the Attendance tab.

3. Complete the fields in the attendance definitions matrix.
4. Click Save.
5

Click Close to exit from the Elem Grading Setup atom.

Deleting Attendance Totals

Open the Elem Grading Setup atom.
Click the Attendance tab.

Delete text in the Description, Hdgl, and Hdg2 fields.

1.
2
3
4. Inthe Type field, select Not Used from the pop-up list.
5. Click Save.

6

Click Close to exit from the Elem Grading Setup atom.
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Defining Attendance Totals for the Academic History File

You can define up to four attendance totals that calculate for students during the academic year
to be stored in the Academic History file (AEAA).

1. Open the Elem Grading Setup atom.

2. Click the Attendance tab.

3. Complete the fields in the academic history attendance definitions matrix.
4. Click Save.
5

Click Close to exit from the Elem Grading Setup atom.

Deleting Attendance Totals for the Academic History File

1. Open the Elem Grading Setup atom.

2. Click the Attendance tab.

3. Delete text in the Description field of the attendance total that you want to delete.
4

In the Type field of the attendance total that you want to delete, select Not Used from the
pop-up list.

o

Repeat steps 2 and 3 to delete another attendance total.
6. Click Save.

7. Click Close to exit from the Elem Grading Setup atom.

Setting Print Order for Subject Areas

You can set the print order for a maximum of 20 subject areas. The system prints additional
subject areas in alphabetical order following those with a defined print order.

1. Open the Elem Grading Setup atom.
2. Click the Print Order tab.

3. Complete the fields in the subject area matrix.
4. Click Save.
5

Click Close to exit from the Elem Grading Setup atom.

Setting Print Order for Comments

This procedure sets the print order for a maximum of 20 subject comments, other comments,
and narrative comments.

1. Open the Elem Grading Setup atom.
2. Click the Print Order tab.

3. Complete the fields in the comment area matrix.
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4, Click Save.

5. Click Close to exit from the Elem Grading Setup atom.

Defining Explanation Text for Report Cards

This procedure describes how to define an explanation set with descriptive text that prints on
elementary report cards.

1. Open the Elem Grading Setup atom.
2. Click the Explanation tab.

3. Inthe Explanation Text section, locate the Explanation Set field and select the explanation
set for which you want to define text.

The explanation matrix for the selected explanation set displays.
In the explanation matrix, type text into the rows.
Click Save.

Repeat Steps 3 — 5 to define text for another explanation set.

S A

Click Close to exit from the Grading Setup atom.

Modifying Explanation Text for Report Cards

This procedure describes how to modify text in an explanation set.
1. Open the Elem Grading Setup atom.

2. Click the Explanation tab.

3. Inthe Explanation Text section, locate the Explanation Set field and select the explanation
set with text that you want to modify.

The explanation matrix for the selected explanation set displays.
In the explanation matrix, modify text in any rows.
Click Save.

Repeat Steps 3 — 5 to modify text for another explanation set.

N g k&

Click Close to exit from the Grading Setup atom.

Deleting Explanation Text for Report Cards

This procedure describes how to delete all text from an explanation set.

Note: You can delete all text in an explanation set so that the set is “empty,” but you cannot delete an entire
explanation set from the system.

1. Open the Elem Grading Setup atom.
2. Click the Explanation tab.
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3. Inthe Explanation Text section, locate the Explanation Set field and select the explanation
set with text that you want to delete.

The explanation matrix for the selected explanation set displays.
Delete text in all rows of the explanation matrix.
Click Save.

Repeat Steps 3 — 5 to delete text for another explanation set.

N g &

Click Close to exit from the Elem Grading Setup atom.

Assigning Explanation Text to Grade Levels

This procedure describes how to associate an explanation set with a grade level so that all
students in the grade level receive explanation text on their elementary report cards.

Note: An explanation set may be assigned to multiple grade levels, but a grade level can be associated with only one
explanation set.

Open the Elem Grading Setup atom.
Click the Explanation tab.
In the Explanation Set field beneath any grade level, select an item from the pop-up list.

1
2
3
4. Repeat Step 3 to select an explanation set for another grade level.
5. Click Save.

6

Click Close to exit from the Elem Grading Setup atom.

Removing Explanation Text Assignments from Grade Levels

This procedure describes how to remove an explanation set from assignment to a grade level.
1. Open the Elem Grading Setup atom.

2. Click the Explanation tab.

3. Inthe Explanation Set field beneath any grade level, select the blank item from the pop-up
list.

4. Repeat Step 3 to remove the explanation text assignment from another grade level.
5. Click Save.

6. Click Close to exit from the Elem Grading Setup atom.

Ensuring that Explanation Text does not print for Grade Levels

You have two options to ensure that explanation text does not print for students in a designated
grade level.

» Do not assign the grade level to an explanation set.

« Assign the grade level to an explanation set with no explanation text defined.
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i
L

Mark Definitions Atom

The Mark Definitions atom enables you to define the marks that are awarded to students for
subjects and for work habits. Marks are defined within mark sets that you associate with a mark
type and a grade level range.

Overlapping Settings for Mark Definitions

For mark titles associated with the same mark type, you cannot save a mark title if the grade
range overlaps with the grade range for an existing mark title.

Example

Example 1 — Acceptable
Grade ranges for the same mark type do not overlap.

Title Mark Type Grade Range
Mark Set A Mark Type 1 1-2
Mark Set B Mark Type 1 3-4
Mark Set C Mark Type 1 5-6

Example 2 — Acceptable
Grade ranges for different mark types overlap.

Title Mark Type Grade Range
Mark Set A Mark Type 1 1-3
Mark Set B Mark Type 2 1-3
Mark Set C Work Habits 1-3

Example 3 — Not Acceptable
Grade ranges for the same mark type cannot overlap.

Title Mark Type Grade Range
Mark Set A Mark Type 1 1-4
Mark Set B Mark Type 1 4-6
Mark Set C Mark Type 1 3-5
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Mark Definitions Screen

The Mark Definitions screen enables you to add, modify, or delete the marks associated with a
mark type and grade range.

&  ACH Grades 0-3 Mark Defs [ |
<l Mark Type Grade Range
| Mark Type 1 »+ 00 + - 03
Ln | flark | Scan Mark | hlark Descrigtion | fdark Cutoff | hark “alue 5 Sort Order
1 |D ] Cutstanding 91.0 100.0
2 |G G Good g81.0 0.0
& |S = Satizfactory 1.0 g0.0
) |N il Meeds Improvement oo F0.0
| [
4 Mark Defintions in the list EI |I| I:I

Mark Definitions Screen Fields

Field Name Description

Mark Set Fields — AMDT File

Title Title for the set of marks. (18 alphanumeric characters)

Mark Type Mark type associated with the set of marks. The drop-down list
displays system-defined types:

* Mark Type 1 — First mark awarded for all subjects in each
reporting period. Also, Final Mark awarded for Mark Type 1.

* Mark Type 2 — Second mark awarded for all subjects in each
period. Also, Final Mark awarded for Mark Type 2.

¢ Avgd Final Mark 1 — Final mark calculated by the system for
Mark Type 1.

* Avgd Final Mark 2 — Final mark calculated by the system for
Mark Type 2.

« Work Habits — Marks awarded for work habits.

Grade Range Range of grade levels to which the set of mark definitions applies.
The pop-up list displays grade levels defined in the School atom.
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Field Name

Description

Marks Matrix — AMDD Fil

e

Ln Line number of the mark that belongs to the mark set.
Mark Mark that is awarded to a student for a subject or work habit.
Scan Mark Mark on a grade reporting scan sheet that is equivalent to the

defined mark. The system translates the scan sheet mark to the
defined mark.

Note: Typically this is the same mark that displays in the Mark field unless your
scan form does not include the mark defined in the Mark field.

Mark Description

Description of the mark. (18 alphanumeric characters)

Mark Cutoff

Minimum value required for an averaged final mark or a subject
area mark to receive the alpha mark.

Note: This field is required if you set up the system to automatically average final
grades or if you set up subject areas to receive marks.

Mark Value/Sort Order

Numeric equivalent for the mark used by the system when
alphabetical marks are averaged. Values in this field determine the
sort order of marks in the matrix as well as the display order of
alphabetical marks in pop-up lists and on reports (marks sort
highest to lowest value).

Note: This field is required if you set up the system to automatically average final
grades or if you set up subject areas to receive marks.

Using the Mark Definitions Atom

These procedures describe how to perform tasks in the Mark Definitions atom.

Creating Mark Definition Sets

Click Save.

N oo g M 0w DdPRF

Open the Mark Definitions atom. The Mark Definitions screen displays.
From the Data menu, select Add Mark Definitions.

Complete the mark set fields (above the matrix).

Add marks to the mark set.
Repeat Steps 2 — 5 to create another mark definition set.

Click Close to exit from the Elementary Mark Definitions atom.
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Deleting Mark Definition Sets

o~ W NP

Open the Mark Definitions atom. The Mark Definitions screen displays.
Find the mark set that you want to delete.

From the Data menu, select Delete Mark Definitions.

Repeat Steps 2 and 3 to delete another mark set.

Click Close to exit from the Mark Definitions atom.

Adding Marks to Mark Definition Sets

N oo g M . Dd e

Open the Mark Definitions atom. The Mark Definitions screen displays.
Find the mark definition set to which you want to add a mark.

From the Mark menu, select Add New Mark.

Complete the fields in the marks matrix row.

Repeat Steps 3 and 4 to add another mark to the mark set.

Click Save.

Click Close to exit from the Elementary Mark Definitions atom.

Deleting Marks from Mark Definition Sets

1.

N oo o M w DN

Open the Elementary Mark Definitions atom. The Elementary Mark Definitions screen
displays.

Find the mark definition set from which you want to delete a mark.
Highlight the matrix row of the mark that you want to delete.

From the Mark menu, select Delete Mark.

Repeat Steps 3 and 4 to delete another mark from the mark set.
Click Save.

Click Close to exit from the Elementary Mark Definitions atom.
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Subject Area Atom &

The Subject Area atom enables you to define all of the subjects that your school teaches.
Subjects are organized into common areas of study called subject areas that you create.

Example

The Language Arts subject area might consist of specific subjects including Reading, Spelling, Written
Communication, and Oral Communication.

The Subject Area atom consists of two screens:

* Subject Area Screen
* Subject Detail Screen

Explanation of Subject Area Marks

A subject area mark is awarded to a student based on subject marks that the student earns for
designated subjects belonging to the subject area.

Example

Your school determines that students receive a Language Arts subject area mark based on marks earned for
Spelling and Reading subjects in the Language Arts subject area. If a student earns a B in both Spelling and
Reading, then the student also receives a B for the Language Arts subject area.

Subject areas receive the same number of marks and mark types that all subjects receive.

Example

If you define Mark Type 1 and Mark Type 2 in the Elem Grading Setup atom, then all subjects and subject areas can
receive two marks for each reporting period.

Students can receive marks for each subject to which they are assigned. Since you cannot
assign students to subject areas, students receive a subject area mark if both of these
conditions are true with respect to any subject area:

* The subject area is set up to receive marks. (See Setting Up Subject Areas to Receive
Marks in this chapter).

» The student earns marks for subjects designated to average into the subject area mark.
(See Designating Subjects to Average into a Subject Area Mark in this chapter).

Copyright © 2000-2003 NCS Pearson, Inc.



SASIxp Elementary Academic Grading Reference Guide 43

Subject Area Screen

The Subject Area screen displays information about a particular subject area, and also displays
a matrix of all subjects defined within the subject area.

w=f Language Arts Subject Area |
Subject Area A Title Ares Mark
|L.ﬂ~ Language &rts Yes -
Ln | ICx | Title Long Title Average J TermJ Prirt on Reports
1 LA100 Reading Reading Yes Yes
2 |La200  |Speling Spelling Yes Yes
3 |LA300  |OralComm Oral Communication Yes Yes
4 1LA4a00  AritComm Wiritten Communication Yes Yes
K | BT
4 Subjects in the list EI EI I:

Tip: Double-click the line number (Ln) of any matrix row to display the Subject Detail screen for a specific subject.

Subject Area Screen Fields

Field Name Description

Subject Area Fields — ASBM File

Subject Area Code for the subject area. (4 alphanumeric characters)
Title Descriptive name of the subject area. (40 alphanumeric characters)
Area Mark Indicates (Yes/No) whether students receive a mark for the subject

area. The subject area mark is based on marks that students
receive for subjects within the subject area. The default value is No.

Subject Matrix — ASBJ File

Ln Line number of the subject defined within the subject area.
ID Identification code for the subject. (8 alphanumeric characters)
Title Brief descriptive name for the subject that prints on reports when

space is limited. (18 alphanumeric characters)

Long Title Longer descriptive name for the subject that prints on reports.
(40 alphanumeric characters)
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Field Name

Description

Average

Indicates (Yes/No) whether marks for the subject are used to
calculate an overall mark for the subject area.

Note: The system averages the subject mark into the subject area mark only if the
subject area is set up to receive subject area marks. See Setting Up Subject Areas
to Receive Marks in this chapter.

Term

Academic term during which the subject is taught. The pop-up list
displays system-defined terms.

Print on Reports

Indicates (Yes/No) whether the subject prints on student mark
reports and transcripts.

Print Order

Order in which the subject prints beneath its subject area on student
reports and transcripts.

Subject Detail Screen

The Subject Detail screen enables you to view, record, and modify information about specific
subjects defined within a subject area.

e Language Arts Subject Detail E |
Subject I [Lad100 Title  |Reading =
Long Title |Resding Skils and Development

Subject Ares |Language Ars
Subject Type  [Core Subject v Term v
Lowe Grade Level -
State D 1 | High Grade Level -
State D 2 | Averagein Mark  |Yes -

Al 1D 1 |
At D2 | Ptirt on Reports ez -
Gender Restriction |No Restriction Print Order {1 ¥

Tip: Use the multi-record selection bar (at the right of the screen) to display detail screens for different subjects within

the subject area.
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Subject Detail Screen Fields

Field Name

Description

Subject Fields — ASBJ File

Subject ID Identification code for the subject. (8 alphanumeric characters)

Title Brief descriptive name for the subject that prints on reports when
space is limited. (18 alphanumeric characters)

Long Title Longer descriptive name for the subject that prints on reports.

(40 alphanumeric characters)

Subject Area

Subject area to which the subject belongs.

Subject Type

Elementary grade reporting subject type. The pop-up list displays
system-defined items:

e CORE - Core Subject (default)
e« SPEC - Special Subject
e PULL — Pull Out Class

Default Teacher

Teacher responsible for awarding marks to students enrolled in the
subject. Displays only when the Subject Type field indicates a
Special Subject or Pull Out Class.

* Blank — Student’s homeroom teacher is responsible for
awarding marks for the subject.

» Teacher Name — Displayed teacher is responsible for awarding
marks to all students who are assigned to the subject
(regardless of the student’s homeroom teacher).

Note: This field does not display for core subjects because numerous teachers
typically teach core subjects.

StateID1& 2 Identification numbers assigned to the subject by the state in which
the school resides. (10 alphanumeric numbers)
AltID1&2 Alternate identification numbers assigned to the subject by the

school. (8 alphanumeric numbers)

Gender Restriction

Gender restriction status for the subject.
* No Restriction: Any student may enroll in the subject. (default)

* F - Female Only: Only female students may enroll in the
subject.

* M- Male Only: Only male students may enroll in the subject.

Note: This is an informational field that does not affect system operations. For
example, the system does not prevent you from enrolling male students in subjects
with a Female Only gender restriction.

Term

Academic term during which the subject is taught. The pop-up list
displays system-defined terms.
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Field Name

Description

Low Grade Level

Lowest grade level permitted to enroll in the subject. The pop-up list
displays grade levels defined in the School atom.

Note: This is an informational field that does not affect system operations. For
example, the system does not prevent you from enrolling first graders in subjects
marked with a second grade level minimum.

High Grade Level

Highest grade level permitted to enroll in the subject. The pop-up list
displays grade levels defined in the School atom.

Note: This is an informational field that does not affect system operations. For
example, the system does not prevent you from enrolling sixth graders in subjects
marked with a fifth grade level maximum.

Average in Mark

Indicates (Yes/No) whether marks for the subject are used to
calculate an overall mark for the subject area. The default value
is No.

Note: The system averages the subject mark into the subject area mark only if the
subject area is set up to receive subject area marks. See Setting Up Subject Areas
to Receive Marks in this chapter.

Print on Reports

Indicates (Yes/No) whether the subject prints on student mark
reports and transcripts. The default value is Yes.

Print Order

Order in which the subject prints beneath its subject area on student
reports and transcripts. Displays only when the Print on Reports
field value is Yes.

Using the Subject

These procedures describe

Creating Subject Areas

Area Atom

how to perform tasks in the Subject Area atom.

This procedure describes how to create subject areas in which you can define subjects.

Open the Subject Area atom. The Subject Area screen displays.

From the Data menu, select Add Subject Area.

Complete the subject area fields.

Repeat Steps 2 — 4 to add another subject area.

1
2
3
4. Click Save.
5
6

Click Close to exit from

the Subject Area atom.
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Deleting Subject Areas

This procedure describes how to delete subject areas in which subjects are defined.

Important: When you delete a subject area, all subjects defined within the subject area are also deleted from the
system.

Note: You cannot delete a subject area if it is stored in, or referenced by, any EAG file (with the exception of
academic history files).

1. Open the Subject Area atom. The Subject Area screen displays.
2. Find the Subject Area that you want to delete.

3. From the Data menu, select Delete Subject Area.

4. Repeat Steps 2 and 3 to delete another subject area.
5

Click Close to exit from the Subject Area atom.

Adding Subjects to Subject Areas

This procedure describes how to define subjects within subject areas.

Open the Subject Area atom. The Subject Area screen displays.

Find the subject area to which you want to add a subject.

From the Subject menu, select Add Subject. The Subject Detail screen displays.
Complete the fields in the Subject Detail screen.

Click Save.

Repeat Steps 3 — 5 to add another subject.

N oo g b~ w Ddhd e

Click Close to exit from the Subject Detail screen. The system returns to the Subject Area
screen.

8. Click Close to exit from the Subject Area atom.

Deleting Subjects from Subject Areas

This procedure describes how to delete subjects from subject areas.

Note: You cannot delete a subject if it is stored in, or referenced by, any EAG file (with the exception of academic
history files).

1. Open the Subject Area atom. The Subject Area screen displays.

2. Find the subject area with the subject that you want to delete.

3. Click a line number (Ln) to highlight the subject record that you want to delete.
4. From the Subject menu, select Delete Subject.
5

Click Save.
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6.
7.

Repeat Steps 2 — 5 to delete another subject.

Click Close to exit from the Subject Area atom.

Setting Up Subject Areas to Receive Marks

This procedure describes how to set up a subject area to receive marks.

Note: The system calculates subject area marks when you run the Average Grades operation.

1
2
3
4.
5
6

Open the Subject Area atom. The Subject Area screen displays.
Find the subject area that you want to receive marks.

In the Area Mark field, select Yes.

Click Save.

Designate subjects that average into the subject area mark.

Click Close to exit from the Subject Area atom.

Designating Subjects that Average into a Subject Area Mark

This procedure describes how to set up a subject to average into a subject area.

Note: A subject area must be set up to receive marks for a subject to average into it. See Setting Up Subject Areas to
Receive Marks in this chapter.

1.
2.

N g &

o

Open the Subject Area atom. The Subject Area screen displays.
Find the subject area that you want to receive a mark.

Double-click the line number of the subject that you want to average into the subject area
mark. The Subject Detail screen displays.

In the Average in Mark field, select Yes. The Weight for Average field displays.
In the Weight for Average field, type a weight for the mark.
Click Save.

Click Close to exit from the Subject Detail screen. The system returns to the Subject Area
screen.

Repeat Steps 3 — 7 to average another subject into the subject area mark.

Click Close to exit from the Subject Area atom.
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Attainment Comments Atom

The Attainment Comments atom enables you to maintain attainment comments that precede
subject comments on student report cards and other reports. Attainment comments are general
statements of progress that preface more specific subject comments related to student
performance and development.

Purpose and Use of Attainment Comments

Schools typically use attainment comments in conjunction with subject comments to provide a
better explanation of a student’s performance progress or development requirements.

Examples

Katie is learning to attainment comment

» place events in chronological order. (Social Studies) subject comment associated with the Social Studies subject
area

Katie needs to learn attainment comment
» read silently for appropriate periods of time. (Language Arts) subject comment associated with the Language
Arts subject area

Katie continues to attainment comment
. understand and exhibit individual responsibility. subject comment not associated with a subject area

Attainment comments always preface subject comments (they are never used alone). However,
you do not have to preface every subject comment with an attainment comment. In the Subject
Comments atom, your school has the opportunity to determine whether individual subject
comments are prefaced by attainment comments.

Setting Up the System to Use Attainment Comments
Open the Grading Setup atom.

Display the Setup Options screen.

Select the Use Attainment Comments checkbox.

Click Save.

Click Close to exit from the Grading Setup atom.

Define attainment comments in the Attainment Comments atom.

N oo o & w Dd o

Add subject comments (and indicate whether they require attainment comments) in the
Subject Comments atom.
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Attainment Comments Screen

The Attainment Comments screen enables you to define up to six attainment comments that
can preface subject comments.

=

Attainment Comments |
Prefix
|First Mame -

Ln | Code | Description

e
2 s
ac
& o
5 e
5 |

has learned to

iz learning to
cortinues ta learn to
needs ta learn to
has not learned to

Attainment Comments Screen Fields

Field Name Description
AACM File
Prefix Text that identifies a student and immediately precedes each

attainment comment on report cards and other reports. The pop-up
list displays system-defined items:

. None — (default) No hame precedes the comment.

. First Name — Student’s first name precedes the comment.

. Nickname — Student’s nickname precedes the comment.

. Other Name — Student’s alias name precedes the comment.
. Pronoun — Pronoun “He” or “She” precedes the comment

depending on the gender of the student.

EXAMPLE: If you select First Name for student Katie Prost and
assign her attainment comment has learned to, then the phrase
Katie has learned to prints on report cards and other reports.

Note: Pronouns are always capitalized in attainment comments. Other prefixes
display exactly as they are recorded in the Student atom.
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Field Name Description

Attainment Comments Matrix — AACM File

Ln Line number of the attainment comment. The matrix accepts up to
Six comments.

Code Identification code of the attainment comment.
(1 alphabetical character)

Description Attainment comment text that prints on student report cards and

other reports. (40 alphanumeric characters).

Note: The printed text may be preceded by a student name or pronoun not
displayed in this field (see the Prefix field). Otherwise, the attainment comment
prints exactly as it displays here including any capitalization and punctuation.

Using the Attainment Comments Atom

These procedures describe how to perform functions in the Attainment Comments atom.

Defining Attainment Comments

You can define a maximum of 6 attainment comments.

1.

2
3.
4

Open the Attainment Comments atom. The Attainment Comments screen displays.
Complete the fields on the Attainment Comments screen.
Click Save.

Click Close to exit from the Attainment Comments atom.

Deleting Attainment Comments

1.
2.

Open the Attainment Comments atom. The Attainment Comments screen displays.

In the attainment comments matrix, delete all text in the row of the attainment comment that
you want to delete.

Click Save.

Click Close to exit from the Attainment Comments atom.
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Subject Comments Atom

The Subject Comments atom enables you to maintain subject comments that teachers can
assign to students during an academic year. Subject comments are organized within subject
comment areas that you create.

Subject Comments Purpose and Use

Subject comments are statements that describe student performance or behavior. They are
typically associated with subject areas to communicate academic progress and development.
Subject comments that are not associated with subject areas typically describe a student’s
citizenship skills, study skills, and personal development.

Examples

You might create a subject comment area entitled Reading that consists of performance comments related to the
Reading subject. If the Reading subject belongs within the Language Arts subject area, then you would associate
the Reading subject comment area with the Language Arts subject area.

You might create a subject comment area entitled General Comments consisting of generic performance comments
that are not related to any specific subject. You can choose not to associate the General Comments comment area
with any subject area since you might want to apply the generic performance comments to any defined subject area.

Subject comments can be prefaced by attainment comments. See Purpose and Use of
Attainment Comments in this chapter for more information.

Subject Comments Screen

The Subject Comments screen displays information about a particular subject comment area,
and displays a matrix of all subject comments defined within the subject comment area.

Art - General Subject Comments |
Comment Area Title <l Subject Sres Prefiz
|41 - General At - Mone -
Ln | Code Attainment J Comment Text
1 2500 e act responsibly when handling st tools or materials.
2 |25M e develop skills when working with media.
3 | 2502 e identify materialz and technigues used by artists.
4 12503 Yes respond crestively and critically when making art.
5 | 2504 Yes recognize styles of art.
B 2505 Yes connect perzonal experiences with art content.
§ | 2506 Yes uze an art vocabulary to describe art objects.
& 2507 Mo Your child enjoys and apprecistes art.
Comments in the list EI m I:I
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Subject Comments Screen Fields

Field Name Description

Subject Comment Area Fields — ASCM File

Comment Area Title Descriptive name of the subject comment area.
(40 alphanumeric characters)

Subject Area Subject area to which the subject comment area applies. The pop-
up list displays subject areas defined in the Subject Area atom.

Prefix Text that identifies a student and immediately precedes subject
comments (including their attainment codes if assigned) on report
cards and other reports. The pop-up list displays system-defined
items:

*« None — No name precedes the comment.

e First Name — The student’s first name (as defined in the
Student atom) precedes the comment.

* Nickname — The student’s nickname (as defined in the Student
atom) precedes the comment.

» Other Name — The student’s alias name (as defined in the
Student atom) precedes the comment.

e Pronoun — The pronoun “He" or “She” precedes the comment
depending on the gender of the student.

EXAMPLE: If you select First Name for student Katie Prost and
assign her attainment comment recognizes styles of art; the phrase
Katie recognizes styles of art prints on report cards and other
reports.

Notes:
Pronouns are always capitalized in subject comments. Other prefixes display
exactly as they are recorded in the Student atom.

If a subject comment has an attainment code, the attainment code prefix (if
assigned) overrides this prefix.

Subject Comments Matrix — ASCO File

Ln Line number of the subject comment that belongs to the comment
area.

Code Identification code for the subject comment. (6 alphanumeric
characters)

Note: This number cannot be duplicated within, or among, subject comment areas.
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Field Name Description
Attainment Indicates whether the subject comment requires an attainment
comment.

* Yes — The subject comment requires an attainment comment.

« No — The subject comment does not require an attainment
comment.

¢ Either — The subject comment can accept an attainment
comment, but an attainment comment is not required.

Comment Text Subject comment text that prints on student report cards and other
reports. (100 alphanumeric characters)

Using the Subject Comments Atom

These procedures provide instructions for performing functions in the Subject Comments atom.

Creating Subject Comment Areas

Open the Subject Comments atom. The Subject Comments screen displays.
From the Data menu, select Add Comment Area.

Complete the subject comment area fields.

Click Save.

Repeat Steps 2 — 4 to create another subject comment area.

o o > w DN RE

Click Close to exit from the Subject Comments atom.

Deleting Subject Comment Areas

Open the Subject Comments atom. The Subject Comments screen displays.
Find the subject comment area that you want to delete.
From the Data menu, select Delete Comment Area.

Repeat Steps 2 and 3 to delete another subject comment area.

a > w nhoRE

Click Close to exit from the Subject Comment atom.
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Adding Subject Comments to Subject Comment Areas

You must define subject comments within existing subject comment areas.

N o g M w DdRE

Open the Subject Comments atom. The Subject Comments screen displays.

Find the subject comment area to which you want to add a subject comment.
From the Comment menu, select Add Comment.

Complete the fields in the subject comment matrix row.

Click Save.

Repeat Steps 3 — 5 to add another subject comment to the subject comment area.

Click Close to exit from the Subject Comments atom.

Deleting Subject Comments from Subject Comment Areas

N oo g M w D RE

Open the Subject Comments atom. The Subject Comments screen displays.

Find the subject comment area from which you want to delete a subject comment.
Select the subject comment row that you want to delete.

From the Data menu, select Delete Comment.

Click Save.

Repeat Steps 3 — 5 to delete another subject comment from the subject comment area.

Click Close to exit from the Subject Comments atom.

Prefacing Subject Comments with Attainment Comments

You must set up the system to use attainment comments before attainment comments can
preface subject comments.

1.
2.

Open the Subject Comments atom. The Subject Comments screen displays.

Find the comment area that includes subject comments that you want to preface with
attainment comments.

In the Attainment field for each subject comment that you want to preface with an
attainment comment, select Yes.

Click Save.

Click Close to exit from the Subject Comments atom.
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Other Comments Atom

The Other Comments atom enables you to maintain comments, other than subject comments,
that teachers can assign to students during a reporting period. These comments are organized
into comment areas that are associated with a scan grouping. Four scan groupings are
available for defining other comments:

» Grade Level Comments — Indicate how students are performing with respect to grade level
expectations.

* Conference Comments — Indicate teacher requests for conferences with parents or
guardians.

« Retained Comments — Indicate that students could be, or have been, retained for an
academic term.

* Interim Report Comments — Indicate that a student received a report outside of the typical
reporting cycle.

Overlapping Settings for Other Comment Areas

For comment areas associated with the same scan grouping, you cannot save a comment area
if at least one grade level and at least one reporting period both overlap with settings for an
existing comment area.

Examples

Example 1 — Acceptable
Although grade levels overlap, reporting periods do not overlap.

Comment Area Scan Grouping Grade Range Period Range
Area A Conference 1-3 1-2
Area B Conference 1-3 3-4

Example 2 — Acceptable
Although reporting periods overlap, grade levels do not overlap.

Comment Area Scan Grouping Grade Range Period Range
Area A Conference 1-3 1-4
Area B Conference 4-6 2-3

Example 3 — Not Acceptable
Both grade levels and reporting periods overlap.

Comment Area Scan Grouping Grade Range Period Range
Area A Conference 1-4 1-2
Area B Conference 4-6 2-4
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Other Comments Screen

The Other Comments screen enables you to view and create other comment areas associated
with scan groupings. The matrix also enables you to view, record, and modify other comments
within another comment area.

=f All Grades Other Comments |
Comment Ares A Scan Grouping zd Range Prefix R Pd Range
|.&II Grades Grade Level w* 00« - 06 + First Mame * 1 =-4 -

Ln | Cu:ude| Comment Text

U AL consistertly exceeds grade level expectations in Language Atz and Math.

u AR |consigtently exceeds grade level expectations in Language &= and has not yet met o
u A |conzigtently excesds grade level expectations in Language Ars and usually mests gre
u BA  |has not yet met grade level expectations in Languade &s and consistently exceeds o
u BB |hasz not yvet met grade level expectations in Language Atz and Math.

u B |has not yet met grade level expectations in Languade & and usually meets grade les
u 08 |uzually meets grade level expectations in Language Arts and consistently excesds gre
u OB |uzually meets grade level expectations in Language Avts and has not vet met grade les
u 00 |usually meets grade level expectations in Language A= and Math.

|
| =

9 Commerts in the list E III :

Other Comments Screen Fields

Field Name Description

Other Comment Area Fields — AOCM File

Comment Area Description or title of the comments belonging to the other comment
area. (10 alphanumeric characters)

Scan Grouping Scan grouping category of the other comment area. The pop-up list
displays system-defined scan groupings:

* Grade Level
* Conference
* Retained

e Interim Rpt

Gd Range Range of applicable student grade levels for comment assignment.
The pop-up list displays grade levels defined in the School atom.
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Field Name

Description

Prefix

Text that identifies a student and immediately precedes the
comment on report cards and other reports. The
pop-up list displays system-defined items:

« None — No name precedes the comment.
e First Name — Student’s first name precedes the comment.

¢ Nickname — Student’s nickname precedes the comment. If no
nickname exists, a pronoun precedes the comment.

e Other Name — Student’s alias precedes the comment. If no
alias exists, a pronoun precedes the comment.

¢ Pronoun — Pronoun “He” or “She” precedes the comment
depending on the student’s gender.

EXAMPLE: If you select First Name for student Katie Prost and
assign her the attainment comment consistently exceeds grade
level expectations, then the phrase Katie consistently exceeds
grade level expectations prints on report cards and other reports.

Note: Pronouns are always capitalized in comments. Other prefixes display exactly
as they are recorded in the Student atom.

Rp Pd Range

Range of applicable reporting periods for comment assignment. The
pop-up list displays the reporting periods defined in the Grading
Setup atom.

Other Comment Matrix —

AOCS File

Ln

Line number of the comment belonging to the other comment area.

Code

Code for the other comment. (2 alphanumeric characters)

Comment Text

Other comment text that prints on student report cards and other
reports. (100 alphanumeric characters)

Using the Other Comments Atom

These procedures provide instructions for performing functions in the Other Comments atom.

Creating Other Comment Areas

This procedure describes how to create comment areas for organizing comments associated
with any of the four scan groupings.

1. Open the Other Comments atom. The Other Comments screen displays.

2. From the Data menu, select Add Other Comment.

3. Complete the other comment area fields.
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4,
5.
6.

Click Save.
Repeat Steps 2 — 4 to add another comment area.

Click Close to exit from the Other Comments atom.

Deleting Other Comment Areas

o g > w Nh e

Open the Other Comments atom. The Other Comments screen displays.
Find the other comment area that you want to delete.

From the Data menu, select Delete Other Comment.

Click Save (or OK).

Repeat Steps 2 — 4 to delete another comment area.

Click Close to exit from the Other Comments atom.

Adding Other Comments to Other Comment Areas

N oo g M w D RE

Open the Other Comments atom. The Other Comments screen displays.
Find the other comment area to which you want to add a comment.
From the Comment menu, select Add Comment.

Complete the fields in the other comment matrix row.

Click Save.

Repeat Steps 3 — 5 to add another comment to the comment area.

Click Close to exit from the Other Comment atom.

Deleting Other Comments from Other Comment Areas

N oo g ~ w DR

Open the Other Comments atom. The Other Comments screen displays.
Find the other comment area from which you want to delete a comment.
Select the matrix row with the other comment that you want to delete.
From the Comment menu, select Delete Comment.

Click Save (or OK).

Repeat Steps 3 — 5 to delete another comment from the comment area.

Click Close to exit from the Other Comments atom.
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Master Templates Atom

The Master Templates atom enables you to create master templates, which are standard lists of
subjects that schools use to create individual teacher templates. This atom enables you to
create and update teacher templates based on information in master templates.

Master Templates Screen

The Master Templates screen enables you to view, add, and delete subjects that are included in
a particular master template. Master templates contain up to 99 subjects. The screen also
displays the teachers who are associated with the template.

Note: A teacher template has not necessarily been created for teachers who are associated with a master template.
You must perform a Creating or Updating Teacher Templates procedure in this chapter to create teacher templates
based on the teacher associations with master templates.

= Mazter Templates |

Template Title il Lowe Grade High Grade
[MT134 Grades Levels 1- 3 |0 - o3
Teacher Lookup lﬁ
Ln | Subject J Ares | Tvpe | Teacher J Term J Ln | 10 | Matme |
A Speling L& |CORE ‘ear 4] 121 Aulders, C.
7 |Reading L& |CORE ‘ear =l E165  |DeGrasso, G
EoralComm L& |CORE ‘ear F7s  |Rastile, B.
@ wiritComm L& |CORE ‘ear ]
= ART |SPEC |Ambriette, T ‘ear ]
B | Heatth HLTH |SPEC |Meninke, &. ‘ear ]
[F  sth WATH | CORE ‘ear ]
@] Science  |SCI |CORE ‘ear ]
@ socstudy S5 |CORE Year e
[0 2pprecistionMUS - |SPEC |Harmon, E. Year e
[ In=trumental (MUS  |SPEC |Underwood, 5. Year 2
[I20| PhysEd PE SPEC |Kinslet, M. Year = @

[ & [ [ Close_

Tip: Double-click the line number (Ln) of any teacher in the teacher matrix to display the teacher’s template. (If a
blank teacher template displays, then a template has not been created for the teacher).
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Master Template Screen Fields

Field Name

Description

Master Template Fields — AMTM File

Template Title

Name or description of the master template. (40 alphanumeric
characters)

Low Grade Lowest grade level for which the template is applicable. The pop-up
list displays grade levels defined in the School atom.
High Grade Highest grade level for which the template is applicable. The pop-up

list displays grade levels defined in the School atom.

Subject Matrix - AMTM File

Ln Line number of the subject included in the master template.

Subject Short title of the subject to include in the master template. The pop-
up list displays subjects defined in the Subject Area atom.

Area Subject area in which the subject belongs.

Type Elementary academic grading subject type.

Teacher Teacher responsible for awarding marks for the subject. The pop-up
list displays teacher names defined in the Teacher atom. A blank
field indicates that homeroom teachers award marks for the subject.
Note: Core subjects typically do not have default teachers because homeroom
teachers teach them within homerooms. Pull-out and special classes are more
likely to specify a default teacher because the homeroom teacher typically does not
teach pull-out or special classes.

Term Academic term during which the subject is taught. The pop-up list

displays system-defined terms. Defaults to the term selected for the
subject in the Subject Area atom.

Teacher Matrix — AMTT Fi

ile

Ln Line number of the teacher assigned to the master template.
Double-click the line number to display the teacher’s template in the
Teacher Template atom.

ID Identification number of the teacher assigned to the master
template.

Name Name of the teacher assigned to the master template.
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Using the Master Template Atom

These procedures describe how to perform tasks in the Master Templates atom.

Adding Master Templates

Open the Master Templates atom. The Master Templates screen displays.
From the Data menu, select Add Master Templates.

Complete the master template fields (above the matrices).

Click Save.

a > w dh PR

Add subjects to the master template by completing a subject matrix row for each subject that
you want to add.

Note: A subject can be included only once in a master template.
6. Click Save.

7. Associate teachers with the master template.

8. Click Save.

9. Repeat Steps 2 — 8 to add another master template.

10. Click Close to exit from the Master Templates atom.

Deleting Master Templates

Open the Master Templates atom. The Master Templates screen displays.
Find the master template that you want to delete.
From the Data menu, select Delete Master Templates.

Repeat Steps 2 and 3 to delete another master template.

T

Click Close to exit from the Master Templates atom.

Adding Subjects to Master Templates

Open the Master Templates atom. The Master Templates screen displays.

Find the master template to which you want to add a subject.

Complete the fields in a subject matrix row.

Repeat step 3 until the master template includes all subjects that you want to add.

Click Save.

© g > w nhoE

Click Close to exit from the Master Templates atom.
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Deleting Subjects from Master Templates

1. Open the Master Templates atom. The Master Templates screen displays.
2. Find the master template from which you want to delete a subject.

3. Inthe Subject field for each subject row that you want to delete, select the blank item from
the pop-up list.

4, Click Save.

5. Click Close to exit from the Master Templates atom.

Associating Teachers with Master Templates

1. Open the Master Templates atom. The Master Templates screen displays.
2. Find the master template with which you want to associate teachers.

3. Complete the teacher matrix fields using the Teacher Lookup feature. (Click the Teacher
Lookup fast access button).

4. Click Save.

5. Click Close to exit from the Master Templates atom.

Note: See Creating or Updating Teacher Templates for All Teachers or Creating or Updating Teacher Templates for
Selected Teachers in this chapter to create teacher templates based on teacher associations with master templates.

Creating or Updating Teacher Templates for All Teachers

This procedure describes how to create or update templates for every teacher who is
associated with a master template.

Warning: The Create Teacher Template function deletes all existing teacher templates then creates new teacher
templates. Typically your school uses this function at the beginning of each new school year when all teachers need
new templates.

See Creating or Updating Teacher Templates for Selected Teachers in this chapter when you want to create
templates, or update existing templates, for a selected group of teachers.

1. Open the Master Templates atom. The Master Templates screen displays.

2. Ensure that the teacher matrix for each master template displays the teachers for whom you
want to create teacher templates.

3. From the Templates menu, select Create Teacher Templates. The systems displays a
warning message:

Proceeding will delete all previously defined Teacher Tenplates. Continue?

4. Click OK.

5. Click Close to exit from the Master Templates atom.
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Creating or Updating Teacher Templates for Selected Teachers

This procedure describes how to create or update templates for teachers that you select.

Note: See Creating or Updating Teacher Templates for All Teachers in this chapter if you want to affect all teachers.

1.
2.

Open the Master Templates atom. The Master Templates screen displays.

Find the template that includes the teachers for whom you want to create or update
templates.

In the teacher matrix, select the row of each teacher for whom you want to create or update
templates.

From the Templates menu, select Update Selected Teachers.

Repeat Steps 2 — 4 to create or update templates for teachers associated with a different
master template.

Click Close to exit from the Master Templates atom.
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Teacher Templates Atom @

The Teacher Templates atom enables you to view and customize individual homeroom teacher
templates that you create based on master templates in the Master Templates atom.

This atom also includes Apply Teacher Template functions on the Templates menu that enable
you to add subjects on a homeroom teacher’s template directly to the grading files of students
assigned to the homeroom teacher.

* Apply ALL - For every homeroom teacher template that has been created, students
assigned to a homeroom teacher receive the subjects on their teacher’s template.

* Apply Displayed — For the homeroom teacher template that displays in the Teacher
Templates screen, students assigned to the homeroom teacher receive the subjects on their
teacher’s template.

* Apply Special — Students in a selected grade level or who are assigned to a selected
homeroom teacher receive the subjects on their homeroom teacher’s template.

Note: This atom includes Apply Teacher Template procedures that are part of the EAG module’s subject assignment
capability described further in the chapter entitled Subject Assignment Overview.

Teacher Templates Screen

The Teacher Templates screen enables you to view, add, and delete the subjects on an
individual homeroom teacher’'s template. Teacher templates can contain up to 99 subjects.

s Teacher Templates |

Teacher Mame <l Mazter Template Title

|Auiders, Cartie [MT134 Grades Levels 1- 3
Ln | Subject J Area | Type | Teacher J Term J
uSpelling LA, CORE [&Aulders, C. ' ear E
MReading LA, CORE [&Aulders, C. ' ear B
uOIraICDmm LA, CORE [&Aulders, C. ' ear
uu“-.l'r'rtCn:-mm LA, CORE [&Aulders, C. ' ear
uﬂ.rt ART |SPEC | Ambriette, T. Year
uHearth HLTH |[ZPEC |Meninke, &. ' ear
u Math MATH |CORE | Aulders, C. ' ear
uScience =l CORE [&Aulders, C. ' ear
uSDCS‘tud? SE CORE [&Aulders, C. ' ear
M.ﬂ.ppreciaﬂan MU= [SPEC |Harmon, E. ' ear
M Imstrumental (MUS  [SPEC | Underwood, =, ' ear ki
MF‘h‘fsEd FE SPEC |Kinslet, M. ' ear =

[0 [ [ [ Close
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Teacher Template Screen Fields

Field Name

Description

Teacher Name

Name of the teacher for whom a template exists.

Master Template Title

Title of the master template used to create the teacher template.

Subject Matrix — AETT File

Ln Line number of the subject included in the teacher template.

Subject Subject included in the teacher template. The pop-up list displays
subjects defined in the Subject Area atom.

Area Subject area in which the subject belongs.

Type Elementary academic grading subject type.

Teacher Teacher responsible for awarding marks for the subject. The pop-up
list displays teacher names defined in the Teacher atom.
This field typically defaults to the teacher to whom the template
belongs because homeroom teachers provide instruction for most
subjects on their individual templates. If the master template used to
create the teacher template specified a teacher name, then the
specified teacher name displays.

Term Academic term, or duration, during which students are enrolled in

the subject with the teacher. Defaults to the term assigned during
subject setup. The pop-up list displays system-defined terms.

Apply Templates Special Screen

The Apply Templates Special screen enables you to assign homeroom teacher template
subjects to students in a designated teacher’s homeroom or in designated grade levels. This
screen displays when you use the Apply Special function on the Templates menu.

==  Apply Templates Special

]|

—2ptions

Teacher

Grade Range

| -

B @
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Apply Template Special Screen Fields

Field Name Description

Teacher Name of the homeroom teacher whose students are affected by the

Apply Teacher Template procedure. The pop-up list displays
teachers defined in the Teacher atom.

Grade Range Range of grade levels for students affected by the Apply Teacher

Template procedure. The pop-up list displays grade levels defined
in the School atom.

Important: Grade level selections are ignored if you select a teacher in the
Teacher field.

Using the Teacher Templates Atom

These procedures describe how to perform tasks in the Teacher Templates atom.

Important: See Subject Assignment Procedure Rules in the chapter entitled Subject Assignment Overview for details
about how subjects in student grading files are affected by Apply Teacher Template procedures and subsequent
subject assignment procedures.

Customizing Teacher Templates

1.
2.

Open the Teacher Templates atom. The Teacher Templates screen displays.

Find the teacher with the template that you want to customize.

Note: If you cannot find a template for a specific teacher, then a teacher template may not have been created.
See Creating or Updating Teacher Templates for Selected Teachers to create a template for the teacher.

Add, delete, or modify subjects within the teacher template matrix.

Adding Subjects
On the next available blank line, complete the fields in the subject matrix.

Deleting Subjects
In the Subject field for the subject that you want to delete, select the blank item from the pop-up list.

Modifying Subjects

Display the pop-up list for the field that you want to change, and then select another item from the list.
Modify the Teacher field if necessary.

Repeat Step 3 until the teacher template is customized for the selected teacher.
Click Save.

Click Close to exit from the Teacher Templates atom.
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Deleting Teacher Templates

This procedure describes how to delete an existing teacher template.

1.

2
3
4.
5

Open the Teacher Templates atom. The Teacher Templates screen displays.
Find the teacher template that you want to delete.

From the Data menu, select Delete Teacher Templates.

Repeat Steps 2 and 3 to delete another teacher template.

Click Close to exit from the Teacher Templates atom.

Applying Teacher Templates for All Teachers with a Template

This procedure describes how to add (not delete or modify) the subjects from all existing
homeroom teacher templates to the grading files of all students assigned to a homeroom
teacher with a template.

1.
2.

Open the Teacher Templates atom. The Teacher Templates screen displays.

From the Templates menu, select Apply ALL. A warning message displays indicating that
clicking OK will close all currently open forms before applying the teacher templates.

Click OK to run the Apply Teacher Template process.

Click Close to exit from the Teacher Templates atom.

Applying Teacher Template for the Displayed Teacher

This procedure describes how to add (not delete or modify) the subjects from the homeroom
teacher template displayed in the Teacher Templates screen to the grading files of students
assigned to the homeroom teacher.

Note: You can also use the Applying Teacher Templates for a Selected Teacher procedure in this chapter for a
homeroom teacher who is not displayed on the Teacher Templates screen.

1.
2.
3.

Open the Teacher Templates atom. The Teacher Templates screen displays.
Find the teacher for whom you want to apply template subjects to homeroom students.

From the Templates menu, select Apply Displayed. A warning message displays
indicating that clicking OK will close all currently open forms before applying the teacher
templates.

Click OK to run the Apply Teacher Template process.

Click Close to exit from the Teacher Templates atom.
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Applying Teacher Template for a Selected Teacher

This procedure describes how to add (not delete or modify) the subjects from the template of a
selected homeroom teacher to the grading files of students assigned to that homeroom teacher.

Note: You can also use the Applying Teacher Template for the Displayed Teacher procedure in this chapter for a
homeroom teacher whose template displays on the Teacher Templates screen.

1. Open the Teacher Templates atom. The Teacher Templates screen displays.

2. From the Templates menu, select Apply Special. A warning message displays indicating
that clicking OK will close all currently open forms before applying the teacher templates.

3. Click OK. The Apply Templates Special screen displays.
4. Inthe Teacher field, select a homeroom teacher from the pop-up list.

Note: Teachers who are selected but do not have a template are not affected by this procedure.
5. Click Run to run the Apply Teacher Template process.

6. Click Close to exit from the Teacher Templates atom.

Applying Teacher Templates for Selected Grade Levels

This procedure describes how to select a range of students and add (not delete or modify)
subjects from their homeroom teachers’ templates to their student grading files.

1. Open the Teacher Templates atom. The Teacher Templates screen displays.

2. From the Templates menu, select Apply Special. A message displays indicating that the
Apply Teacher Template process requires an exclusive lock on student grading files.

3. Click OK. The Teacher Templates screen displays.

4. Inthe Grade Range fields, select grade levels from the pop-up list.

Note: Students in the selected grade range who are not assigned to a homeroom teacher or whose homeroom
teacher does not have a template are not affected by this procedure.

5. Click Run to run the Apply Teacher Template process.

6. Click Close to exit from the Teacher Templates atom.
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Mass Assign Subjects Atom

The Mass Assign Subjects atom enables you to add subjects to, delete subjects from, and
change subject information in, the subject lists of multiple students who are not related by
homeroom, but are instead selected for inclusion in a Mass Change procedure. These subject
list changes are saved directly to the student’s grading file.

Note: This atom includes Mass Change procedures that are part of the EAG module’s subject assignment capability
described further in the chapter entitled Subject Assignment Overview.

Mass Assign Subjects Screen

The Mass Assign Subjects screen enables you to select the subjects and the students that are
included in mass change procedures. It also enables you to select the mass change action for

each subject.

==  Mass Assign Subjects .
Homeroom Teacher: | -

Subject List [ Lookup Student List [ Lookup
Subject ID | Subject Title | Type | Teacher | Term | Action J Studert ID | Studert Name |
CMPL10O  |Computer Basice  |SPEC [Moldson, C. YR Al 1M 36 Armatrong, Micholas J

10180 Colletti, Amelia L
10004 Ezparza, Chase M
1M1a Hardt, Sarah M
10264 Martin, Lauren D
10293 Mendoza, Feliciz M
10363 Owyen, Thomas E

And

Teacher: I:[
Gender: I—v
Grade Range: I_v i I_'v
Track Rarge: | w| - [

Mass Assign Subjects Screen Fields

Field Name

Description

Homeroom Teacher

Homeroom teacher whose template subjects and homeroom
students populate the subject list and student list matrices,
respectively, when selected.

Note: Default subject and student information is restored in the matrices each time
that you select a teacher in the Homeroom Teacher field.
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Field Name

Description

Lookup Fields

Subject List Lookup

Opens the Select Subjects generic selection window.

Student List Lookup

Opens the Select Students generic selection window.

Subject List Matrix Fields

Subject ID

Identification code of the subject that you are adding to, or dropping
from, student grading files.

Subject Title

Descriptive short title of the subject.

Type

Elementary academic grading subject type.

CORE - Core Subject
SPEC — Special Subject
PULL — Pull Out Class

Teacher

Name of the teacher who provides instruction for the subject. The
pop-up list displays teachers defined in the Teacher atom.

Note: For an “Add” action, this field is required.

Term

Academic term during which students receive instruction for the
subject. Defaults to the term assigned during subject setup. The
pop-up list displays system-defined terms.

Action

Mass change operation that the system performs.

Add — Adds the subject to, or changes subject information in
student grading files.

Drop — Removes the subject from student grading files.

Student List Matrix Fields

The student list matrix displays individual students who are affected by the mass change procedure.

Student ID

Identification number of the student who is being assigned to, or
dropped from, the subjects in the subjects list matrix.

Student Name

Name of the student who is being assigned to, or dropped from, the
subjects in the subjects list matrix.

And Fields

These fields enable you to mass change subjects for groups of students who meet specified criteria. Use these
fields in addition to, or instead of, mass changing subjects for individual students in the student list matrix.

Teacher

Homeroom teacher whose students are affected by the mass
change procedure.
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Field Name

Description

Gender

Gender of the students who are who are affected by the mass
change procedure.

¢ Blank — Mass change female and male students.
* Female — Mass change female students only.
« Male — Mass change male students only.

Grade Range

Grade range of the students who are who are affected by the mass
change procedure. The pop-up lists display grade levels defined in
the School atom.

Track Range

Track range of the students who are who are affected by the mass
change procedure. The pop-up list displays tracks defined in the
School atom. Displays only if your school uses tracks.

Mass Change Teacher Screen

The Mass Change Teacher screen enables you to specify a teacher who is being replaced by
another teacher for students in a particular homeroom.

Mass Change Teacher

Restrict students by selecting the homeroom teacher | -

Change teacher from

vtl:ll hd

Mass Change Teacher Screen Fields

Field Name

Description

Restrict students by
selecting the
homeroom teacher

Homeroom teacher of the students who are affected by the change
teacher process. The pop-up list displays teachers defined in the
Teacher atom.

Change teacher from

Teacher who is currently assigned to provide instruction for one or
more subjects to students in a homeroom. The pop-up list displays
teachers defined in the Teacher atom.

To

Teacher who should replace the teacher that is currently assigned
to provide instruction for one or more subjects to students in a
homeroom. The pop-up list displays teachers defined in the Teacher
atom.
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Using the Mass Assign Subjects Atom

These procedures describe how to perform tasks in the Mass Assign Subjects atom.
Important: See Subject Assignment Procedure Rules in the chapter entitled Subject Assignment Overview for details

about how subjects in student grading files are affected by Mass Change procedures and subsequent subject
assignment procedures.

Populating the Mass Assign Matrices with Homeroom Teacher Information

This procedure describes how to populate the subject list matrix and the student list matrix with
the subjects on a homeroom teacher’s template and the students assigned to that homeroom
teacher, respectively.

Note: You can use this procedure in conjunction with other mass change procedures. This procedure is
recommended when you are performing mass subject changes for students who are related by homeroom.

1. Open the Mass Assign Subjects atom. A message displays.

2. Click OK.

3. Inthe Homeroom Teacher field, select a teacher from the pop-up list.
4

Complete the remaining steps in the Mass Changing (Add or Drop) Subijects for Students
procedure or the Mass Changing Subject Information for Students procedure.

Mass Changing (Add or Drop) Subjects for Students

This procedure describes how to add one or more subjects to, or drop one or more subjects
from, the grading files of selected students.

Note: See also Using the Student Subjects Atom in this chapter if you want to add or drop subjects for a single
student.

1. Open the Mass Assign Subjects atom. A message displays.
2. Click OK.

3. Inthe Homeroom Teacher field, select a homeroom teacher whose information populates
the matrices. (Optional)

4. Use the Subject List Lookup feature to modify or complete the subject list matrix.

5. Inthe Action field, select an action for each subject in subject list matrix.

Note: You can include “Add” and “Drop” actions in a single procedure. For subjects that you are adding, you
must specify a teacher. For subjects that you are dropping, the subjects are removed from student subject lists
regardless of teacher selection.

6. Use the Student List Lookup feature to modify or complete the student list matrix.

7. Complete the And fields to include groups of students in the mass assign operation.
(Optional)
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8. Click Assign. A message displays indicating that the mass change process requires an
exclusive lock on student grading files.

9. Click OK. A confirmation message displays.
10. Click OK to run the mass change process.

11. Click Close to exit from the Mass Assign Subjects atom.

Mass Changing Subject Information for Students

This procedure describes how to change information for a subject that exists in the grading files
of selected students.

1. Open the Mass Assign Subjects atom. A message displays.
2. Click OK.

3. Inthe Homeroom Teacher field, select a homeroom teacher whose information populates
the matrices. (Optional)

4. Use the Subject List Lookup feature to modify or complete the subject list matrix.
5. Inthe Action field, verify that each subject is set for an “Add” action.

6. Inthe Teacher and Term fields, select an item from the pop-up list.

Note: You must specify a teacher to complete the mass change process.
7. Use the Student List Lookup feature to modify or complete the student list matrix.
8. Complete the And fields to include groups of students in the mass assign operation.

9. Click Assign. A message displays indicating that the mass change process requires an
exclusive lock on student grading files.

10. Click OK. A confirmation message displays.
11. Click OK to run the mass change process.

12. Click Close to exit from the Mass Assign Subjects atom.
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Mass Changing Subject Teachers

This procedure describes how to replace a selected teacher with another teacher that you
designate for all students in a particular homeroom.

Note: Teacher changes are applicable to all subjects taught by the teacher selected for replacement.

1.
2.
3.

Open the Mass Assign Subjects atom. A message displays.
Click OK.

From the Assign menu, select Mass Change Teacher. A message displays indicating that
the mass change process requires an exclusive lock on student grading files.

Click OK. The Mass Change Teacher screen displays.

In the Restrict Students by selection the homeroom teacher field, select a homeroom
teacher from the pop-up list.

In the Change teacher from...to fields, select a teacher from the pop-up list.
Click Change to run the mass change teacher process.

Click Close to exit from the Mass Assign Subjects atom.
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Student Subjects Atom &

The Student Subjects atom enables you to view all subjects in an individual student’s grading
file. This atom also enables you to perform Student Subject Assignment procedures that
customize a student’s subject list and save the changes directly to a student’s grading file.

Note: This atom includes Student Subject Assignment procedures that are part of the EAG module’s subject
assignment capability described further in the chapter entitled Subject Assignment Overview.

Student Subjects Screen

The Student Subjects screen displays the subjects in a selected student’s grading file as well
as the homeroom teacher to whom the student is assigned. This screen enables you to add
subjects to, delete subjects from, and modify subject information in, an individual student’s
grading file.

Armstrong, Nicholas 1. Student Subjects l

Lazt Mame <k First Name Micidle PMame Gon Grd Gen Trk o Student D
|.&rms.1ru:ung Micholas J 03 MA 10136
Teh# Mame
[121 Aulders, C. | |

Ln | Subject 0 | Sukiect Title | Subject Area | Teacher Mame | Term
J ART100 At At Ambriette, T. YR
2 Language Ars Aulders, C. YR
j L&100 Reading Language Atts Aulders, C. YR
j L&200 Speling Language Atts Aulders, C. YR
j L&300 OralComm Language Atts Aulders, C. YR
j L&400 WHtComm Language Atts Aulders, C. YR
j WA TH1 00 fdath fathematics Aulders, C. YR
j =00 Science Science Aulders, C. YR
j =100 SocStudy Social Studies Aulders, C. YR

A0 HLTH100 Health Health feninke, A, YR

11 | MUZST00 Appreciation husic Hartmon, E. YR

12| MUS200 Instrumental husic Undervwood, . YR

13| PE100 Phy=sEd Physical Education Hinzlet, M. YR
_

[Elm Bl
[0 [ [ [ Close
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Student Subjects Screen Fields

Field Name

Description

Student Information Fields — ASTU File

These view-only fields display student-specific information defined in the Student atom.

Last Name Student’s last name.

First Name Student’s first name.

Middle Name Student’s middle name or initial.

Grd Student’s current grade level.

Gen Student’s gender.

Trk Track to which student belongs. Displays only if your school uses
tracks.

Student ID Student’s identification number at school.

Homeroom Teacher

Tch# Identification number of the homeroom teacher to whom the student
is assigned.
Name Short name of the homeroom teacher to whom the student is

assigned.

Subject Matrix — AEGR Fi

ile

Ln Line number of the subject or subject area for which the student
receives marks during the academic year.
Subject ID Identification code of the subject for which the student receives

marks.

Note: If no information exists in the Subject ID and Subject Title fields, then the
student receives marks for the subject area identified in the Subject Area field.

Subject Title

Short title of the subject for which the student receives marks.

Note: If no information exists in the Subject Title and Subject ID fields, then the
student receives marks for the subject area identified in the Subject Area field.

Subject Area

Subject area of the subject for which the student receives marks.
Also can indicate a subject area for which the student receives
marks.

Note: If no information exists in the Subject ID and Subject Title fields, then the
student receives marks for the subject area identified in the Subject Area field.
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Field Name Description
Teacher Name Short name of the teacher responsible for awarding subject marks.
Term Term code for the subject.

Using the Student Subjects Atom

These procedures describe how to perform tasks in the Student Subjects atom including
Student Subject Assignment procedures.

Important: See Subject Assignment Procedure Rules in the chapter entitled Subject Assignment Overview for details
about how subjects in student grading files are affected by Student Subject Assignment procedures and subsequent
subject assignment procedures.

Adding Subjects to a Student’s Subject List

This procedure describes how to add subjects to an individual student’s subject list.

Open the Student Subjects atom.

Find the student for whom you want add a subject.

From the Data menu, select Add Subject. The next available matrix row becomes active.
In the Subject ID field, select an item from the pop-up list.

Repeat Steps 3 and 4 to add another subject for the student.

Click Save.

N o g M w D PRE

Click Close to close to close the Student Subjects atom.

Modifying Subject Information in a Student’s Subject List

This procedure describes how to modify subject information in an individual student’s subject
list.

1. Open the Student Subjects atom.
Find the student for whom you want modify subject information.
In the row of the subject that you want to modify, change information in any editable field.

2
3
4. Repeat Step 3 to change information for another subject.
5. Click Save

6

Click Close to close the Student Subjects atom.
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Deleting Subjects from a Student’s Subject List

This procedure describes how to delete subjects from an individual student’s subject list.

1.
2.

Open the Student Subjects atom.
Find the student for whom you want to delete a subject.

Select the row of the subject that you want to delete.

Note: You can select multiple non-consecutive rows for deletion by holding down the Ctrl key as you select
subject rows.

Click Save.

Click Close to close the Student Subjects atom.

Adding Teacher Template Subjects to a Selected Student

This procedure describes how to assign subjects from a homeroom teacher’s template to an
individual student.

Note: This procedure is typically performed when a student is not yet assigned to any subjects. Due to subject
assignment rules, performing this procedure when a student is already assigned to subjects may not result in the
expected student subject list. See Subject Assignment Procedure Rules in the chapter entitled Subject Assignment
Overview for more information.

1.

2
3.
4

Open the Student Subjects atom.
Find the student for whom you want to add teacher template subjects.
Click Add Template Subjects.

Click Close to close the Student Subjects atom.
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Transcript Definition Atom @

The Transcript Definition atom enables you to specify the information included on student
transcripts. The information defined here would be the default settings for the Report Interface
for the EAGO7 Transcript.

The Transcript Definition atom consists of four tabs:

* Header/Footer Tab
* Subject/Grades Tab
e WIP Tab

e Style Options Tab

Header/Footer Tab

The Header/Footer tab enables you to specify information that displays at the top and bottom of
student transcript pages.

Transcript Definition X|

HeaderFooler | = jicrades | iR | styie options |

Style: Standard

—Transcript Header Options
Title 1 Transcript Header Title 1 | Title 2 Transcript Header Title 2
Titl= 3 Transcript Header Title 3 '
m Inu:lu.de School Logo[ | Include Class Of [ Include Homeroom Teacher [ Print Full Middle Mame
Student I |Social Security Number - Erter Date: | CrigEnterDate from student -

—Tranzcript Footer Options
Legend

|Legend Text Line One

|Legend Text Line Two
Signature Line Text

||Signature of =choal official
[W Include Student Picture W Include Signature Line

[T Include Immunizations
o
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Header/Footer Tab Fields

Transcript Header Options Fields — AETD File

Field Name Description

Style Format in which the report displays. You can choose between
Standard and Style2 formats.

Title 1, 2, 3 Text that prints on the first, second and third title line of Transcript

Report. (30 alphanumeric characters)

Include School Logo

A selected checkbox indicates that your school’s logo prints on
transcripts.

Include Class Of

A selected checkbox indicates that a student’s graduation year
prints on transcripts (for example, Class of 2000).

Include Homeroom
Teacher

A selected checkbox indicates that the name of a student’s
homeroom teacher prints on transcripts.

Print Full Middle Name

A selected checkbox indicates that a student’s full middle name
prints on transcripts (if a student’s middle name is defined in the
Student atom).

Student ID Identification number used to identify the student on transcripts.
Select one of these options to print on the transcript:
e Student Number — The student’s school assigned identification
number prints on transcripts.
* Social Security Number — The student’s social security
number prints on transcripts.
Enter Date Student’s school system date of entry that prints on transcripts.

Select one of these options to print on the transcript:

* OrigEnterDate from student — The date that the student
entered the school district.

« EnterDate from student — The earliest date that the student
enrolled the current school.

« EnterDate from enrollment — The most recent date that the
student enrolled in the current school.
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Transcript Footer Options Fields — AETD File

Field Name

Description

Legend

Text fields (two lines) for text that prints on the lower half of the
transcript. (76 alphanumeric characters for each line).

Signature Line Text

Text that accompanies transcript signature lines.
(76 characters).

Include Student
Picture

A selected checkbox indicates that a student’s picture (if available in
the system) prints on transcripts.

Include Immunizations

A selected checkbox indicates that a student’s immunization
records print on transcripts.

Note: This option displays only when you select Standard style format.

Include School
Comments

A selected checkbox indicates that comments by school official print
on the transcript report.

Note: This option displays only when you select Style2 format.

Include Signature Line

A selected checkbox indicates that the Signature Line Text, a blank
line for school official’s signature, and the current date prints on the
transcript.
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Subject/Grades Tab

The Subject/Grades (Subj/Grades) tab enables you to specify information that displays in the
subject history sections of student transcripts.

Transcript Definition

HeaderFooter SubjiGrades |

o | style Options |

—oubiect History Options

school At Mame: |fr|:|m Schools Attended -

(W] Prirt MembershipPresishs [l Print End Of Year Status
[] Print Grade Level Comiments

—Academic History Marks To Print

Marks To Print On Transcript |Regular Marks -

Subj/Grades Tab Fields
Subject History Options Fields — AETD File

Field Name

Description

School Att Name

Name of the school that awarded the subject mark. The pop-up
displays the following values:

« from Table file — Prints the school name using the Academic
History File (AEAH )

« from Schools Attended — Prints the school name from the
Schools Attended file (ASAH).

Print
Membership/Pres/Abs

A selected checkbox indicates that three attendance totals from the
Schools Attended atom print on transcripts.

Note: This field displays only when you select from Schools Attended in the
School Att Name field.

Print End Of Year
Status

End of Year (EQY) Status of the student defined in the Schools
Attended atom. A selected checkbox prints the status in the student
transcript.

Note: This field displays only when you select from Schools Attended in the
School Att Name pop-up.

Copyright © 2000-2003 NCS Pearson, Inc.




84 SASIxp Elementary Academic Grading Reference Guide

Field Name

Description

Print Grade Level
Comments

A selected checkbox indicates that Grade Level Comments defined
in the Academic History atom print in the student transcripts.

Academic History Marks to Print Fields — AETD File

Field Name

Description

Marks To Print On
Transcript

This pop-up list displays values Final Marks, Regular Marks, or Both
to print on the transcripts.
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WIP Tab

The WIP tab enables you to print work in progress (WIP) information on student transcripts.
Work in progress consists of the subjects in which a student is enrolled during the current

academic year.

| == Transcript Definition

HeaderFooter | SubjiGrades

war Style Options |

—ork in Progress

. Mone

£ Print Wiork In Frogress Schedule

@ Print Wiork In Frogress Marks

For Bpt Prib |3rd Reporting Period -

[] Print Selected Rpt Prd Only

WIP Tab Fields
Field Name Description
None Selection indicates that Work In Progress information does not print

on student transcripts.

Print Work In Progress
Schedule

Selection indicates to print Subjects in which the student is enrolled
for the current reporting period.

Print Work in Progress
Marks

Selection indicates to print Subjects, including marks awarded for
subjects (if available), in which the student is enrolled for the
selected reporting period.

For Rpt Prd

Reporting period through which work in progress prints. The pop-up
list displays reporting periods defined in the Elem Grading Setup
atom.

Note: This option displays only when you select Print Work in Progress Marks.

Print Selected Rpt Prd
Only

A selected checkbox indicates that work in progress prints only for
the selected reporting period.

Note: This option displays only when you select Print Work in Progress Marks.
This option does not display if you select ALL in the For Rpt Prd field.

Copyright © 2000-2003 NCS Pearson, Inc.




86 SASIxp Elementary Academic Grading Reference Guide

Style Options Tab

The Style Options tab enables you to view and change the style of printed student transcripts.

Transcnpt Defimtion E3 |
HeaderFooter | SubiiGrades | WP Style Options |
Shyle: Style2 -
Style Options Tab Fields

Field Name Description

AETD File

Style Style of student transcripts. The pop-up list displays transcript styles
supported by the elementary academic grading system:
» Standard
e Style2

Comments Text (up to 12 lines) that prints in the Comments section of Style2
student transcripts. Displays only for Style2 student transcripts.
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Using the Transcript Definition Atom

These procedures provide instructions for performing functions in the Transcript Definition atom.

Defining Transcript Characteristics
Open the Transcript Definition atom.
Click the Header/Footer tab.
Complete the fields on the Header/Footer tab.

Click Save.

1.

2

3

4

5. Click the Subject/Grades tab.

6. Complete the fields on the Sub/Grades tab.
7. Click Save.

8. Click the WIP tab.

9. Complete the fields on the WIP tab.

10. Click Save.

11. Click the Style Options tab.

12. Complete the fields on the Style Options tab.
13. Click Save.

14. Click Close to exit from the Transcript Definition atom.
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Subject Assignment Overview

Subject assignment refers to the way in which your school assigns students to subjects for
which marks can be awarded in student grading files. You can create and customize student
subject lists in student grading files using a combination of procedures in three atoms.

Atom Procedures and Use
Teacher Templates Atom Apply Teacher Template Procedures to Add Subjects
Mass Assign Subjects Atom Mass Change Procedures to Add, Delete, or Modify Subjects
Students Subjects Atom Student Subject Assignment Procedures to Add, Delete, or Modify Subjects

Subject Assignment Procedure Rules

The order in which you perform subject assignment procedures affects final subject lists for
students. The rules in this section help you determine the order in which you must perform
subject assignment procedures at your school to ensure that students receive complete subject
lists with accurate subject information.

Apply Teacher Template Procedure Rules

These rules describe how subject lists in student grading files are affected by Apply Teacher
Template procedures.

For any subject included in a teacher’s template:

RULE 1: If the subject does not exist in a homeroom student’s grading file, the Apply Teacher
Template procedure adds the template subject to the student’s grading file.

The subject can be modified or deleted through a subsequent Mass Change or Student Subject
Assignment procedure.

RULE 2: If the subject exists in a homeroom student’s grading file with different information, the
template subject information is ignored during the Apply Teacher Template procedure.

RULE 3: If the subject exists in a homeroom student’s grading file with the same information, the
subject is unaffected by the Apply Teacher Template procedure.
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Mass Change Procedure Rules

For any subject marked for a Mass (Add) Change:

RULE 4: If the subject does not exist in a student’s grading file, the Mass Change procedure
adds the mass change subject to the student’s grading file.

The subject can be deleted or modified through a subsequent Mass Change or Student Subject
Assignment procedure.

RULE 5: If the subject exists in a student’s grading file with different information, the Mass
Change procedure overwrites the subject information in the student’s grading file with
information from the mass change subject.

The subject information can be modified again or deleted through a subsequent Mass Change
or Student Subject Assignment procedure.

RULE 6: If the subject exists in a student’s grading file with the same information, the subject in
the student’s list is unaffected by the Mass Change procedure.

For any subject marked for a Mass (Drop) Change:

RULE 7: If the subject does not exist in a student’s grading file, the student’s subject list is
unaffected by the Mass Change procedure.

RULE 8: If the subject exists in a student’s grading file with different information, the Mass
Change procedure deletes the mass change subject from the student’s grading file.

The subject can be re-added through a subsequent Mass Change, Subject Assignment, or
Apply Teacher Template procedure.

RULE 9: If the subject exists in a student’s grading file with the same information, the Mass
Change procedure deletes the mass change subject from the student’s grading file.

The subject can be re-added through a subsequent Mass Change, Subject Assignment, or
Apply Teacher Template procedure.

Note: See Subject and Subject Area Deletion Rules in this chapter for more information about deleting subjects with
marks and subjects that average into subject areas.
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Student Subject Assignment Procedure Rules

For any subject defined in EAG:

RULE 10: If the subject does not exist in the student’s grading file, a Student Subject Assignment
procedure adds the subject.

The subject can be deleted or modified through a subsequent Student Subject Assignment or
Mass Change procedure.

RULE 11: If the subject exists in the student’s grading file, a Student Subject Assignment
procedure modifies subject information.

The subject information can be modified again or deleted through a subsequent Student Subject
Assignment or Mass Change procedure.

RULE 12: If the subject exists in the student’s grading file, a Student Subject Assignment
procedure deletes the subject.

The subject can be re-added through a subsequent Student Subject Assignment, Mass Change,
or Apply Teacher Template procedure.

Note: See Subject and Subject Area Deletion Rules for more information about deleting subjects with marks or
subjects that average into subject areas.
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Subject and Subject Area Deletion Rules

This section describes the conditions under which subjects and subject areas can be deleted
from a student’s grading file using a Mass Change or Student Subject Assignment procedure. In
general, subjects and subject areas with marks cannot be deleted from student grading files.

Table of Subject and Subject Area Deletion Rules

This table identifies the conditions and results of an attempt to delete a subject or subject area
from a student’s grading file using a Mass Change or Student Subject Assignment procedure.

Table of Subject and Subject Area Deletion Rules for Student Grading Files

Subject Mark Subject Averages Subject Area Subject Subject Area
Exists into Subject Areas Marks Exists Result Result

1 No No - DELETE -
2 No Yes No DELETE DELETE
3 No Yes Yes NO DELETE NO DELETE
4 Yes No - NO DELETE -
5 Yes Yes No NO DELETE NO DELETE
6 Yes Yes Yes NO DELETE NO DELETE

Explanation of Subject and Subject Area Deletion Rules

This section provides statements of explanation for the Table of Subject and Subject Area
Deletion Rules.

Explanation of Subject and Subject Area Deletion Rules

1 A subject without marks that does not average into a subject area can be deleted.

2a. | A subject without marks that averages into a subject area without marks can be deleted.

2b. | A subject area without marks can be deleted if the subjects that average into it do not have marks.

3a. | A subject without marks that averagesinto a subject area with marks cannot be deleted.

3b. | A subject area with marks cannot be deleted even if the subjects that average into it do not have marks.

4. A subject with marks that does not average into a subject area cannot be deleted.

5a. | A subject with marks that averages into a subject area without marks cannot be deleted.

5b. | A subject area without marks that has a subject with marks averaging into it cannot be deleted.

6a. | A subject with marks that averages into a subject area with marks cannot be deleted.

6b. | A subject area with marks that has a subject with marks averaging into it cannot be deleted.
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Common Subject Assignment Scenarios

This section discusses common subject assignment scenarios as well as recommended
methods for addressing them.

Basic Setup at Beginning of Academic Term

This scenario typically occurs at the beginning of an academic term when your school
establishes student subject lists prior to the start of subject instruction or at least prior to
awarding marks for the academic term.

o Create and customize teacher templates using the Master Templates atom and Teacher
Templates atom, respectively.

o Inthe Teacher Templates atom, perform Apply Teacher Template procedures to assign
homeroom students to the majority of their subjects.

o Inthe Mass Assign Subjects atom, perform Mass Change procedures to assign students
who are not necessarily related by homeroom to subjects that were not included on their
homeroom teachers’ templates.

0 Inthe Student Subjects atom, perform Student Subject Assignment procedures to customize
the subject lists of individual students whose grading files were not finalized by the Apply
Teacher Template and Mass Change procedures.
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Homeroom Students take Same Subject from Different
Teachers

These methods address the situation in which all students in a homeroom receive instruction for
a subject but one or more homeroom students take the subject from a different teacher than
their homeroom classmates.

Example

All students in Ms. Aulders’ homeroom take Health, but half of the students take Health from Ms. Aulders while the
other half takes Health from Ms. Sanchez.

All students in Ms. Aulders’ homeroom take Physical Education (PE), but a third of the students take PE from Mr.
Kinslet, another third takes PE from Ms. Heiden, and the final third of the students take PE from Mr. Williams.

All students in Ms. Aulders’ homeroom take Reading from Ms. Aulders with the exception of one student who
receives instruction for Reading from Ms. Blanchen.

Method A
This method is recommended if you want to include the subject on the homeroom teacher’s
template.

o Inthe Teacher Templates atom, add the subject to the homeroom teacher’s template and
perform an Apply Teacher Template procedure so that all homeroom students are assigned
to the subject.

0 Inthe Mass Assign Subjects atom, perform a Mass Changing Subject Information for
Students procedure for each set of homeroom students taking the subject from a particular
teacher.

In the Student Subjects atom, perform a Modifying Subject Information in a Student’s
Subject List procedure for each homeroom student taking the subject from a particular
teacher.

Method B

This method is recommended if you do not want to include the subject on the homeroom
teacher’s template.

o Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure for each set of students taking the subject from a particular teacher.

In the Student Subjects atom, perform an Adding a Subject to a Student’s Subject List
procedure for each student taking the subject.
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Some Homeroom Students do not take Subject that Other
Homeroom Students Take

These methods address the situation in which one or more students in a homeroom do not
receive instruction for a subject that their homeroom classmates take. These methods also
include recommendations for addressing the situation in which homeroom students receive
instruction for a subject in place of the subject that their homeroom classmates take.

Example

All students in Ms. Aulders’ homeroom take Physical Education from Ms. Heiden with the exception of one
homeroom student who is excused from participation in PE for the academic term.

All students in Ms. Aulders’ homeroom take Basic Math from Ms. Aulders with the exception of two homeroom
students who instead take Advanced Math from Mr. DeGrasso.

Method A

This method is recommended if you want to include the subject on the homeroom teacher’'s
template and you are not likely to perform an Apply Teacher Template procedure more than
once for the affected homeroom.

o Inthe Teacher Templates atom, add the subject to the homeroom teacher’s template and
perform an Apply Teacher Template procedure so that all homeroom students are assigned
to the subject.

o Inthe Mass Assign Subjects atom, perform a Mass Changing (Drop) Subjects for Students
procedure for students who are not taking the subject.

In the Student Subjects atom, perform a Deleting Subjects from a Student’s Subject List
procedure for each student who is not taking the subject.

Note: If you run subsequent Apply Teacher Template procedures, the subject is re-added to the grading files of
students from whom you removed it.

For students taking a different subject instead of the template subject, continue with these tasks:

0 Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure for each set of students taking a different subject from a particular teacher.

In the Student Subjects atom, perform an Adding Subjects to a Student’s Subject List
procedure for each student who is taking a different subject.
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Method B

This method is recommended if you do not want to include the subject on the homeroom
teacher’s template or if you are likely to perform an Apply Teacher Template procedure more
than once for the affected homeroom.

o Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure that includes only the homeroom students who are taking the subject.

For students taking a subject in place of one taken by their homeroom classmates, continue
with these tasks:

o Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure for each set of students taking a replacement subject from a particular teacher.

In the Student Subjects atom, perform an Adding Subjects to a Student’s Subject List
procedure for each student who is taking a replacement subject.

New Student Arrives while Academic Term is in Progress

These methods provide you with options for ensuring that a new student who arrives while the
academic term is in progress receives a subject list in student grading files.

Method A

This method is recommended if the student is assigned to a homeroom teacher, and the
student’s subject list does not differ greatly from the subjects on the homeroom teacher’s
template.

o Inthe Student Subjects atom, perform an Adding Teacher Template Subjects to a Selected
Student procedure for the new student.

O Inthe Student Subjects atom, perform Student Subject Assignment procedures to add subjects to,
delete subjects from, and modify subject information in, the student’s subject list.

Method B

This method is recommended for one of these conditions:

*  The new student is not assigned to a homeroom teacher.

» The new student is assigned to a homeroom teacher, but the student’s subject list differs
greatly from subjects on the homeroom teacher’s template.

0 Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure that includes all subjects for the new student.

0 Inthe Student Subjects atom, perform an Adding Subjects to a Student’s Subject List
procedure that includes all subjects for the new student.
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Homeroom Students Get New Homeroom Teacher

These methods address the situation in which a homeroom teacher who provides instruction for
one or more subjects to homeroom students leaves prior to the end of the academic term and is
replaced by a new homeroom teacher.

Method A

This method is recommended if, for all subjects taught by the exiting homeroom teacher, all
homeroom students receive instruction for those subjects from the new homeroom teacher.

Example

Ms. Aulders begins her maternity leave in February, and the academic term continues through May. All of Ms.
Aulders’ homeroom students receive instruction from Ms. Aulders for 8 of 11 subjects on her template. Ms.
Montgomery will replace Ms. Aulders as a homeroom teacher and will provide instruction to all homeroom students
for the eight subjects that Ms. Aulders taught.

o Inthe Mass Assign Subjects atom, perform a Mass Changing Subject Teachers procedure
for the exiting homeroom teacher.

0 Inthe School atom or Enroliment atom, change the homeroom teacher assignment for each
homeroom student.

Method B

This method is recommended if, for all subjects taught by the exiting homeroom teacher, not all
homeroom students receive instruction for the subjects from the new homeroom teacher.

Example

Ms. Aulders begins her maternity leave in February, and the academic term continues through May. Ms. Aulders
teaches 8 of 11 subjects on her teacher template to her homeroom students. However, some of Ms. Aulders’
homeroom students leave the homeroom to receive instruction for five of the eight subjects from different teachers.
Ms. Montgomery will replace Ms. Aulders as a homeroom teacher and will provide instruction to all homeroom
students who receive instruction from Ms. Aulders. Other homeroom students will continue to receive subject
instruction from their assigned subject teachers.

o Inthe School atom or Enroliment atom, change the homeroom teacher assignment for each
homeroom student.

o Inthe Mass Assign Subjects atom, perform a Mass Changing Subject Information for
Students procedure that includes the subjects taught by the exiting homeroom teacher as
well as those homeroom students who receive instruction for the subjects from the new
homeroom teacher.

In the Student Subjects atom, perform a Modifying Subject Information in a Student’s
Subject List procedure for each affected homeroom student and include the subjects taught
by the exiting homeroom teacher.
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Homeroom Teacher Change for a Selected Student

These methods address the situation in which a particular student changes from one homeroom
class to another or is reassigned to a different homeroom teacher.

Method A

This method is recommended when a student’s subject list in the new homeroom is identical
(with the exception of subject teachers) to the student’s subject list in the former homeroom.

o Inthe School atom or Enroliment atom, change the student's homeroom teacher
assignment.

o Inthe Student Subjects atom, perform a Modifying Subject Information in a Student’s
Subject List procedure that includes all subjects for which the student receives instruction
from a new teacher because of the homeroom change.

In the Mass Assign Subjects atom, perform a Mass Changing Subject Information for
Students procedure that includes all subjects for which the student receives instruction from
a new teacher because of the homeroom change.

Method B

This method is recommended if the student’s subject list in the new homeroom is not identical to
the student’s subject list in the former homeroom but the student’s new subject list is similar to
subjects on the new homeroom teacher’s template.

0 Inthe School atom or Enroliment atom, change the student's homeroom teacher
assignment.

o Inthe Student Subjects atom, perform a Deleting Subjects from a Student’s Subject List
procedure that includes all subjects in the student’s subject list.

0 Inthe Student Subjects atom, perform an Adding Teacher Template Subjects to a Selected
Student procedure for the student.

0 In Student Subjects atom, perform Student Subject Assignment procedures to add subjects
to, delete subjects from, and modify subject information in the student’s subject list.
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Method C

This method is recommended if the student’s subject list in the new homeroom is not similar to
the student’s subject list in the former homeroom and the student’s new subject list is not similar
to subjects on the new homeroom teacher’s template.

o Inthe School atom or Enroliment atom, change the student’'s homeroom teacher
assignment.

o Inthe Student Subjects atom, perform a Deleting Subjects from a Student’s Subject List
procedure that includes all subjects in the student’s former subject list.

In the Mass Assign Subjects atom, perform a Mass Changing (Drop) Subjects for Students
procedure that includes all subjects in the student’s former subject list.

o Inthe Student Subjects atom, perform an Adding Subjects to a Student’s Subject List
procedure that includes all subjects that the student is now taking.

In the Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure that includes all subjects that the student is now taking.
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Subject Teacher Change for Homeroom Subject not taught by
Homeroom Teacher

These methods are recommended when a teacher change occurs for a subject that all students
in a homeroom take from a teacher other than their homeroom teacher.

Example

Ms. Aulders’ template includes Music Appreciation, and all students in Ms. Aulders homeroom receive instruction for
the subject from one or more teachers other than Ms. Aulders.

Method A

This method is recommended when all students in a homeroom take the subject from the exiting
teacher, and they will all take the subject from the new teacher.

o Inthe Mass Assign Subjects atom, perform a Mass Changing Subject Teachers procedure
that includes all homeroom students and the subject for which the teacher change is
applicable.

Method B

This method is recommended when:
*  Some students in a homeroom do not take the subject from the exiting teacher.

»  All students in a homeroom take the subject from the exiting teacher but they will receive instruction
for the subject from multiple new teachers.

0 Inthe Mass Assign Subjects atom, perform a Mass Changing Subject Information for
Students procedure for each set of homeroom students who are getting a new teacher for
the subject.

In the Student Subjects atom, perform a Modifying Subject Information in a Student’s
Subject List procedure for each homeroom student who is getting a new teacher for the
subject.
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New Subject Offered while Academic Term is in Progress

These methods address the situation in which your school offers a new subject after the
academic term has begun and students already have subjects in their grading files.

Method A

This method is recommended if the subject is offered to a homeroom class from which all
students receive instruction for the subject from the same teacher.

Example

Your school offers Computer Literacy to begin in the third quarter, and all students in Ms. Aulders’ homeroom will
receive instruction for Computer Literacy from Mr. Diorner.

o Inthe Teacher Templates atom, add the subject to a homeroom teacher’s template and
perform an Apply Teacher Template procedure.

Method B

This method is recommended if the subject is offered to students who are not related by
homeroom or if students receive instruction for the subject from different teachers.

Example

Your school offers Computer Literacy to begin in the third quarter, and selected students from numerous
homerooms will take Computer Literacy from Mr. Diorner.

_Or-

Your school offers Computer Literacy to begin in the third quarter, and all third graders will take the subject. Half of
third grades will take Computer Literacy from Mr. Diorner and the other half will take it from Mr. Harley.

0 Inthe Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students
procedure for each set of students taking the subject from a particular teacher.
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Elementary Grades Atom

The Elementary Grades atom enables you to maintain information related to all marks and
comments that students receive during an academic year.

The Grades atom consists of five tabs:

* Subject Tab

Work Habits Tab

* Subject Comments Tab

e Other Comments Tab

* Narrative Comments Tab

Common Screen Fields

These view-only fields are common for all tabs in the Elementary Grades atom. They display
student-specific information defined in the Student atom.

Field Name Description

Last Name Student’s last name.

First Name Student’s first name.

Middle Name Student’s middle name or initial.

Grd Student’s current grade level.

Gen Student’s gender.

Trk Track to which student belongs. Displays only if your school uses
tracks.

Student ID Student’s identification number at school.
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Subject Tab

The Subject tab enables you to view and record marks for all subjects and subject areas to
which a student is assigned for the academic year.

Note: See the section entitled Subject Assignment Overview for information about how to create or change a

student’s subject list.

Anglin, Paulette Grades/Comments
Last Mame <l First Mame icdle MName Grd  Gen Student 1D
|Anglin Paulette J 03 F 10296
Subject | work Habts | Subject Comments | Gther Commerts | Narrative Comments|
Subject Information Exdra Informstion Prcht Prd2 Prd3 Proi4
Ln |Subject D | Subject Tile | Subject &rea Teacher Name JTerm)lacH JEFF JlacH JEFF JacH JEFF JlacH JEFF JFacH JFEFF
i Language Arts Aulders, . o] o o o] o] o o} o]
ﬂ L&200 Spelling Language Arts Aulders, . Y¥ROO|O o o} o] o] o o} o]
u L&100 Reading Language Arts Auilders, C. ¥R |G o o o G o o o
u L4300 CralComm Language Arts Aulders, C. YR |G e G o] G o G G
u L&d400 Vit Carmim Language Arts Aulders, . Y¥ROO|O o] o} o] o] o] o} o]
MART'IUD Art At Crmonde, J. YR = G = G G G G G
QHLTH‘IDD Hesalth Heslth Meninke, 4. ¥R G G G G G G G G
M MATHIOD | hath Mathematics Aulcers, C. ¥R |5 ) ) G =S G ) =4
u SCMoo Science Science Aulders, C. YR = = = = =] =] ] =]
MSS‘IUD SocStdy Social Studies Aulders, . Y¥RO|D o o o] o] o O o]
MMUS1 oo Apprecistion  |Music Harmon, E. Y¥RO|G e G G G e G G
HMUSMD Instrumental | Music Aulders, . Y¥RO|G e] o} o] e] o o} o]
MPH a0 PhysEd Phrysical Education |Kinslet, M. YR = = = k24 = = = G @
Al s Al Trely Dy Errl DawsPres[ |
[ [ [ ==

Subject Tab Fields

Field Name Description

AEGR File

Ln Line number of the subject or subject area for which the student
receives marks during the current academic year.

Subject ID Identification code of the subject for which a student receives

marks.

Note: If no information exists in the Subject ID and Subject Title fields, then the
student receives marks for the subject area identified in the Subject Area field.

Subject Title

Short title of the subject for which a student receives marks.

Note: If no information exists in the Subject Title and Subject ID fields, then the
student receives marks for the subject area identified in the Subject Area field.

Subject Area

Subject area of the subject for which a student receives marks. Also
possibly the subject area for which a student receives marks.

Teacher Name

Short name of the teacher responsible for awarding subject marks.
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Field Name Description
Term Term code for the subject.
AEGL File

Reporting Period

Reporting period title that displays above mark title columns for
each reporting period.

Mark Title

Short title of a mark type defined for reporting periods. Marks
awarded to the student display in mark title columns.

AGRA File

Attendance Totals

Attendance definitions and totals through the current reporting
period (set in the Elem Grading Setup atom). A maximum of four
attendance fields display depending on the attendance definitions
that you establish in the Elem Grading Setup atom. Field names
display a concatenation of Hdg1 and Hdg2 for each attendance
definition.

Note: These fields display attendance totals calculated by the system each time
you run the Update Attendance operation (from the Update Grades atom). You can
also type totals into these fields and save them (but they will be overwritten by
calculated values next time the Update Attendance operation runs).

Work Habits Tab

The Work Habits tab enables you to view and record work habit marks earned by a student

during the academic year.

Note: All work habits defined by you r school display in the matrix. Students can receive one mark for each work
habit in each defined reporting period as well as a final mark for each work habit.

Anghn, Paulette Gradez/Comments I
Last Mame <[ Firat Mame Middle Mame Grod Gen Student 1D
|.ﬂ.nglin Paulette J 03 F 10296
Subject Work Hahil= Subject Comments | Other Commerts | Marrative Comments]
Ln | Description |Prat JPrdz JPrds lPrd4 | Final |
[ Accepts Responsibility 0 G 0 0
g Complies with Establizhed Rules e e e e
u Exhibitz Courteous Behavior = e e e
u Followes Through on Assignments e e e e
u Listens to and Followes Directions e e e e
B Crganizes Materisl o] o] o] o]
u Respects Personal and School Property e o o o
[E|Uses Time Constructively e e e e
u Wiorks and Plays Cooperatively o o o o
m Exhibitz Self Control e e o o @

50 [ [ Close_
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Work Habits Tab Fields

Field Name Description

AERS File

Ln Line number of the work habit for which the student receives marks
during the current academic year.

Description Descriptive text for the work habit (defined in the Elem Grading
Setup atom) for which the student receives marks.

AEWH File

Reporting Period
(Mark)

Short title of the reporting period in which the student receives a
mark for the work habit. Work habit marks display in this column.

Final (Mark)

Final mark received by the student for the work habit. Displays only
if your school is set up to calculate final work habit marks.

Subject Comments Tab

The Subject Comments tab enables you to view and record subject marks for a student in a
selected reporting period.

dinglin, Failette Lot e o T ol 1y 6
" . I ih o 1 T
gy Sl e F 10250
Ryt Comeerts
] 1 Sk Ll i rectl
in (Subdres | Tescher J Attuirraerd | Coce | Corwmant
1 I'-'\-rul Thadier | Audderm O & T Fedsde fewr arredd foimderpesl map pymincls | bayn, andd direchionad ey (Saocied Thacks s
2 Ihul!.' AL L # LI Pip 6 Tl odrfund |5 G35 rédpiidbily Nir pir S0l Jetoeid 8 daid
3 Ilrl'lhhr-‘ll'.': A, 0 i Pt rawcds b e b vy Compisl el math paoliaa 10 Sraurs SoCuracy. (hsiemation
L] |M Crreoreda, 1 L AT Pmulsfn continees B dard by rmalarisle o e e cresd brp arisde (854
BN Loy Bty | Aukieis, o £l 1004 Pt i e 0 Per e s Sagess 00 el unoerabanong (L srepesies A
B I'.-ll-n-- LIS 4] b e Fuisds g leaming 0 dolloywy proper sadely reapuislone durng priendiic saperiments (Rosncs
s |I'n.-ln.' AL, 15000 i i Rk S ikl rEdpdalelly Sl
£ 7]
5 & [ Cioes |

Subject Comments Tab Fields

Field Name

Description

Reporting Period

Grade reporting period for which the subject comments matrix
displays information.

Subject Comments
Lookup

Fast access button that opens the Subject Comments atom.
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Field Name

Description

Subject Comments Matr

ix — AESC File

Ln Line number of the subject comment information recorded for the
student.

Sub Area Title of the subject area for which the student received a subject
comment.

Teacher Short name of the teacher who assigned the subject comment to
the student. The pop-up list displays teachers defined in the
Teacher atom.

Attainment Attainment comment code for the attainment comment that prefaces
the subject comment. The pop-up list displays codes defined in the
Attainment Comments atom.

Code Identification code for the subject comment.

Comment Actual subject comment text that prints on the student’s report card

(including an attainment code and prefix if designated).

Other Comments Tab

The Other Comments tab enables you to view and record “other” comments assigned to a
student during a selected reporting period.

= Anghn, Paulette Gradez/Comments |
Lazt Mame <l First Mame Micldle Mame Grd  Gen Student ID
|.ﬂ.nglin Paulette J 04 F 10296
Subject | workHabts | Sublect Comments  Olher Comments | Marrative Comments |
Reporting Period |F'eri|:|d1 - E CtherComments Lookup
Ln | Code | Ares J Commerit
1 BB Grdlvl  |Paulette uzually meets grade level expectations in Languadge Arts and Math.
2 |cz2 Cnfrnce |Please contact the teacher to schedule a routine conference in the next reporing period.
[ | »[
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Other Comments Tab Fields

Field Name

Description

Reporting Period

Grade reporting period for which the other comments matrix
displays information.

Other Comments
Lookup

Fast access button that opens the Other Comments atom.

Other Comments Matrix

— AEOC File

Ln Line number of the other comment information recorded for the
student.

Code Identification code for an “other” comment recorded for the student.

Area Comment area to which the other comment code belongs.

Comment Actual “other” comment text that prints on the student’s report card

(including a prefix if designated).

Narrative Comments Tab

The Narrative Comments tab enables you to view and record narrative comments for a student
in a selected reporting period. Narrative comments may be associated with subjects to which

the student is assigned.

Note: This tab displays only if your school is set up to use narrative comments in the Elem Grading Setup atom.

= Anghn, Paulette Gradez/Comments |
Lazt Mame <l First Mame Micidle Mame Grd  Gen Studert D
|.ﬂ.nglin Paulette J 04 F 10296
Subject | workHabts | Sublect Comments | Other Commertz | Marrdlive Cmnm'
Repotting Period |F'eri-:ud 1 hd
Ln |ID | Subject Ttle | Teacher | Commert (Mema)
1 pUE200 [ Instrumental Jarvela, J. Paulette iz consistently improving her piano skills.
2 Aulders, C. It iz a pleasure to have Paulette in homeroom.
3 |HLTH100 |Health Meninke, A. Paulette scores consistently well on pop quizzes in Heatth.
[ | »[
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Narrative Comments Tab Fields

Field Name

Description

Reporting Period

Grade reporting period for which the narrative comments matrix
displays information.

Narrative Comments Matrix — AENC File

Ln

Line number of the narrative comment information recorded for the
student.

ID

ID for the subject to which the narrative comment applies. The pop-
up list displays subjects in which the student is enrolled during the
academic year.

Note: Leave this field blank if the narrative comment is generic or not applicable to
any particular subject.

Subject Title

Short title of the subject to which the narrative comment applies.
Displays automatically when you complete the ID field.

Teacher

Short name of the teacher who assigned the narrative comment to
the student. The pop-up list displays teachers defined in the
Teacher atom.

Comment (Memo)

Actual narrative comment text. The comment prints on the student’s
report card exactly as typed in the field.

Using the Elementary Grades Atom

These procedures describe

how to perform tasks in the Elementary Grades atom.

Adding Subject Marks to Student Grade Records

There are two methods for adding subject marks to student grade records.

Method A

The most efficient way to add subject marks to student grade records is to scan marks into the
system using grade scanning sheets. See Grade Scanning Atom for more information.

Method B

This procedure describes how to add subject marks manually to student grade records.

1. Open the Elementary G
2. Display the Subject tab.

rades atom.
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3. Find the student for whom you want to record subject marks.

4. Inthe Mark Title field for any subject, select an alpha mark from the pop-up list or type a
numeric mark.

5. Click Save.
6. Repeat Steps 3 — 5 to add another subject mark.

7. Click Close to exit from the Elementary Grades atom.

Modifying Subject Marks in Student Grade Records

There are two methods for modifying subject marks recorded in student grade records.

Method A

Rescan grade scanning sheets (completed with the most current subject marks for students)
into the system to overwrite existing marks.

Method B

This procedure describes how manually to change subject marks recorded in student grade
records.

1. Open the Elementary Grades atom.

2. Display the Subject tab.

3. Find the student for whom you want to modify marks.
4

In the Mark Title field for any subject, select an alpha mark from the pop-up list or type a
numeric mark.

o

Click Save.
6. Repeat Steps 3 — 5 to modify another subject mark.

7. Click Close to exit from the Elementary Grades atom.

Deleting Subject Marks from Student Grade Records

This procedure describes how to delete selected subject marks from a student’s grade record.
1. Open the Elementary Grades atom.

2. Display the Subject tab.

3. Find the student for whom you want to delete subject marks.

4

In the Mark Title field, select the blank item from the pop-up list of alpha marks or delete the
numeric mark.
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5. Click Save.
6. Repeat Steps 3 — 5 to delete another subject mark.

7. Click Close to exit from the Elementary Grades atom.

Adding Work Habit Marks to Student Grade Records

There are two methods for adding work habit marks to student grade records.

Method A

The most efficient way to add work habit marks to student grades records is to scan marks into
the system using grade scanning sheets. See Grade Scanning Atom for more information.

Method B

This procedure describes how to add work habit marks manually to student grade records.
Open the Elementary Grades atom.

Display the Work Habits tab.

Find the student for whom you want to record work habit marks.

In the Reporting Period field for any work habit, select a mark from the pop-up list.
Click Save.

Repeat Steps 3 — 5 to add another work habit mark.

N o g M w DN RE

Click Close to exit from the Elementary Grades atom.

Modifying Work Habit Marks Awarded to Students
There are two ways to modify work habit marks recorded in student grade records.

Method A

Rescan grade scanning sheets (completed with the most current work habit marks for students)
into the system to overwrite existing marks.

Method B

This procedure describes how manually to change work habits marks awarded to students.

1. Open the Elementary Grades atom.

n

Display the Work Habits tab.

3. Find the student for whom you want to modify marks.

4. Inthe Reporting Period field for any work habit, select a mark from the pop-up list.
5

Click Save.
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6. Repeat Steps 3 — 5 to modify another work habit mark.

7. Click Close to exit from the Elementary Grades atom.

Deleting Work Habit Marks from Student Grade Records

Open the Elementary Grades atom.

Display the Work Habits tab.

Find the student for whom you want to delete work habit marks.

In the Reporting Period field for any work habit, select the blank item from the pop-up list.
Click Save.

Repeat steps 3 — 5 to delete another work habit mark.

N g bk~ w Dh e

Click Close to exit from the Elementary Grades atom.

Adding Subject Comments to Student Grade Records
There are two methods for adding subject comments to student grade records.

Method A

The most efficient way to add subject comments to student grades records is to scan subject
comment codes in to the system using grade scanning sheets. See Grade Scanning Atom for
more information.

Method B

This procedure describes how manually to add subject comments to student grade records.
Open the Elementary Grades atom.
Display the Subject Comments tab.
Find the student for whom you want to add subject comments.

1
2
3
4. Inthe Reporting Period field, select a reporting period from the pop-up list.
5. From the Data menu, select Add Subject Comment.

6

Complete the fields in the subject comment matrix row.

Hint: Click the Subject Comments Lookup button to open the Subject Comments atom and review existing
subject comments.

7. Click Save.
8. Repeat Steps 3 — 7 to add another subject comment.

9. Click Close to exit from the Elementary Grades atom.
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Deleting Subject Comments from Student Grade Records

Open the Elementary Grades atom.

Display the Subject Comments tab.

Find the student for whom you want to delete subject comments.

In the Reporting Period field, select a reporting period from the pop-up list.
Highlight the subject comment row that you want to delete.

From the Data menu, select Delete Subject Comment.

Click Save.

Repeat Steps 3 — 7 to delete another subject comment.

© © N o g & W N Bk

Click Close to exit from the Elementary Grades atom.

Adding Other Comments to Student Grade Records
There are two methods for adding other comments to student grade records.

Method A

The most efficient way to add other comments to student grades records is to scan other
comment codes into the system using grade scanning sheets. See Grade Scanning Atom for
more information.

Method B

This procedure describes how manually to add other comments to student grade records.
Open the Elementary Grades atom.
Display the Other Comments tab.
Find the student for whom you want to add other comments.

1
2
3
4. Inthe Reporting Period field, select a reporting period from the pop-up list.
5. From the Data menu, select Add Other Comment.

6

Complete the fields in the other comment matrix row.

Hint Click the Other Comments Lookup button to open the Other Comments atom and review existing other
comments.

Click Save.
8. Repeat Steps 3 — 7 to add another comment.

9. Click Close to exit from the Elementary Grades atom.
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Deleting Other Comments from Student Grade Records

Open the Elementary Grades atom.

Display the Other Comments tab.

Find the student from whom you want to delete other comments.

In the Reporting Period field, select a reporting period from the pop-up list.
Highlight the other comment row that you want to delete.

From the Data menu, select Delete Other Comment.

Click Save.

Repeat Steps 3 — 7 to delete another other comment.

© © N o g & W N Bk

Click Close to exit from the Elementary Grades atom.

Setting Up the System to Use Narrative Comments

Open the Elem Grading Setup atom.

Display the Setup Options tab.

Select the Use Narrative Comments checkbox.

Click Save.

Click Close to exit from the Elem Grading Setup atom.

Open the Elementary Grades atom to ensure that the Narrative Comments tab displays.

N oo g bk~ w Ddhd e

Click Close to exit from the Elementary Grades atom.

Adding Narrative Comments to Student Grade Records

This procedure describes how to add narrative text to student grade records.

Note: The system must be set up to use narrative comments before you can add narrative comments to student
grade records.

1. Open the Elementary Grades atom.
Display the Narrative Comments tab.

Find the student for whom you want to add narrative comments.

From the Data menu, select Add Nar. Comment.

2
3
4. Inthe Reporting Period field, select a reporting period from the pop-up list.
5
6. Complete the fields in the narrative comment matrix row.

7

Click Save.
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8. Repeat Steps 3 — 7 to add another narrative comment.

9. Click Close to exit from the Elementary Grades atom.

Deleting Narrative Comments from Student Grade Records

Open the Elementary Grades atom.

Display the Narrative Comments tab.

Find the student from whom you want to delete narrative comments.

In the Reporting Period field, select a reporting period from the pop-up list.
Highlight the narrative comment row that you want to delete.

From the Data menu, select Delete Nar. Comment.

Click Save.

Repeat Steps 3 — 7 to delete another narrative comment.

© © N o g & W NP

Click Close to exit from the Elementary Grades atom.
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Update Grades Atom

The Update Grades atom enables you to run two critical grading operations:

* Update Attendance Operation
» Average Grades Operation

Update Attendance Operation

The Update Attendance operation calculates student attendance totals through the selected
reporting period based on attendance information recorded in the SASIxp Attendance module.

Note: Attendance totals display in the Elementary Grades atom for attendance definitions that you establish in the
Elem Grading Setup atom.

== Update Grades l
—ioptions
Teacher | -
Reporting Period Grade Range | - - *
[Period 1 (093011102401 -
—Select Operation

# Llpdate Attendance

T Average Grades

Update Attendance Operation Fields

Field Name Description

Track Track affected by the update operation. The pop-up list displays
tracks defined in the School atom. Displays only if your school
uses tracks.

Reporting Period Reporting period through which the system calculates cumulative
attendance totals. The pop-up list displays reporting periods defined
in the Elem Grading Setup atom.

Options Fields

Teacher Teacher (ID and short name) whose students are affected by the
update operation. The pop-up list displays teachers defined in the
Teacher atom.
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Field Name Description

Grade Range Range of grades affected by the update operation. The pop-up lists
display grade levels defined in the School atom.

Updating Attendance Totals

Open the Update Grades atom.

Select the track (if applicable) and reporting period affected by the update.
In the Select Operation section, select the Update Attendance option.
Complete the fields in the Options sections (if applicable).

Click Run. A progress bar displays in the lower left corner of the SASIxp desktop.

o g~ w bh e

Click Close to exit from the Update Grades atom.

Average Grades Operation

The Average Grades Operation calculates averaged final subject marks and subject area marks
if the elementary academic grading system is set up for these marks.

Note: You can set up your school for averaged final marks (calculated by the system) in the Elem Grading Setup
atom. You can set up subject areas to receive marks in the Subject Areas atom.

==  Update Grades fm:
—Options
Teacher | d
Feporting Period Grade Range | bl -
[Period 1 (09/0301-11/02/01) -
—=elect Operation

T Update Aftendance
B [ Calculate subiect area grades

#  Averaoe Grades [ Dornet calculate sverages

if blank marks exist
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Average Grades Operation Fields

Field Name

Description

Track

Track affected by the average operation. The pop-up list displays
tracks defined in the School atom. Displays only if your school uses
tracks.

Reporting Period

Reporting period affected by the average operation. The pop-up list
displays reporting periods defined in the Elem Grading Setup atom.

If your system is set up for averaged final marks, then final marks
are calculated when you select the last reporting period defined for
the academic year.

If your system is set up for subject area marks and you select the
Calculate subject area grades checkbox, then subject area marks
are calculated for the selected reporting period. Final subject area
marks are calculated (if final subject marks exist) when you select
the last reporting period defined for the academic year.

Options Fields

Teacher

Teacher (ID and short name) whose students are affected by the
update operation. The pop-up list displays teachers defined in the
Teacher atom.

Grade Range

Range of grades affected by the update operation. The pop-up lists
display grade levels defined in the School atom.

Calculate subject area
grades

A selected checkbox indicates that the system calculates subject
area marks for subject areas set up to receive marks.

Do not calculate
averages if blank
marks exist

A selected checkbox indicates that the system does not calculate
an averaged final subject mark if the subject is missing a mark in
one or more reporting periods.

Additionally, the system does not calculate a subject area mark if
one or more subjects used to calculate the subject area mark are
missing marks in the selected reporting period.
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Averaging Final Subject Marks

This procedure describes how to calculate averaged final subject marks for all subjects.

Warning: Existing marks are overwritten each time you run the Average Grades operation.

Open the Update Grades atom.

Select the track (if applicable) affected by the update.

In the Reporting Period field, select the last reporting period defined for the academic year.
In the Select Operation section, select the Average Grades option button.

Complete the fields in the Options section (if applicable).

Click Run. A progress bar displays in the lower left corner of the SASIxp desktop.

N o g M w D RE

Click Close to exit from the Update Grades atom.

Averaging Subject Area Marks

This procedure describes how to average subject area marks for a selected reporting period.

Note: Subject areas must be set up to receive marks.
1. Open the Update Grades atom.

2. Select the track (if applicable) and the reporting period for which you want to calculate
subject area marks.

In the Select Operation section, select the Average Grades option button.
In the Options section, select the Calculate subject area grades checkbox.
Complete the remaining fields in the Options section (if applicable).

Click Run. A progress bar displays in the lower left corner of the SASIxp desktop.

S L

Click Close to exit from the Update Grades atom.
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Grade Scanning Atom

The Grade Scanning atom enables you to set up and maintain the elementary academic
grading system for grade scanning operations that are compatible with your scanning
equipment and grade reporting scan sheets.

The Grade Scanning atom consists of four tabs:

* Create/Print Tab
e Scan Tab

e Setup Tab

e Scan Order Tab

Important: Grade scanning operations in the elementary academic grading system require use of the ScanTools Il
scanning engine that is part of the standard SASIxp application installation.

Create/Print Tab

The Create/Print tab enables you to accomplish three tasks related to grade scanning sheets:

» Create grade scanning records for scan sheets that you intend to print at a later time.
» Print scan sheets for grade scanning records that you created at an earlier time.
» Create grade scanning records and immediately print scan sheets for those records.

View A: Print Operation with Restart/Restrict by Student, Teacher, or Sheet

= Grade Scanning l
Createfrint | Scan |  setw | scencrder |
—Create Options Operation
L W Print
O Create Only
Feporting Period
—Frint Cptions
|Preriod 1 hd
RestartBRestrict Range
Zcan Form |S‘tuder|t - |

|Elem Progress 5385 OGSM Indiv -

Zort

|Student - Homeroom -

Grade Level

| - - -
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View B: Print Operation

with Restart/Restrict by Subject

= Grade Scanning l
Createfrint | Scan | sete | Scenirder |
rCreate Options Dperation
Track |A - # Print
. Creste Only
Feporting Period
—Print Options
|Period 1 -
RestartRestrict
San Form [E: | Roster Subjects Lookup
|Elem Progress 5385 OGS Indiv -
o | Title
Zort ChPLA OO Computer Basics
|Student - Homeroom - PE100 PhysEd
Grade Level
| - e -

Create/Print Tab Fields

Field Name

Description

Create Options Fields

Track

Track for which the system creates grade scanning records.
Displays only if your school uses tracks.

Reporting Period

Reporting period for which the system creates grade scanning
records. The pop-up list displays reporting periods defined in the
Elem Grading Setup atom.

Scan Form

Grade scanning form for which the system creates grade scanning
records. Displays grade scanning forms supported by the system
and defined in the SCE table.
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Field Name Description

Sort Sort order of the grade scanning sheets that the system creates.

Student - Homeroom: Sorts by homeroom teacher name then
by student name. Displays only for individual type grade
scanning forms.

Teacher - Student: Sorts by homeroom teacher name, subject
ID, then student name. Displays only for class roster type grade
scanning forms.

Teacher - Homeroom: Sorts by teacher name, subject ID,
homeroom teacher name, and then student name. Displays only
for class roster type grade scanning forms.

Grade Level Range of grade levels for which the system creates grade scanning
records. The pop-up lists display grade levels defined in the School
atom.

Operation Fields

1.

Print Performs two operations depending on your field selections:

Creates grade scanning records based on your selections in
the Create Options fields and prints grade scanning sheets for
those records.

2. Prints a subset of existing grade scanning records based on
your selections in the Print Options fields.
Create Only Creates and stores grade scanning records to print on grade

scanning sheets at a later time.
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Field Name

Description

Print Options Fields

Restart/Restrict

Identifies a subset of existing records for which you want to print
grade scanning sheets during a Print operation.

None — Prints grade scanning sheets for all existing grade
scanning records that match the criteria defined in the Create
Options section.

Active Students — Prints grade scanning sheets for a specified
range of active students with existing grade scanning records
that match the criteria defined in the Create Options section.

Inactive Students — Prints grade scanning sheets for a
specified range of inactive students with existing grade scanning
records that match the criteria defined in the Create Options
section.

All Students — Prints grade scanning sheets for all students
within a specified range with existing grade scanning records
that match the criteria defined in the Create Options section.

Teacher — Prints grade scanning sheets for a specified range of
teachers with existing grade scanning records that match the
criteria defined in the Create Options section.

Sheet — Prints grade scanning sheets for a specified range of
scan sheets with existing grade scanning records that match
criteria defined in the Create Options section.

Subject — Prints grade scanning sheets for a specified subject
with existing grade scanning records that match criteria defined
in the Create Options section.

Range

Range of students, teachers, or sheets (depending on your
selection in the Restart/Restrict field) for which you want to print
existing grade scanning sheets.

Roster Subjects
Lookup

Opens the Select Subjects generic selection window that contains
subjects not selected on the Scan Order tab of the Grade Scanning
atom. Displays only when the Restart/Restrict field selection is
Subject.
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Scan Tab

The Scan tab enables you to specify information about the completed grade scanning sheets
that you intend to scan into the elementary academic grading system.

- Grade Scanning E3 |

CrastePrint Scan | Setup | Scanorder |

Feporting Period |Period 1 |

Zean Form |Elem Progress 53A5 ABCDU Indiv -+

Special Instructions
(W] Showe detailed mezsanes

[] Stop scanner when errors occur

Scan Tab Fields

Field Name Description

Reporting Period Reporting period that corresponds to the grade scanning sheets that
you intend to scan. The pop-up list displays reporting periods that
your school defines in the Grading Setup atom. Defaults to the
current reporting period.

Scan Form Scan form sheets that you intend to scan. The pop-up list displays
scan forms supported by the system. Defaults to the scan form
identified in the grade scanning Setup tab.

Special Instructions Fields

Show detailed A selected checkbox indicates that the system displays detailed
messages scan sheet error messages in the Scanning Messages screen
during the scanning process.
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Field Name

Description

Stop scanner when
errors occur

A selected checkbox indicates that the system stops each time it
encounters a scan sheet error during scanning operations so that
you can correct the error immediately.

A clear checkbox indicates that the system attempts to deal with
errors as they occur and continues scanning if possible. Error
messages display in the Scanning Messages window.

Setup Tab

The Setup tab enables you to specify default scanning operation information related to your
scanning hardware and operations.

ES S

CreateFrint | Soan

Scanner

Scan Form
Port
Print Darkness
Pencil Darkness

Pencil Difference

Grade Scanning

Setup | Sean Order |

d

[MNCS OpScan 345

L

|Elem Progress 53485 ABCDU Indiv

|Part3

5 =
7 -
EE

L

Setup Tab Fields

Field Name

Description

Scanner

Default scanner that your school uses to scan student marks into
the system from scan-sheets. The pop-up list displays scanners
supported by the system.

Important: Select NCS OpScan 3/5 to enable ScanTools Il scanning engine
operations.
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Field Name Description

Scan Form Scan form that your school uses most frequently to scan student
marks into the system. The pop-up list displays scan forms
supported by the system.

Port Computer port where your scanner connects.

¢ Port 1 (Mac Modem)
e Port 2 (Mac Printer)
e Port3
e Port4

Print Darkness

Intensity (darkness) of pre-slugged marks on grade scanning sheets
created by the system. The pop-up list displays 15 levels of intensity
(15 is the maximum intensity).

Pencil Darkness

Minimum intensity (darkness) of bubbled pencil marks that the
system reads from scan-sheets. The pop-up list displays 15 levels
of intensity (15 is the maximum intensity).

Pencil Difference

Intensity difference of two pencil marks on the same line at which
the system interprets one mark as an erasure and the other mark as
the intended scan mark.
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Scan Order Tab

The Scan Order tab enables you to specify the scan order for up to 20 subjects that are
included on individual type scan forms.

Note: For subjects not included on this tab, the system creates, prints, and scans class roster type scan sheets.

=

CreatePrint | moan |

Ln | Subject Title

Grade Scanning |
Setup Scan Order |

e
[ 2] Heatth
[5] OrsiComm
[ 4| Readding
5] speling
[E] wiitComm
7| math
o
9

10| Science
[ SocStudy
RF
RE

[ e |

B

Scan Order Tab Fields

Field Name

Description

Ln

Scan order number of the subject that is scanned using individual
type scan sheets.

Subject Title

Title of the subject that is scanned using individual type scan-
sheets.

Copyright © 2000-2003 NCS Pearson, Inc.




126 SASIxp Elementary Academic Grading Users Guide

Scanning Message Screen

The Scanning Messages screen displays error messages and other information as you scan
grade scanning sheets into the system.

. Scanning Mezszages B4 |

Print Missing Scan Sheet List

The Print Missing Sheet List button enables you to print a list of scan sheets that have been
created but that have not been scanned into the system with marks. The system generates
separate reports for individual type and class roster type scan sheets.
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Using the Grade Scanning Atom

These procedures describe how to perform tasks in the Grade Scanning atom.

Setting Up System Defaults for Grade Scanning Operations

Open the Grade Scanning atom.
Display the Setup tab.

1.
2
3. Complete the fields on the Setup tab.
4. Click Save.

5

Click Close to exit from the Grade Scanning atom.

Creating Grade Scanning Records

This procedure describes how to create grade scanning records that you can print as grade
scanning sheets at a later time.

Note: See Creating and Printing Grade Scanning Sheets to create and immediately print grade scanning sheets.
1. Open the Grade Scanning atom.

2. Select the Create/Print tab.

3. Inthe Operations section, select the Create Only option button.

4. Complete the fields in the Create Options section.
5

Click Create. The progress bar in the lower left corner of the SASIxp desktop indicates
when records have been successfully created.

Setting Scan Order for Scanned Subjects

This procedure describes how to set the scan order for subjects that are included on individual
type scan forms.

1. Open the Grade Scanning atom.
2. Display the Scan Order tab.

3. For each line in the matrix, select a subject from the pop-up list.
4. Click Save.
5

Click Close to exit from the Grade Scanning atom.
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Creating and Printing Grade Scanning Sheets

This procedure describes how to create then immediately print grade scanning sheets.

1.

2
3.
4
5

Open the Grade Scanning atom.

Display the Create/Print tab.

In the Operation section, select the Print option button.
Complete the fields in the Create Options section.

In the Restart/Restrict field, optionally identify a subset of records to print.

» If you select Student, Teacher, or Sheet, enter the range of records to print.
» If you select Subject, click the Roster Subjects Lookup link arrow to select the subjects to print.

Click Print. A warning dialog box displays.
Click the button appropriate for your operations.

Click Close to exit from the Grade Scanning atom.

Printing Grade Scanning Sheets for Existing Records

This procedure describes how to print grade scanning sheets for grade scanning records that
you created at an earlier time.

1.

2
3.
4

o

Open the Grade Scanning atom.
Display the Create/Print tab.
In the Operation section, select the Print option button.

Complete the fields in the Print Options section if you want to limit the scan sheets that
print.

Click Print. A warning dialog box displays.
Click Use Existing.

Click Close to exit from the Grade Scanning atom.
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Scanning Marks and Comments into the System

Important: You must create grade scanning records and print grade scanning sheets before you can scan marks and
comments into the system.

Prepare your scanner hardware and load scan-sheets into the scanner.
Open the Grade Scanning atom.

Display the Scan tab.

Complete the fields on the Scan tab.

Click Scan. The Scanning Message screen displays.

Click Scan on the Scanning Message screen.

N oo g M v Dh e

Click Close to exit from the Grade Scanning atom.
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Update Academic History Atom

The Update Academic History atom enables you to transfer designated information from the
current academic year to student academic history records using the Update Academic History

operation.

Update Academic History Operation

The Update Academic History operation transfers marks and comments awarded to students
during the current academic year to student academic history records.

G Update Academic History x|

|'Hestrict operation to

[Track ¥| |Track1 +

—options
Grade Level From | o -
Reporting Period |First Quarter (09050011 40300 -

W Lipdate Schools Attended [ ] Updste Attendance [ Update EOY [ Use ¥ 7D Dates

anth - Calendar Year »  Academic Year|2000
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Update Academic History Operation Fields

Field Name

Description

Restrict operation to

Restricts transfer operation by filtering student information on the
basis of one of the following:

e Teacher — Select Teacher in the pop-up list. Selecting a
teacher transfers information about all students pertaining to
the teacher.

e Student — Select Student in the pop-up list and enter the
Student ID to transfer information about that student.

e Tracks — Select Tracks in the pop-up list, and a track
defined by the school to transfer information on the students
related to that track. For non-track schools, the None option
displays instead of the track.

Grade Level (From, to)

Range of grade levels affected by the operation. The pop-up lists
display grade levels defined in the School atom.

Reporting Period

Reporting period for which information is transferred to academic
history records. The last reporting period also transfers final marks if
your school is set up to record final subject or work habit marks.

Update Schools
Attended

When you select Update Schools Attended, the transfer operation
updates the academic history records with information about the
students’ School Attended records.

Update Attendance

When you select Update Attendance, the transfer operation
updates the academic history records with the student’s attendance
information for the attendance definitions in the Attendance tab of
the Elem Grading Setup atom. It also transfers information about
student Membership, Present days, and Absent days.

Note: This option displays only when you select Update Schools Attended.

Update EOY

When you select Update EQY, the transfer operation updates the
academic history records with the student’s End of Year Status.

Note: This option displays only when you select Update Schools Attended.

Use YTD Dates

When you select Use YTD Dates, the transfer operation updates
the attendance information for the Schools Attended records on the
basis of year-to-date.

Note: This option displays only when you select Update Schools Attended.

Month

Month during which marks and comments are recorded in student
academic history records.

Calendar Year

Calendar year during which marks and comments are recorded in
student academic history records.
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Field Name

Description

Academic Year

Academic year during which marks and comments are recorded in
student academic history records.

Updating Student Academic History Records

a M w nNoRE

Open the Update Academic History atom. The Update Academic History screen displays.
Complete the fields on the screen.

Click Transfer. A confirmation message displays.

Click OK. A progress bar displays in the lower left corner of the SASIxp desktop.

Click Close to exit from the Update Academic History atom.
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Academic History Atom &

The Academic History atom enables you to maintain information related to all marks and
comments that are transferred to a student’s academic history.

The Academic History atom consists of four tabs

» Academic History Tab

* Work Habit History Tab
 Grade Level Comment Tab
* Narrative Comments Tab

Note: The Work Habit History tab displays only if your school is set up to transfer work habit marks to academic
history files (see the Elem Grading Setup atom section).

Common Fields

These view-only fields are common for all tabs in the Academic History atom. They display
student-specific information recorded in the Student atom.

Field Name Description

Last Name Student’s last name.

First Name Student’s first name.

Middle Name Student’s middle name or middle initial.

Grd Student’s current grade level.

Gen Student’s gender (M — Male or F — Female).

Trk School track to which the student is assigned. Displays only if your
school uses tracks.

Student ID Student’s identification number at school.
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Academic History Tab

The Academic History tab displays information related to all of the subject and subject area
marks that are recorded in a student’s academic history.

el Academic History |
Last Name <@ First Mame Micldle Mame Grd Gen Studert 1D
| | + |+

Academic History | Wtk Habit History | Ged Ll Gt History | Marrative Comments |

Ln J Sukject .ﬂ.lphaIJ Mark | bark J School | Rt dJ FinaIIJ

hth J Year| Area | Subject ID] Subject Title | Teacher Name | Mark | Bum Title [ Type 4 Year | Prd| Grdd Markd Schoal,
K Jm| L [
Gpa [0.0000 HEP | i I

Academic History Tab Fields

Field Name Description

AEAH File

Ln Line number of the subject (or subject area).

Mth Month that the subject or subject area mark was recorded in
academic history.

Year Calendar year in which the subject or subject area mark was

recorded in academic history.

Subject Area

Subject area in which the subject that received a mark belongs or
the subject area that received a mark.

Subject ID

Identification code of the subject that received a mark.

Note: If no subject ID or title displays, then the subject area received a mark.

Subject Title

Descriptive name (or short title) of the subject that received a mark.

Note: If no subject title or ID displays, then the subject area received a mark.

Teacher Name

Name of the teacher who awarded the mark for the subject.

Mark

Mark that the student earned for the subject or subject area.
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Field Name Description

Alpha/Num Indicates whether the mark is alpha or numeric.

Mark Title Short title of the mark awarded for the subject. (4 characters)

Mark Type Short title of the mark title equivalent in the current academic year.
The pop-up list displays mark title defined in the Elem Grading
Setup atom.

School Year Academic year for which the subject or subject area mark was

recorded in academic history.

Rpt Prd Reporting period in which the student earned the mark.
Grd Grade level during which the student earned the mark.
Final Mark Indicates whether the mark is a Regular Mark (awarded for a

reporting period) or a Final Mark.

School Attended When you update the academic history records with the Update
Schools Attended option, the School Attended column displays
the start and end dates of the reporting period and the school’s
name.

On updating without selecting the Update Schools Attended
option, the column displays the school number.

Work Habit History Tab

The Work Habit tab displays work habit marks that are recorded in a student’s academic history.

Note: The Work Habit History tab displays only if your school is set up (in the Elem Grading Setup atom) to transfer
final work habit marks to academic history files.

#p Academic History Ei |
Last Mame < First Mame liddle hame Zrd  Gen Student ID
| | + +
Academic History  vWork Habat History | Gra Lyl Cmrt History | Marrative Commerts |
Ln J Schaol | Rpt uJ
hith J %'ear | vWark Habit Teacher Mame | Mark [ Year [Prd | Grd, School Attended
_
_
_
|
|
_
_
_
_
_
K o T
= | | |
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Work Habit History Tab Fields

Field Name Description

AWHH File

Ln Line number of the work habit.

Mth Month that the work habit mark was recorded in academic history.

Year Calendar year in which the work habit mark was recorded in
academic history.

Work Habit Work habit text that prints (exactly as defined) on report cards and

other reports.

Teacher Name

Name of the teacher who awarded the work habit mark.

Mark

Final mark that the student received for the work habit.

School Year

Academic year for which the work habit mark was recorded in
academic history.

Rpt Prd

Reporting period in which the student received the work habit mark.

Grd

Grade level during which the student received the work habit mark.

School Attended

Number of the school that awarded the work habit mark.
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Grade Level Comment History Tab

The Grade Level Comment History tab displays grade level comments that are recorded in a
student’s academic history.

- Abber, Clara Academic History |

Last Mame <l Firzt Mame Middle Mame Grd  Zen =tudert D
|.&bber Clara R m F 1444

Scademic History | wiork Habit History  Grd Lyl Cmink History I Marrative Commerts |

Mar (2002 |(Duffel, D. A&-Clara-iz improving in the Languag 2002 |1 o1 |99
Mar 2002 | Duffel, D ABR-She-has scored above expectatid 2002 | 1 o1 |993
Mar 2002 | Duffel, D AZ-She-has scored below average {(2002 |1 o1 |993
Apr 2002 | Duffel, D An Clara-is improving in the Languag{2002 |1 o1 |993
Apr 2002 | Duffel, D AR-Clara-has scored above expectat| 2002 |1 o1 |993
Apr 2002 | Duffel, D AC-Clara-has scored below average [2002 |1 o1 |993
[<afm L2

Grade Level Comment History Tab Fields

Field Name Description

AGCH File

Ln Line number of the grade level comment.

Mth Month that the grade level comment was recorded in academic
history.

Year Calendar year in which the grade level comment was recorded in

academic history.

Teacher Name

Name of the teacher who awarded the grade level comment.

Grade Comment

Grade level comment code, prefix, and text.

School Year

Academic year for which the grade level comment was recorded in
academic history.

Rpt Prd

Reporting period in which the student received the grade level
comment.
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Field Name Description

Grd Grade level during which the student received the grade level
comment.

School Attended Number of the school that awarded the work habit mark.

Narrative Comments Tab

The Narrative Comments tab enables you to maintain comments related to a student’s entire
academic history.

Note: These are not the same narrative comments that you record in the Elementary Grades atom.

Academic Hiztory I

Last Mame <> Firzt Mame Middle Mame Grd  Gen Student 1D

| | * ¥

Scademic History | Wiork Habit History |=:-,-rd Ll Cmnt History mﬂmmmlﬂ'

DaE ERD

Narrative Comments Tab Fields

Field Name Description
ACHN File
Comments Text field for comments related to the student’s academic history.
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Using the Academic History Atom

These procedures describe how to perform tasks in the Academic History atom.

Adding Subject Marks to Student Academic History Records
There are two methods for adding subject marks to student academic history records.
Method A

The most efficient way to add subject marks awarded in the current academic year to student
academic history records is to run the Update Academic Record operation.

Method B

This procedure describes how to add subject and subject area marks manually to student
academic history records.

Open the Academic History atom.

Display the Academic History tab.

Find the student for whom you want to add a subject mark.
From the Data menu, select Add Subject.

Complete the fields in the academic history matrix row.
Click Save.

Repeat Steps 3 — 6 to add another subject mark to academic history.

© N o g & w N BB

Click Close to exit from the Academic History atom.

Deleting Subject Marks from Student Academic History Records

This procedure describes how to delete subject and subject area marks manually from student
academic history records.

Note: Subject and subject area marks that you delete during the current academic year may be transferred back into
academic history when you run subsequent Update Academic Record operations.

Open the Academic History atom.

Display the Academic History tab.

Find the student for whom you want to delete a subject mark.
Select the row of the subject mark that you want to delete.
From the Data menu, select Delete Subject.

Click Save.

Repeat Steps 3 — 6 to delete another subject mark.

© N o 0 & w N B

Click Close to exit from the Academic History atom.
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Adding Work Habit Marks to Student Academic History Records
There are two methods for adding work habit marks to student academic history records.
Method A

The most efficient way to add work habit marks to student academic history records is to run the
Update Academic Record operation.

Method B

This procedure describes how to add work habit marks manually to student academic history
records.

Open the Academic History atom.

Display the Work Habit History tab.

Find the student for whom you want to add a work habit mark.
From the Data menu, select Add Work Habit.

Complete the fields in the work habit history matrix row.

Click Save.

Repeat Steps 3 — 6 to add another work habit mark.

© N o g~ w0 N BB

Click Close to exit from the Academic History atom.

Deleting Work Habit Marks from Student Academic History Records

This procedure describes how to delete work habit marks from student academic history
records.

Note: Work habit marks that you delete during the current academic year may be transferred back into academic
history when you run subsequent Update Academic Record operations.

1. Open the Academic History atom.

Display the Work Habit History tab.

Find the student for whom you want to delete a work habit mark.
Select the row of the work habit mark that you want to delete.
From the Data menu, select Delete Work Habit.

Click Save.

Repeat Steps 3 — 6 to delete another work habit mark.

© N o g b~ w N

Click Close to exit from the Academic History atom.
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Adding Grade Level Comments to Student Academic History Records
There are two methods for adding grade level comments to student academic history records.
Method A

The most efficient way to add grade level comments to student academic history records is to
run the Update Academic Record operation.

Method B

This procedure describes how to add grade level comments manually to student academic
history records.

1. Open the Academic History atom.

2. Display the Grd Lvl Cmnt History tab.

3. Find the student for whom you want to add a grade level comment.
4. From the Data menu, select Add Comments.
5

Complete the fields in the grade level comment history matrix row.

Note: In the Grade Comment column, enter the grade comment code, prefix, and text separated by hyphens.

o

Click Save.
7. Repeat steps 3 — 6 to add another grade level comment.

8. Click Close to exit from the Academic History atom.

Deleting Grade Level Comments from Student Academic History Records

This procedure describes how to delete grade level comments from student academic history
records.

Note: Grade level comments that you delete during the current academic year may be transferred back into
academic history when you run subsequent Update Academic Record operations.

Open the Academic History atom.

Display the Grd Lvl Cmnt History tab.

Find the student for whom you want to delete a grade level comment.
Select the row of the grade level comment that you want to delete.
From the Data menu, select Delete Comment.

Click Save.

Repeat steps 3 — 6 to delete another grade level comment.

© N o g0 &~ w N BB

Click Close to exit from the Academic History atom.
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Adding Narrative Comments to Student Academic History Records

This procedure describes how to add narrative text to student academic history records.

N oo g M w DdhRE

Open the Academic History atom.

Display the Narrative Comments tab.

Find the student for whom you want to add narrative comments.
Type text into the comments area.

Click Save.

Repeat steps 3 — 5 to add narrative comments for another student.

Click Close to exit from the Academic History atom.

Deleting Narrative Comments from Student Academic History Records

This procedure describes how to delete narrative text from student academic history records.

N oo g~ w Ddh e

Open the Academic History atom.

Display the Narrative Comments tab.

Find the student for whom you want to delete narrative comments.
Delete text from the comments area.

Click Save.

Repeat steps 3 — 5 to delete narrative comments for another student.

Click Close to exit from the Academic History atom.
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Elementary Academic Grading Reports

The Elementary Academic Grading module includes these reports:

* Master Templates Assigned (EAGO01)

e Teacher Templates Created (EAGO02)

e Grade Reporting Highlights (EAGO03)

» Elementary Report Cards (EAG04)

* Mark Listing by Student (EAGO05)

* Mark Verification by Teacher (EAGO06)

* Elementary Transcripts (EAGOQ7)

» Mark Exception (EAGO08)

e Student Recognition (EAGQ9)

e Mark Distribution by Homeroom Teacher (EAG10)
e Mark Distribution by Subject (EAG11)

* Mark Distribution by Ethnicity (EAG12)

e Mark Distribution by Gender (EAG13)

* Work Habit Mark Distribution by Teacher (EAG14)
e Comment Summary (EAG15)

e Other Comments (EAG16)

» Comment Analysis (EAG18)
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Master Templates Assigned Report (EAGOL)

The EAGO1 Master Templates Assigned report prints a list of all homeroom teachers and their
master template assignments. It can also print only those homeroom teachers who do not have
a master template assigned to them.

Location  Master Templates atom | Templates menu
Default Sort Values  Teacher Last Name, Teacher First Name, Teacher Middle Name,
and Teacher Number
Paper Size 8% x 11 inch Letter
Paper Orientation  Portrait

EAGOL! — Report Interface

Report Interface

Report 1D Ea 0 Recommended
Master Templates Assianed Report s [ Cover Page
| Generic Report - [ Dratt print
Enter Parameters for Mazter Templates A=s=igned Re il [ Preview

Teacher Selection |.-'3-.II Teachers [ o)l Teachers
Unaszigned Teachers

Field Name Description

Teacher Selection Teachers to include in the report:

« All Teachers — Includes all teachers regardless of template
assignment.

« Unassigned Teachers — Includes teachers who are not assigned to a
master template.
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EAGO!L — Sample Report

Elemantary Demo
G3M 303 Master Tamplates Asslgned Report EAGD
10:43:16 Al School Yesr 200:-3003 Paga 1
&b Teachors
Teacher Low High
Isacher Mame Humber  Homeroom Master Template Title Smde Gmde
Adarms, Alicia 18 i
Barmovw, Batty 25
Burka, Michella k7| Grade Lavels J4-06 0 06
Callisan, Carvia L] Grade Lavels J4-06 0 06
Callizan, Cindy 118 kS
Duillal, Daniss 5 1 Grade Lavals 903 o k]
Eldricga, Elizabath 10 z Grade Lavals 04-06 [1%.] 06
Hisghas, Heather 15 Grade Lavals 34103 L a3
Irein, |salela a
Aardala, Josaph 14 Grade Lavals 0402 i a3
Janes, Jedadiah 12
Janes, Jery q
Kirk, Kirtry L=
Knight. Krislin |
Knobilock, Kathy a2z
Krigg, Katharin H
Les, Larry T
Ligtizia, Louis 17
Ligwi, Ling i
Linted, Jeramisn 1
Mastaraon, Madtha ia
Mesa, Malans o
Hisadhsm, Mancy ]
Mord, Horma 4
Palacia, Paary 3
Pyia, Presalla F]
Richer, Richand 2
Roland, Ronaid 4
Saldana, Susan M

Tolal Teachers in Raport: 29
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Teacher Templates Created Report (EAGO2)

The EAGO02 Teacher Templates Created report enables you to print information about templates
created for individual homeroom teachers. The report can indicate whether a template has been
created for a teacher as well as the master template used to create a teacher’s template.

Location

Default Sort Values
Paper Size

Paper Orientation

Teacher Templates atom | Templates menu

Teacher Last Name, Teacher First Name, Teacher Middle Name
8 %2 x 11 inch Letter

Portrait

EAGO2 - RI Options Tab
| ReportlntedfaceBX |

Recommended
Templates Assigned Report Feport ID Cirientation [T Cover Page
|Generic Report v [Eac02 [ Dratt Print
Enter Parameters for Templates As=igned Report: L

Optionz Custom

Teacher Selection

Mo Teacher Template

Teacher Template - Mo Master Template
Teacher Template - Master Template

Field Name

Description

Teacher Selection

Teachers included in the report:

« All Teachers: Prints information of all teachers regardless of whether
they have a master or teacher template assigned.

« No Teacher Template: Prints information of all teachers who do not
have a teacher template assigned.

» Teacher Template — No Master Template: Prints information of all
teachers who have a teacher template but do not have a master
template assigned.

» Teacher Template — Master Template: Prints information of all
teachers who have a teacher template and a master template record
assigned.
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EAGO2 — Sample Report

0aaana
11: 384T AMd

Teachar Mama

&aa, aoE 8
Adams, Alica
#Adams, Ria

#Anna, Bohem
Barrow, Belty
Barrow, Joya
Baham, Jairy
Bk, Michals
Calisan, Caria
Calisan, Cindy
Duffel, Do
Eldridga, Eizabath
Hughes, Haalhar
frvina, [satlla
Jarvaia, Josoph
Jorems, | edadiah
e, Jenty

Bk, Kirby

Fomight, Krisgin
Knablock, Kalfry
Erieg, Kalherin
Les, Lary

Lstizia, Louia

Lo, Liza

Loy, Jeramizh
Mosterson, Martha
Miazsa. Melonia
Mandham, Nency
Mond, Nonma

Total Taachers in Report: 25

133

Elmentary Dama

Taacher Templabes Created Report
School Yedr 2002 - 2003

M5

125

THES

Yos "Ho Masier Termplats Allached
s Girada Lavels D0L03
by "=l Master Templata Atlachad
H **Ho Masier Ternplxte Ainched
TEE Grade Levels 00=03
L] "M Masier Temptaia Atlached
o "M Masier Ternplate Allachad
WS Grade Lavels 00403
¥es Grada Lavels D003
¥as Grade Levals D0-03
¥au "=l Masier Tamplata Atlachad
s GGrada Lawvals D0G03
Yes Grade Lavels 0001
LT Grade Lavels 0003
Yed (raaike Lenveds D0-03
Y [Gradie Lénvals 00-03
Foa Grada Lavals 00203
s Grada Lavals 00L03
Yes Caradie Levels D003
Lt Grade Lavels 00-03
¥ Gracke Lavals 00H03
¥as (Eraais Lenvalls DOH03
Yos Grada Lavals 00204
Yes (Grada Lovals D0L03
s (Grade Lenesls DO-03
Yies Grade Lénesis 00-03
¥as Larae Lanvals DOW03
Yas Caraia Lanvals DO-03
Yes Giradie Levels 000

EAGOZ
Pape 1

Copyright © 2000-2003 NCS Pearson, Inc.




148 SASIxp Elementary Academic Grading Reference Guide

Grade Reporting Highlights Report (EAGO03)

The EAGO3 Grade Reporting Highlights report enables homeroom teachers to review an
analysis of the marks and comments assigned to their students in a particular reporting period.
Homeroom teachers can use the report to identify conditions related to student performance
that should be addressed or corrected prior to printing report cards.

The EAGOS3 report prints for schools set up to award alpha or numeric subject marks (Elem
Grading Setup atom | Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha” or
“Numeric”).

Location  Elementary Grades atom | Grade menu

Default Sort Values Teacher Last Name, Teacher First Name, Teacher Middle Name,
Teacher Number, Grade Level, Student Last Name, Student First
Name, Student Middle Name

Paper Size 8 %2 x 11 inch Letter
Paper Orientation  Landscape

EAGO3 - RI Options Tab

Report Interface EX

Feport 1D |E,u._.3|;|3 [ Recu_:umrne_nded
Grade Reporting Highlights Crientation [ Cover Page

|Generic Repaort () -] - [ Dratt Print

Enter Parameters for Grade Report Highlights

Oplionss |Cu:umpare Marks| Commerte | Attendance | custom
Track Ao
Feporting Period |2nd Feporting Period -

Teacher Number l_ - l_
Grade Levels - - -

Student Status | dctive -
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Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Reporting Period

Current reporting period for the track selected.

Note: When you select a reporting period that has both alpha and numeric marks
defined on the Marks tab of the Elem Grading Setup atom, a message displays
stating that the report cannot be generated for that reporting period because of a
combination of alpha and numeric marks.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher nhumber in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

Active
Inactive
Both

EAGO3 — RI Compare Marks Tab

Report Interface EX
Feport 1D

Grade Beporting Highlights

|Generic Repart

Enter Parameters for Grade Report Highlights

options Compare Mli'ii'ﬁl

|E.&GI33 | Recommenced
Cirientation [ ] Cover Page
-] - [ Dratt Print
Comments | Aftendance | Custom |

Accot ek Type 1

~| Uracpt Mrk Type 2 |

Unacpt Mrk Type 1 |

Mark Level Rise

]

w | Accpt Mrk Type 2

Mark Level Drop
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Compare Marks tab fields

Field Name

Description

Accpt Mrk Type 1

Select Accpt Mrk Type 1 from the Accpt Mrk Type 1 field to choose
marks from the generic selection window that appears.

Unacpt Mrk Type 1

Select Unacpt Mrk Type 1 from the Unacpt Mrk Type 1 field to choose
marks from the generic selection window that appears.

Unacpt Mrk Type 2

Select Unacpt Mrk Type 2 from the Unacpt Mrk Type 2 field to choose
marks from the generic selection window that appears.

Accpt Mrk Type 2

Select Accpt Mrk Type 2 from the Accpt Mrk Type 2 field to choose
marks from the generic selection window that appears.

Mark Level Rise

Enter up to two digits in the Mark Level Rise field to select students
scoring higher in the reporting period you choose in comparison to the
preceding reporting period.

Mark Level Drop

Enter up to two digits in the Mark Level Drop field to select students
scoring lower in the reporting period you choose in comparison to the
preceding reporting period.

EAGO3 - Rl Comments Tab

Report Interface EX

Grade Reporting Highlinhts

Report ID |E,a,.3|:|3 | Recommended

Crientation [] Cover Page

|Zerneric Report

] ___ |_‘* [ Draft Print

Enter Parameters for Grade Report Highlights
Options | Compare Marks  Comments | Mtendance | Custom

Lnacpt Work Habits |

Positive Attain Cmnt
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Comments tab fields

Field Name

Description

Unacpt Work Habits

Select Unacceptable Work Habit Marks from the Unacpt Work Habits
field to choose marks from the generic selection window that appears.

Positive Attain Cmnt

Select Positive Attainment Marks from the Positive Attain Cmnt field to
choose marks from the generic selection window that appears.

EAGO3 - RI Attendance Tab

Report Interface EX
Report ID |E.E-.GI:|3 [ Rec:n_:nmme_nded
Grade Reporting Highlights e L Saver Page
|Zeneric Report -| -I [ | Draft Print
Enter Parameters for Grade Report Highlights
options | Compare Marks]  Commerts Alterwiance | custom |
Attnd Tyvpe i | « Equal or Greater
Attnd Tyvpe 2 | w Equal or Greater
Attendance tab fields
Field Name Description

Attnd Type 1, Attnd Type
2

Restricts information to records based on the attendance type. Options are

e« 1-—All Absences

e 2-—All Tardies

e 3 -Days Enrolled
e 4 -—Days Present

Equal or Greater

Enter up to three digits to display attendance messages against records of
students who have an equal or greater incidence of the selected Attnd

Type.

Copyright © 2000-2003 NCS Pearson, Inc.




152 SASIxp Elementary Academic Grading Reference Guide

EAGO3 — Sample Report

03/24/03
5:27:00 PM

Track: A

Teachar. 18 - Adams, Alicia Room: 4

Mumbar of Students Listed: 3

Total Students in Report: 3

Student ID Student Name Grada
1667 Acosta, Bil an
1568 Cummins, Andraw a0
1678 Flatcher, Lori M. ao

Entry
Dats

08/03/02

09/03/02

09/03/02

Abs Trdy Cmnt
5.0 6.0

0.0 0.0

0.0 0.0

Elementary Demao

Grade Reporting Highlights
School Year 2002 - 2003
2nd Reporting Period

All Dup
Message
Absences aqual to/greater than: 4
Tardias equal tofgraatar than: 6
RO101 Duplicate Comment Exisis
Positive attainment commant
nof raceived
Grade Level Comment is Missing
Interim Report Sent
Confarence Comment Recaivad

Change in Math grade laval
Higher Mark for Spelling-U <G
Lowar Mark for Spalling- C =B
Unacceptable mark for Spelling - B
Unacceptable mark discrapancy
for Spalling

Ratainmant Commeant Revd for
Mon-Final Rpt Perod

Mo Marks scanned or entered
Unaccaptable Work Habits Mark - S
Grade Level Comment is Missing

Change in Language Arts grade lavel

Grd
Lvl

e
“g

EQ

EAGO3
Page1

Int
Rpt

Cmnt Reg Rt

Y
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Elementary Report Cards (EAGO4)

The EAGO04 Elementary Report Card prints subject and work habit marks assigned to a student
through the selected reporting period, and prints comments assigned to a student in the

selected reporting period.

Location
Default Sort Values

Paper Size
Paper Orientation

Elementary Grades atom | Grade menu

Grade Level, Student Last Name, Student First Name, Student
Middle Name, Student ID

8 %2 x 11 inch Letter
Portrait

EAGO4 - RI Options Tab
e

Elementary Report Cards

Fecommended
Report |0 Crientation [ Cower Page

|Generic Report

Enter Parameters

~ [E~GD4 [ Dratt Print

Options | Custom
Form Cptions [Standard
Status Type | Auctive
Track l.ﬂ-._v

Reporting Period: |F'eriu:-d 1

Studert I |

Grade Levelz: hdl -
mchool Permit #

City |

State [ ]

Field Name

Description

Form Options

Report card form that prints. Defaults to report card form selected in the
Elem Grading Setup atom on the Setup Options tab.

- Standard — All portions of the report card print on blank paper.

« Preprinted (Subjects) — Selected portions of the report card print on
preprinted forms. Information that prints includes:
— Report Header Information
— Attendance Totals
— Subject and Subject Area Marks
—  Work Habit Marks
— School Messages
— Teacher Comments
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Field Name

Description

Status Type

Status of students included in the report:

« Active
+ Inactive
« Both

Track

Track for which the report prints. The pop-up list displays values according
to user setup for tracks in the School atom. Displays only if your school is
set up to use tracks.

Reporting Period

Reporting period for which the report prints. Defaults to the reporting
period selected in the Elem Grading Setup atom on the Periods tab.

Student ID

Range of student identification numbers for which the report prints.

Note: Leave both fields blank to include all students. Complete the first field to
include a single student.

Grade Levels

Range of student grade levels for which the report prints. The pop-up list
displays grade levels defined in the School atom.

Note: Leave both fields blank to include all grade levels. Complete the first field to
include a single grade level. Complete both fields to include a range of grade levels
(value in first field must be less than value in second field).

School Permit #

Not implemented.

City

Not implemented.

State

Not implemented.
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EAGO4 — Sample Report Card

s

(1} Elemerntary Schosl Prograss Repert

s
{i 15 = Pparpd 2 I"-\.LJ. 00 - 2002
—.
I:l-'_' areylii, Pl edis Studenl il 10008 Qg F Oreda: 00
=
I:"‘.l f= Lesaming Brao& Elesmrantarg Sohogl B Sehood Phane: 98531239676
- HEm3 Sehdlars fep W [ Taahar Auiders, Carg
EducEnn Cifg W 1131 & Fremncigal ME WAy O larkamm
1Y | Splenatlon of Barkn #fendanca Raparing Farid 1 3| o3 | & |Tota|—17
I'h.l_.-'h & Excellent 0 Ootsoanditsy N g " _E.-'
B Abawe krepage G Good All Absant s L 1] []
C Avepmge 3 SwtisfecTory Al Taieg L 1 ki
[ Below Awepage H Hesds Isprovemest Dizvys Ervr s EER EED T
1 Unaarisfartory Diaiya Pras el EER D 5
{1:]_' Sulipiix
|Reporing Perad i 3 3 4 | Finel |Regaing Pesad 3 3 4 | Fina
= ALCH = ] ACH =] ]
5 |An Sxinnoa
|;l]_l' lu 5 [F] L|_F & =5
ACH 0 [a] ACH 0 ]
_— | By Tl L
Languape s EF | 0 | 0 Sackiy EFF | O | O
Al'H [¥] 5] AL ] o
| . |- P — Hia f——
. EFF ] [a] EFF [E] [x]
- ACH | O | O Nuzi ae | @ | ©
: . |- Bpats M B L .
(1 - pasing EF | o [0 - Beptec i EFFE | 6 | & =
ALH ] ] ACH [£] [a] -
L |- DralCamm Tl 0 = nsTumemial T 2 ;
o WCH | O | 0 R IERE
Sretam EF | 0 | O 4 EFF | & | &
aCH | 5 [ & ALH
=FF a2 ] EFF
®_. Wk Halits
|Respects Parsonal and Echool Fropes [E] 1] Liaiens 1o and Follows Diraciian [£] [£]
Arcaple Reapsneolify [} 1] LigEs Tirs Cormduinaky i [}
Exhibite: Coursaus Behaior 2 ] Qmpsniees Walen s 2] ]
[Eshibiz Ear Corim e | o Follows Theaugh on ASSigAmEnts G | o
|-.‘:rrr|.|m1 Al Edami v e Fukag i} 1] Wik e el P Congaralvalky i i
I-"{.‘*H W e vl | BEE ) ERa i K R T DA NeEd e hed Uk aach Suarar
e Plaazn check the calandes for conference date s
— Tnmzhar Coesrmasls
Faulede hws leamed
« vl et map symibals, kevs, and dracional lemms. [Boience)
- BEEUME rerpoes hify for personal decisons and aciors
Faulele i= lmasning 0
FErand (5508 fow heter undersisnding Language Ars)
- flloey o e eledy e puisbians: during scientic spenments. (Somnce)
- Fauiete neadi W lasm
I-.I!'_,:'_ - pewira campleisd mslh peohlsme b ensune accurary. J3ocial Bladee)
- Fauiste conlinyes i
- il Eribly ircalen A A H il gua  usad by amisie (AH)
IDAET & Tl b ] G E e D W S Dy
Faulele usually maats grads sl aperialons in Leguage &ts and Main
Faulede is oo iy g roving Rarpieno skdls
Flease contact e leacher jo schedube a conference o5 saon o5 passibe
o
|‘__E__|—- Ammgnment Med Schanl Year Teachers Signahure Diate
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Report Fields

No.

Report Area / Item

Description

1

Report Card Title

Standard report card title.

Reporting Period

Reporting period for which the report card prints.

Year

Academic year for which the report card prints.

Student Information

Student for which the report card prints:

» Student Name (Last, First MI)
e Student ID

* Gender

* Grade Level

School Information

School information (defined in the School atom) that the report card
prints:

e School Name
* School Street Address
» School City, State, and Zip Code

Other Information

Additional school and student information that prints:

* School Phone — School telephone number (School atom)
* Teacher — Student’s homeroom teacher (Student atom)
»  Principal — School principal (School atom)

Explanation Text

Explanation text defined in the Elem Grading Setup atom on the
Explanation tab.

Attendance
Information

Maximum of four rows of attendance definitions set up in the Elem
Grading Setup atom on the Attendance tab. Attendance totals
specific to each reporting period display through the selected
reporting period.

Note: Attendance totals are calculated from the Update Grades atom using
the Update Attendance operation.

Subject Grid

Subject information including:

e Subject Titles

e Subject Area Names

* Reporting Periods

» Marks Awarded for Subjects and Subject Areas

10

Subject / Subject Area

Subject or subject area that receives a mark. All defined subjects
print on the report card.

Subject areas print when the subject area:

e is set up to receive marks
e contains more than one subject

Subjects display by the print order of their subject areas (defined in
the Elem Grading Setup atom on the Print Order tab) then by subject
print order (defined in the Subject Areas atom).
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No.

Report Area / Item

Description

11

Subject Area with
Marks

Subject area that is set up to receive marks.

In the example, Language Arts is a subject area with four subjects.
Language Arts has it's own row because it receives marks based on
marks awarded for its subjects.

12

Subject Area without
Marks

Subject area that is not set up to receive marks but has more than
one subject defined within it.

In the example, Music does not receive marks but it displays above
the subjects defined for it.

13

Work Habits Grid

Work habit information including:

e Work Habit Descriptions
* Reporting Periods
» Marks Awarded for Work Habits

14

School Messages

Displays a maximum of two lines of school messages defined in the
Elem Grading Setup atom on the Setup Options tab.

15

Teacher Comments

Comments assigned to the student by any teacher including:

e Subject Comments
e Other Comments
* Narrative Comments

Note: Comment print order is defined in the Elem Grading Setup atom on
the Print Order tab.

16

Signature Line

Information that users can complete in the footer of the Report Card:

* Assignment Next School Year
* Teacher Signature
+ Date
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Mark Listing by Student Report (EAGO5)

The EAGO5 Mark Listing by Student report enables you to print a list of marks that students
earned in a designated reporting period. The EAGO5 report restricts records to students with
Active status.

Location  Elementary Grades atom | Grades menu
Default Sort Values  Student Last Name, Student First Name, Student Middle Name
Paper Size 8% x 11 inch Letter
Paper Orientation  Landscape

EAGOS5 - RI Report Option Tab

Report Interface EX

Feport I |E,u,g|:|5 [ RE:::_:umme_nded

Mark Listing by Student Repaort - L tovet e

|Generic Report -| -I [ Draft Print

Enter Parameters for Mark Listing by Student Report:

ReportOption | cistom |

Track A

Reporting Petiod |1 =t Repoding Period -

Grade Level - - -

Student I | -

Report Option tab fields

Field Name Description

Track Track for which the report prints. The field displays values according to the
setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.
Note: The Track field displays only if your school uses tracks.

Reporting Period Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.
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Field Name Description

Grade Level Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student ID Range of student identification numbers that the report prints.

Note: When you enter a range of Student ID numbers, the value in the first field
must be lower than the value in the second field. Enter a value in one of the fields
to include a single student. The report displays only those student records that
include Subject Areas specified in the Subject tab of the Grades/Comments atom.

EAGO5 — Sample Report

Elementary Demo

0372403 Mark Listing by Student Report EAGOS
5:38:48 PM School Year 2002 - 2003 Page1
Track: A 1st Reporting Period
Grd
Lvi
Student Name Student 1D Grade Gender Sublect Hame Teacher ACH EEF Conf Cmt Int Ret
Acosta, Bill 1667 aa 4] Social Studies 18 Adams 0] E Y 50 Y
Sciance 18 Adams G H sB
Art 18 Adams M D SE
Languaga Ars 18 Adams N ] AR
Reading 18 Adams G H AR
Spalling 18 Adams s E AC
Writing 18 Adams G c AE
oA
oB
Cumming, Andrew 1268 it} il Social Studias 18 Adams U E Y Y
Scianca 18 Adams U B AB
Art 18 Adams U E
Languaga Ars 18 Adams =S ]
Reading 18 Adams G H
Spalling 18 Adams 1] C
Writing 18 Adams 5 ]
Fletchar, Lori K. 1678 aa F Social Studias 18 Adams s E
Sciance 18 Adams U B
Art 18 Adams U E
Languaga Ars 18 Adams G E
Reading 18 Adams G c
Spalling 18 Adams 1] [
Writing 18 Adams G H

Total Students Listed in Rapaort: 3
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Mark Verification by Teacher Report (EAGO6)

The EAGO06 Mark Verification by Teacher report enables teachers of Special and Pull Out
subjects to review marks and comments recorded for their students. The report prints subject
marks awarded through the selected reporting period as well as subject comments assigned in
the selected reporting period. The report also displays Conference and Interim Report comment
codes assigned to students in the selected reporting period.

Location
Default Sort Values

Paper Size
Paper Orientation

Elementary Grades atom | Grade menu

Subiject Title, Subject ID, Teacher Last Name, Teacher First Name,
Teacher Middle Name, Teacher Number, Grade Level, Student Last
Name, Student First Name, Student Middle Name

8 Y2 x 11 inch Letter

Landscape

EAGO6 - RI Report Option Tab

Report Interface EX

Mark Verification By Teacher

Feport 1D |E.&GDE: | Recommended

Crientation [ Cover Page

|Generi|: Report

ReportOption | custom |

Enter Parameters for Yerification by Teacher

- - [ Draft Prirt

Teacher Mumber

Track A
Feporting Period |1 =t Reporting Period -

-1 1
Grade Levelz il | -

Student Status | Active -
Subject Type |Special I Pull Qut -
Report Option tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.
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Field Name

Description

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

*« Active
¢ Inactive
« Both

Subject Type

Displays information according to subject type. Select one option from

e Special / Pull Out
e« SPEC - Special Subject
e PULL —Pull Out Class

Note: The EAGO6 report prints only those records that have marks of one character length. This
facilitates printing of marks for a maximum of 15 reporting periods on a single page.

EAGO6 - Sample Report

03724/03
5:44:19 FM

Track: A

Teacher: 18 - Adams, Alicia Room: 4

Mumbar of Students Listed: 3

Interim
Homeroom Marks Report
StudentID Student Name Grade Toachar AR Comments Lonf Sent
1568 Cummins, Andraw 0o Adams, Alicia ACH G RO104 - Andrew is reading at Grada Lavel (Languaga
EFF H Arts)
1667 Acosta, Bill 0o Adams, Alicia ACH G ARD101 - Bill has learnad to is improving in reading Y Y
EFF H {Language Arts)
ARD101 - Bill has learnad to is improving in reading
{Languaga Arts)
1678 Flatcher, Lo M. 0o Adams, Alicia ACH G BRD101 - Lori is laaming to is improving in reading
EFF C {Languaga Arts)
RO - Lori is raading at Grada Level {Languaga
Arts)

Elementary Demo
Mark Verification By Teacher EAGDB
School Year 2002 - 2003 Pagel

18t Reporting Pariod
RE100 Reading
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Elementary Transcripts (EAGQ7)

The EAGO7 Elementary Transcripts report enables you to review the official elementary
cumulative academic record of a student’s progress in the school district.

The report is available in Standard and Style 2 formats. The report interface fields default to the
values defined in the Transcript Definition Atom.

Location  Academic History atom | Academic History menu
Default Sort Values  Student Last Name, Student First Name
Paper Size 8% x 11 inch Letter
Paper Orientation  Portrait

EAGO7 — RI Report Option Tab

Report Interface EX

Feport 1D |Eg.3|:r,r | Recommended
Elementary Transcript 2 ottt e [ | Cover Page

|EI':.f Student Mame - [ Draft Print
Enter Parameters for Transcript —

ReportOpbion | it |

Title: | Titlet | Title:2

Title: |Title3

Student ID; |a57E24 -

Grade: I_v i I_v Track: I_v - I_"'
Addrezz To Print: |Mailing Addrezz - [W Print EOY Status

VIP: |Prinit Marks -

For Bpt Prd: |Se-:u:und Guarter | [] Selected Rpt Prd Only

Status Twpe |&ctive -
Field Name Description
Title [1, 2, 3] Title for the report. The three fields default to the values for the 1%, 2™ and

3" line of the title defined in the Transcript Definition atom.
Note: These values can be modified on the report interface.

Student ID Range of student identification numbers for which the report prints.

Note: Leave both fields blank to include all students. Complete any one of the
fields to include a single student.
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Field Name Description

Grade Student grade level range for which the report prints.
Note: Leave both fields blank to include all grade levels. Complete any one of the
fields to include a single grade level. When you include a range of grade levels, the
value in the first field should be lesser than the value in the second field.

Tracks Prints report of students on the basis of a single track or a range of

Tracks.

Note: Leave the fields blank to include students related to all tracks. Select a track
from any one of the pop-up lists to include a single track. When you include a
range of tracks, the value in the first field should be lesser than the value in the
second field.

Address To Print

Address of the student. A pop-up list displays the values:

e Mailing Address
« Residential Address
¢ Parent/Guardian

Print EQY Status

End of Year (EQY) status of the student defined in the Schools Attended
atom. A selected checkbox prints the status in the report.

WIP Work in Progress that consists of the subjects that a student chooses for
the current academic year. A pop-up list displays the values:
e Print Schedule
e Print Marks

For Rpt Prd Reporting period for which the report prints marks. A pop-up list displays

reporting periods defined in the Elem Grading Setup atom. Selecting a
period prints marks from the beginning of the year till the end of the
selected reporting period. When you select the last reporting period, the
final marks also print in the report.

Note: This field displays only when you select Print Marks in the WIP field.

Selected Rpt Prd Only

Select the checkbox to include marks only for the selected period in the
For Rpt Prd field.

Note: This field displays only if you select Print Marks in the WIP field. This option
does not display if you select ALL in the For Rpt Prd field.

Status Type

Status of students included in the report:

« Active
* Inactive
« Both

Note: The report ignores this field when you specify the Student ID.
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EAGO7 - Standard Transcript Sample Report

Student Nama ELEMENTARY TRANSCRIPT (EAGOT) School NamelAddrass
Abber, Clara R STYLE- Standard Elementary Demo
1234 Lang
Student 10 Grado | Gender ety ol R o3 b
1444 M F L 4
Schoof Logo Alternate School Number, 126
Birth Placs Diata Of Birth Homearoom Teachar; Duffel, Denise
Wyniming 10106
Addross Entor Date: 0a0302
O, Ay
Plemm CA 02053 ke e
Phong: 714-588-8820
Grade; 00 Elementary Damo Grade: 01 Elamentary Demo
0001 Anwlown, G 0203 Anylown, CA Pariod 3
Mem: 88.0 Abs: 1.0 Prs: 85.0 Mem; 85.0 Abs: 0.0 Prs; 65.0 Subject Achlovement Effort
Graduated Complated Resacing ] A
. 1 Period 3 Wiiting G B
Subject Achigvement Effort Subject Achieresmant Effort Spaliing 3] H
A 1 1" An 11 1 Social Studies u 1]
Raading 1 1" Reading 1" 11 Sclence G B
Scignca 1" il Sclance 11 1 Art Q 1]
Spelling 11 1" Spadling b " She Is not performing as par expectations in
Sovial Studies 1" 1 Soclal Studies 11 11 Mathemalics
Wiriting 1 11 Wrillng 11 1
$he has 1o improva Language Sho is ned performing a8 per axpectations in Period 4
Mathematics Subject Achiovement Effont
Grade: 01 Elementary Demo Reading A
0001 Anylown, CA Grade: 01 Elementary Demo Wiiting G B
Mem: 77.0 Abs: 1.0 Prs: 76.0 0203 Anylown, CA Spediing s c
Completod Memc 85.0 Abs: 0.0 Prs: 650 Social Studies u 1]
Piriod 1 Complated Scionce N A
Subject Achigvement  Effort Final Marks At 0 b
An 10 10 Subject Firal ACH Final EFF Shé has to improve Language
Reading 10 10 An G N
Sclance 1 11 Raoading ] G Ayaraged Final Marks
Spelling 1 11 Sclance G G Subject Final ACH Finel EFF
Soclal Studies 11 1 Spolling 0 G Roading A D
Wiriting 1 1" Soclal Studies u G Wiiting D
She is not porforming as per expectations in Witing G G Spalling A 0
Mathomalics Sha is nol parforming as par cxpoecialions in Social Studies A C
Mathematics A C
Grade: 01 Elementary Damo B o
01-02 , CA
Mem: 40,0 Abs: 20 Pra: 38.0
Completed Subgect Achigwament Effort
Period 2 Raeading ] A
Subject Achigvement Effort Wiiting G B
Art G o Spolling s o
Reading G 5 Sotial Studies u c
Sciencs G G Sdenco N B
Spaliing G 0 Al G A
Secial Studios G U Sha is not performing as por expectations in
Wiiling G G Mathematics
She is not parforming as per expectations in
Mathematics Pariod 2
St hars b Improve Language Subject Achlewemant Effort
Roading G A
Writing G C
Spelling G A
Social Shudos G v]
Sdence G B
Ar G c
She has to improve Language
Sha Is not performing as per expectabions in
Mathamalics
Vi i Compliant  Exampt 15t Dale 2nd Date 3rd Dater dth Date Sth Date Bh Date
Ry F e e
Student Photo | | BIE N R 040497 020808
HIB Maningitis bt M 0404087 QA0S
Hapatitis B N P D4idiay D20ame
Varicolla Y R Odi0dmT D208/
Lisgernd Text Line
Transcrip is unofficial unloss signed by a school officlal Diater 022612003
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EAGO7 — Style 2 Transcript Sample Report

Student Nama ELEMENTARY TRANSCRIPT (EAGOT) School MamadAddress
Abber, Clara R STYLE- Style2 Elementary Demo
ECH 2 kafzgﬂﬂdg
L
Student 1D: Grade | Gender Tal: 122-683-0202 Fax: 6830202
1444 ol F School Logo
Alternate School Mumber; 126
Birth Place Data OF Blrth Homeroom Teacher, Dullel, Denise
Wyoming 11/01/96
Mailing Address Enter Data: 080302
J lder
3%5"951“ Class Of: 2004
Pleasanballe, CA 82653
Phone: 714-555-5529
Grage, 00 Elementary Demo Grade: 01 Elementary Demo
00-01 Anytown, CA 02-03 Anytoam, CA Paricd 3
Mem: 66.0 Abg: 1.0 Prs: 650 Mem: 65.0 Abs: 0.0 Prs: 65.0 Subject Achigvement Efort
Graduated Completed Reading 5 A
Prind 1 Pariod 3 Writing G B
Subject Achisvemant Effort Subject Achigvement Effant Spedling (s ] c
A 1 11 Art 11 11 Soclal Studes u D
Reading 11 11 Reading i 11 Sciance G B
Seience 1 1 Sciance 1 11 Ar o] o]
Spedling 1" 1 Spelling 1" 11 She is not performing as per expectations in
Social Studees 1 1 Social Sudies 1 1 Mathematics
Whiting 1 1" Writing 11 11
She has to improve Language She is not parforming as par expectations in Period 4
Mathematics Subject Achievamant Effart
Gradec 01 Elementary Demo Reading 4] A
000 Anytown, CA Gradec 01 Elementary Demo Wiiling G B
Mam: 77.0 Abs: 1.0 Prs: 76.0 02-03 Arytowm, CA Spelling 5 (v}
Completed Mem: 65.0 Abs: 0.0 Prs: 650 Social Studies u o
Period 1 Completed Sciance N A
Subject Achisvament Effort Final Marks An (s ] D
Ard 10 10 Subiot‘.! Final ACH Final EFF She has to improve Language
Reading 10 10 An G ]
Sclence 1" 1 Reading 5 G Averaged Final Marks
Speding n 11 Sclance G G Subject Final ACH Final EFF
Soclal Studies 1" 1 Speling (o] G Reading A D
Writing 1" 1 Social Studies u G Whiting B D
She Is nol performing as per expectalions in Wiiting G G Spelling A o
Mathamatics Sha s not parforming as per expectations in Social Shudies A G
Mathemabics Sciance A c
Grade: 01 Elementary Demo Arl B o
0102 Anytown, CA 3
Mann: 40.0 Abs: 2.0 Prs: 38.0
Completad o
Period 2 A
Subject Achisvement Effort G 8
Art G Q peding 5 D
Reading G 5 Social Sdies u c
Sciance G G Sciance H B
Spelling G 8] Art G A
Social Studies G u Sha is not performing as par expectations In
Writing G G Malhematics
She is not performing as per axpectations in
Malhematics Pariod 2
Shex has to improve Language Subject Achisvement Effart
Reading G A
Writing G [
Spelling G A
Social Studies G D
Science G B
Art G c
She has to improve Language
She is not performing as per expectations in
Mathemalics
School commant text from the Style Optiens Tab of Transcript Definition Alom
Student Photo print here. : k
It needs to print atleast twelve lines of tex, atleast 80 characters wide.
|
Legend Tex Line
Trangcripd i wnofficial unlass signed by a school official _Datbe: 02/26/2003
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Mark Exception Report (EAGO8)

The EAGO08 Mark Exception report displays information related to subject marks for specified
teachers, grade levels, and reporting period.

The EAGOS report prints for schools set up to award alphabetical subject marks (Elem Grading
Setup atom | Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha”). The report also

prints a maximum of five 3-character marks for each mark type.

Location Elementary Grades atom | Grade menu

Default Sort Values Student Last Name, Student First Name, Student Middle Name,

Student ID
Paper Size 8% x 11 inch Letter
Paper Orientation  Landscape

EAGOS8 - RI Report Option Tab

Report Interface EX

Feport 1D |E,u._.;'_;|:|3 [ Recu_:umme_nded
Mark Exception Report Qrientation [ Cover Page
[Generic Report = E:j [ Draft Print
Enter Parameters for Mark Exception Report
Report Oplion | hlark |  custom |
Track IA_v
Feporting Period |1 =t Reporting Period hd
Grade Level l_v i I_v
Conference Status |AII Students -
Student Status | dctive -

Report Option tab fields

Field Name Description

for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Track Track for which the report prints. The field displays values according to the
setup for tracks in the School atom’s General tab. It displays options 1 to 9

Copyright © 2000-2003 NCS Pearson, Inc.



SASIxp Elementary Academic Grading Reference Guide 167

Field Name

Description

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Grade Level

Range of student grade levels for the report. The pop-up list displays grade
levels defined in the School atom.

Note: Leave both fields blank to include all grade levels. Complete the first field to
include a single grade level. Complete both fields to include a range of grade levels
(value in first field must be less than value in second field).

Conference Status

Conference Status of the student as set up in the Other Comments tab of
the Elementary Grades atom. Options include

+ All Students
¢ Students with Conference
+  Students without Conference

Student Status

Status of students included in the report:

« A-Active
¢ | -Inactive
« B -Both

EAGOS8 - Rl Mark Tab

Report Interface EX
Feport 1D |E.-'!-.GI:|8 [ Hecpmme_nded

Mark Exception Report Orlentatln [T Cover F'.age
|Generic Report - -'] [ Draft Prirt
Enter Parameters for Mark Exception Report

Report Option Mark | Custom

First Mark Tvpe |2CH ond hark Type |EFF -
Mark 1 and Courter, | ~| | EFF k 4 and Counter, | -1} -
Mark 2 and Countet: | - | | - Mark 5 and Courntet: | w|i | -
Mark 3 and Counter: | v - | »|  Mark & and Counter. | v -] =
(W 20 Marks

Mark tab fields

Field Name Description

First Mark Type, Second
Mark Type

Reflects the values in Short Title for Mark Type 1 and Mark Type 2 fields
in the Marks tab of Elem Grading Setup atom.
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Field Name

Description

Mark (1 — 6) and Counter

The marks you define in the Mark Defs atom display according to the mark
type and grade levels you select.

All Marks

Select the checkbox to print marks for all subjects taken by the students.

EAGO8 - Sample Report

Elementary Demo

03724103 Mark Exception Report EAGDS
3:49:35 PM School Year 2002 - 2003 Fage1
Track: A 1st Reporting Period
Grd
Lvl

StudentName StudentlD  Grade Gender SubicctBame Jcacher ACH EEE Conf Cmt lof RBaf
Abber, Clara R. 1444 o1 F eTest 5 Duffel u B C1 AN IE R1

eTest Sub1 5 Duffel u A CA  AB M R2

eTest Sub2 5 Duffel u A BB

Social Studies & Duffel ) B cc

Science 5 Duffel u B [a]n}

Art 1 Wiliams owr A

Music 5 Duffel G B

Reading 5 Duffel owr B

Spelling 5 Duffel G A

Writing 5 Duffel G A
Brown, Joshua 1547 o1 M Sacial Studies 5 Duffel u A c1 AN IE R1

Science & Duffel G A CA DD M R2

Art 1 Williams u A cc

Language Arts 5 Duffel BB

Reading 5 Duffel s A

Spelling 5 Duffel 3 A

Writing 5 Duffel G A
Lee, Robert 5. 1586 a0 M Sacial Studies 31 Burke 3 c c1 DD IE R1

Science 31 Burke 3 B CA BE M

Art 1 Williams cc

Language Arls 31 Burke

Reading 31 Burke G c

Spelling 31 Burke ) c

Writing 31 Burke G B

Total Students in Report: 3
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Student Recognition Report (EAGO9)

The EAGO09 Student Recognition report enables you to print a list of students who match mark
criteria that you establish for subjects and work habits. The first page of the report displays
selected mark criteria and the following pages list students who meet the criteria.

Location Elementary Grades atom | Grade menu
Default Sort Values  Student Last Name, Student First Name, Student Middle Name
Paper Size 8% x 11 inch Letter
Paper Orientation  Portrait

EAGO9 — Rl report title selection field

Student Recoanition Report e
[Student Marme
Student Becognition Bepol  Stodert within Grade Level
Oplions | Subject 1 Studert within Teacher Mumber
Student within Teacher within Gracde

The report title selection field options are

e Student Name

e Student within Grade Level

e Student within Teacher Number

e Student within Teacher within Grade

EAGO9 - RI Options Tab

Report Interface EX

Feport I |E,u.,(3|:|g [ Rec:n_:-mme_nded

Student Recoanition Report e -
|Student within Teacher within Grade - [ Dratt Print
Student Recognition Report L

Options | Subiect1 | Subiect? | Subiects | wiorksabt 1 | ek Habt 2 | custom
Track
[ ] Final Marks Only
Feporting Period |3rd Feporting Period b

Teacher Mumber IW lf
Grade Level 0o - - -

Mark Tvpe Zelected
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Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
you have defined final marks in the Marks tab of the Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Level Range of grade levels for the report.
Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Mark Type Click this field to select Mark Types from the list that appears on the Select

Marks Definitions matrix. Mark types that you select display for each
subject on the Subject tabs of the report interface. The Mark Type field on
the report interface displays as Selected if you select a Mark Type from
the list.
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EAGO9 — RI Subject (1, 2, 3) Tab

Report Interface EX

Feport I |E,u,g|:|g [ Recpmme_nded
Student Recognition Report et -
|Studlent within Teacher within Grade - [ Draft Print
Student Recognition Report L
Optians Subject 1 | Subiect 2 | Subiects | wiorkHant 1 | wiorkHabt 2| custom
Subject [RE100  Reading |  ACH Marks |G WOSU
EFF Marks |[BCDEH
Subject |¥WR100 Ytiting - ACH Marks [GMOSU
EFF Marks [BCDEH
Subject |SP100 Speling | ACH Marks R
EFF Marks |BCDEH
Subject | v  ACHMarks |
EFF Marks |

Subject (1, 2, 3) tab fields

Field Name

Description

Subject

You can select up to twelve different subjects in three Subject tabs. The
Subject pop-up list displays subjects defined in the Subject Area atom in
the Elem Grading Setup folder.

Note: The report prints only if you select at least one subject. The report does not
print if you select the same subject in more than one field.

(Subject) Marks

You can select one or more marks for each subject. The marks for the
Mark Types are defined in the Marks Defs atom in the Elem Grading Setup
folder.

Note: The Marks fields display if you select Mark Types in the Mark Type
selection field on the Options tab. The labels for the Marks fields are based on the
Mark Types that you select on the Options tab.
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EAGO9 - Rl Work Habit (1, 2) Tab

Report Interface EX

Feport I |E,u,g|:|g [ RE:::_:umme_nded
Sturlent Recoanition Report Orientation [ Cover Page

F I, i
|Student wyithin Teacher within Grade - [ | Draft Print

Student Recognition Report

options | Subiect1 | Subiect? | Subiects  wWorkHabi 1 | wiork Habit 2 | Custom
wiark Hahit |1 Respects Personal And Schod work Habit Marks  [NOS U
vk Habit | ~| otk Habit Marks |

Work Habit | v | wiork Habit Marks |
vk Habit | ~| otk Habit Marks |
Work Habit | v | work Habit Marks |

Clrene gl Preview

Work Habit (1, 2) tab fields

Field Name Description

Work Habit You can select up to ten different work habits in two Work Habit tabs.

Note: The report prints only if you select at least one work habit. The report does
not print if you select the same work habit in more than one field.

Work Habit Marks You can select one or more marks for each Work Habit. Marks are defined
for the mark type in the Mark Defs atom in the Elem Grading Setup folder.
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EAGO9 — Sample Report

Elementary Demo

03/25/03 Student Recognition Report EAGO09
9:36:20 AM School Year 2002 - 2003 Page 1
Track: A 3rd Reporting Period

Parameters Selected

Track Option A
Reporting Period 3rd Reporting Period
Teacher Number 18-20
Grade Levels 00
Sort Option Student within Teacher within Grade
Subject ACH EFF
RE100 Reading GNOS BCDE
U H
WR100 Writing GNOS BCDE
U H
SP100 Spelling GNOS BCDE
u H
Work Habits Wkhbt
1 Respects Personal And NOSU

School Property
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Mark Distribution by Homeroom Teacher Report (EAGL0)

The EAG10 Mark Distribution by Homeroom Teacher report displays data about subject marks
awarded to students in a particular homeroom during a selected reporting period.

The EAG10 report prints for schools set up to award alphabetical or numeric subject marks
(Elem Grading Setup atom | Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha” or
“Numeric”). The report prints a maximum of five 3-character marks for each mark type in Portrait
orientation and a maximum of ten 3-character marks for each mark type in Landscape
orientation. The report does not calculate or print subject area marks.

Location  Elementary Grades atom | Grade menu

Default Sort Values Homeroom Teacher Last Name, Teacher First Name, Teacher
Number, Grade Level

Paper Size 8% x 11 inch Letter

Paper Orientation  Portrait (Choose landscape orientation when there are more
columns than what fit into portrait orientation.)

EAGL0 — Rl Options Tab

Report Interface EX

Feport ID |E.&G1 0 | Recommended
Mark Distribution by Homeroom Teacher Criertation [ | Cover Page

F B 5
|zeneric Repart - [ | Draft Print

Enter Parameters

Options | custom |
Track

[ Final Marks Qnly:

Feporting Period |3rd Reporting Period -

Teacher Number IS_- I_
Grade Levels 01 - - -

Student Status | Active -
Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.
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Field Name

Description

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
you have defined final marks in the Marks tab of the Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Teacher Number

Range of teacher numbers for the report

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

*« Active
* Inactive
* Both
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EAGL0 — Sample Report (Page 1)

03/28/03
0:23:12 PM
Track: A

Subject ID

eTs1

eTS2

fTs2

85100

SC100

MA100

SP100

WR100

Elementary Demo

Mark Distribution by Homeroom Teacher

School Year 2002 - 2003
3rd Reporting Period

Active Students

Teacher: 5 - Duffel, Denise Room: 10

Subject Name Achievement
ow G S U M
eTest
Taotal 1 1 1 0 0
% 33 33 33 0 0
eTest Sub1
Taotal 1 0 1 1 0
% 33 0 33 33 0
eTest Sub2
Total 1 1 1 0 0
% 33 33 33 0 0
fTest Sub
Total 0 1 1 0 0
% 0 50 &0 0 0
fTest Sub2

Total 0O 0 1 1 1
% 0 0 33 33 33

Social Studies
Total 0O 0 3 4 3
% 0 0 30 40 30

Science
Total 3 3 a 3 1
% 30 30 a 30 10

Math
Total 2 0 a ] 0
% 100 O a ] 0

Total 1 2 1 0 2
Eldridge, Elizabeth - 10

% 17 33 17 a 33

Spelling
Total 2 0 4 4 O
% 20 0 40 40 O

Writing
Total 2 3 2 3 0
% 20 30 20 30 O

Total

10

10

10

10

B

67

33

33

70

40

83

60

30

Effort

c

100

33

67

100

67

30

60

100

70

EAG10
Page 1

Grade Level: 01

Tetal

10

10

10

10
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EAGIO — Sample Report (Page 2)

Elementary Demo

03728103 Mark Distribution by Homeroom Teacher EAG10
0:23:16 PM School Year 2002 - 2003 Page 2
Track: A 3rd Reporting Perlod

Active Students
Teacher: 5 - Duffel, Denise Room: 10 (Continued) Grade Level: 01
SubjectID  Subject Name Achievement Effort

ow G S U [\ Total B c Total

Core Subject Totals: Total 13 11 156 16 7 62 29 34 63
% 21 18 24 26 11 46 54
MU100 Music
Total 0 0 0 0 1 1 1 a 1
% 0 0 0 0 100 100 0
RE100 Reading
Total 2 2 4 1 1 10 6 4 10
% 20 20 40 10 10 60 40
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Mark Distribution by Subject Report (EAGL!)

The EAG11 Mark Distribution by Subject report displays data about subject marks awarded by
specified teachers to students in specified grade levels during a selected reporting period.

The EAGL11 report prints for schools set up to award alphabetical or numeric subject marks
(Elem Grading Setup atom | Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha” or
“Numeric”). The report prints a maximum of five 3-character marks for each mark type in Portrait
orientation and a maximum of ten 3-character marks for each mark type in Landscape

orientation.

Location

Default Sort Values
Paper Size

Paper Orientation

Elementary Grades atom | Grade menu
Subject Print Order, Grade Level, Teacher Number
8 2 x 11 inch Letter

Portrait (Choose landscape orientation when there are more
columns than what fit into portrait orientation.)

EAGIL - RI Options Tab

Report Interface EX

Report 1D |E.&G1 1 | Recommended
Mark Distribation by Subject

Crrientation [] Cover Page

|Generi|: Report
Enter Parameters

Options | Custom
Track

[ ] Final Marks Qnly

— 1 :
: Draft Print
: .

Reporting Period |3rd Reporting Period d

Teacher Mumber IS_ - l_
Grade Levelz 01 - - -

Student Status | Active -
Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.
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Field Name

Description

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
you have defined final marks in the Marks tab of the Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

*« Active
* Inactive
* Both

EAGILL — Sample Report

03/28/03
0:26:02 PM

Track: A
AR100 - Art

Total
Teacher Total %

Total
Teacher Total %

Total
Teacher Total %

Grade Level Subject Total
Grade Level Subject Total %

Teacher: 10 - Eldridge, Elizabeth

Elementary Demo
Mark Distribution by Subject EAG11
School Year 2002 - 2003 Page 1
3rd Reporting Period
Active Students

Grade Level: 01

Achievement Effort
ow G ] U N Total B G Total

Teacher: 5 - Duffel, Denise Room: 10

Teacher: 1 - Williams, Winnie Room:

1 0 0 0 0 1 1 0 1
100 0 0 0 0 100 0
Room: 2

0 1 0 0 0 1 1 0 1

0 100 0 0 0 100 0

3 0 0 1 4 8 4 4 8
38 0 0 13 50 50 50

4 1 0 1 4 10 8 4 10
40 10 0 10 40 &0 40
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Mark Distribution

by Ethnicity Report (EAG12)

The EAG12 Mark Distribution by Ethnicity report displays data about subject marks awarded to

students, during a selected

reporting period, who belong to specific ethnic groups.

The EAG12 report prints for schools set up to award alphabetical or numeric subject marks

(Elem Grading Setup atom

| Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha” or

“Numeric”). The report prints a maximum of five 3-character marks for each mark type in Portrait

orientation and a maximum
orientation.

Location

Default Sort Values
Paper Size

Paper Orientation

of ten 3-character marks for each mark type in Landscape

Elementary Grades atom | Grade menu
Subject Print Order, Grade Level, Student Ethnic Code
8 2 x 11 inch Letter

Portrait (Choose landscape orientation when there are more
columns than what fit into portrait orientation.)

EAGI2 — Rl Options Tab

Report Interface EX

Feport 1D |EAG1 2 [ Recommended

Mark Distribution by Ethnicity

Crientation [ Cover Page

|Generic Report
Enter Parameters

Options | custom |
Track

[ ] Final Marks Only

B [ s
: Drratt Print
= .

Reporting Period |3rd Reporting Period -

Teacher Mumber IS_ - I_

Grade Levels 01 - - -

Student Status | Active -
Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.
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Field Name

Description

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
you have defined final marks in the Marks tab of the Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Note: If you select the last reporting period, the Final Marks Only checkbox
displays.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of student grade levels for the report. The pop-up list displays grade
levels defined in the School atom.

Note: Leave both fields blank to include all grade levels. Complete the first field to
include a single grade level. Complete both fields to include a range of grade levels
(value in first field must be less than value in second field).

Student Status

Status of students included in the report:

*« Active
* Inactive
* Both
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EAG12 — Sample Report

Elementary Demo

03/28/03 Mark Distribution by Ethnicity
0:29:38 PM School Year 2002 - 2003
Track: A 3rd Reporting Period

Active Students

Subject: AR100 - Art
Achievement
ow G S U M Total

Ethnic Code: A - Asian - A

Tatal 0 0 0 0 1 1
Ethnic Mark 9% 0 0 0 0 100
Total Mark % 0 0 0 0 10
Ethnic Code: B - Black - Bl
Tatal 2 0 0 0 0 2
Ethnic Mark % 100 0 0 0 0
Total Mark % 20 0 0 0 0
Ethnic Code: F - Filipino
Tatal 0 1 0 0 0 1
Ethnic Mark % 0 100 0 0 0
Total Mark % 0 10 0 0 0
Ethnic Code: H - Hispanic
Total 0 0 0 1 1 2
Ethnic Mark % 0 0 0 50 50
Total Mark %% 0 0 0 10 10
Ethnic Code: | - Indian
Total 0 0 0 0 0 0
Ethnic Mark 9% 0 0 0 0 0
Total Mark %% 0 0 0 0 0

Ethnic Code: P - Pacific [slander

Total 0 a 0 0 0 0
Ethnic Mark % 0 0 0 0 0
Total Mark % 0 a 0 0 0
Ethnic Code: W - White
Total 2 a 0 0 2 4
Ethnic Mark % 50 4] 0 0 50
Total Mark % 20 a 0 a 20

Grade Level Subject Totals 4 1 0 1 4 10
Grade Level Subject Total % 40 10 0 10 40

100

oo o oo o

oo o

(=N R ] Do o oo o oo o oo o

e R W ]

100
40

40

Total

10

EAG12
Page 1

Grade Level: 01
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Mark Distribution

by Gender Report (EAGL3)

The EAG13 Mark Distribution by Gender report displays data about subject marks awarded to
students of both genders within specified grade levels during a selected reporting period.

The EAG13 report prints for schools set up to award alphabetical or numeric subject marks

(Elem Grading Setup atom

| Marks tab | Mark Title matrix | Alpha/Numeric field = “Alpha” or

“Numeric”). The report prints a maximum of five 3-character marks for each mark type in Portrait

orientation and a maximum
orientation.

Location

Default Sort Values
Paper Size

Paper Orientation

of ten 3-character marks for each mark type in Landscape

Elementary Grades atom | Grade menu
Subject Print Order, Grade Level, Student Gender
8 2 x 11 inch Letter

Portrait (Choose landscape orientation when there are more
columns than what fit into portrait orientation.)

EAGL3 - RI Options Tab

Report Interface EX
Report
Mark Distribution by Gengdel

] |E.E.G1 3 | Recommended
Cirientation [] Cover Page

|Generic Report
Enter Parameters

Oplions | custom |
Track I.H-._v

[T Final Marks Only

- [ Draft Print

Feporting Period |5rd Reporting Period e

Teacher Number IS_ - l_

Grade Levels i - - -

Student Status | Active -
Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.
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Field Name

Description

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
you have defined final marks in the Marks tab of the Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Note: If you select the last reporting period, the Final Marks Only
checkbox displays.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

*« Active
¢ Inactive
* Both

EAGL3 — Sample Report

03/28/03
0:38:51 PM
Track: A

Subject: AR100 - Art

Gender: F - Female
Female Total
Female Total %
Total Mark %

Gender: M - Male

Male Total
Male Total %
Total Mark %

Grade Level Subject Totals
Grade Level Subject Total %

Elementary Demo
Mark Distribution by Gender
School Year 2002 - 2003
3rd Reporting Period
Active Students

EAG13
Page 1

Grade Level: 01
Achievement

ow G S u N Total B c Total
3 1 0 0 2 &) 5 1 6
50 17 0 0 33 83 17
30 10 0 0 20 50 10
1 0 0 1 2 4 1 3 4
25 0 0 29 50 29 75
10 0 0 10 20 10 30
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Work Habit Mark Distribution by Teacher Report (EAG14)

The Work Habit Mark Distribution by Teacher report displays data about work habit marks
awarded to students in specified grade levels during a selected reporting period. The report
prints a maximum of five 3-character work habit marks type in portrait orientation and a
maximum of ten 3-character marks for each mark type in landscape orientation.

Location
Default Sort Values

Paper Size
Paper Orientation

Elementary Grades atom | Grade menu

Homeroom Teacher Last Name, Homeroom Teacher First Name,
Homeroom Teacher Middle Name, Homeroom Teacher Number,
Sequence Number

8 %2 x 11 inch Letter

Portrait (Choose landscape orientation when there are more
columns than what fit into portrait orientation.)

EAG14 - RI Options Tab

Report Interface EX

Report ID |E.-'J~G1 4 | Recommended
Work Habit Mark Distiilntion by Teachel

Crientation [T Cover Page

|Generi|: Report
Enter Parameters

Oplions I custom |

Track l.&_v

[ Final Marks Cnly

- [ Draft Prirt

Reporing Period |3rd Reporting Period *

Teacher Mumber IS_ - I_

Grade Levelz 01 - - -

Student Status | Active -
Options tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Copyright © 2000-2003 NCS Pearson, Inc.




186 SASIxp Elementary Academic Grading Reference Guide

Field Name

Description

Final Marks Only

Enables you to select only final marks for the last reporting period. Clear
the checkbox to include all marks for the last reporting period.

Note: You can view this field only when you select the last reporting period and
when you select Yes in the Include Final Mark field on the Work Habits tab of the
Elem Grading Setup atom.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Note: If you select the last reporting period, the Final Marks Only
checkbox displays.

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student Status

Status of students included in the report:

e Active
* Inactive
* Both
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EAG14 — Sample Report

Elementary Demo

03/28/03 Work Habit Mark Disfribution by Teacher EAG14
2:30:19 P Schoal Year 2002 - 2003 Fage 1
Track: A Jrd Reporting Period
Activa Students
Teacher: 5 - Duffel, Denise Room: 10 Grade Level: 01
Work
Habit
Code  Work Habit Description Marks
M 5 Il Total

1 Respects Personal And School Property Tofal 2 4 2 2 10

Work Habit Mark 3% 20 40 20 20
2 Accepts Responsibility Tofal © 2 a 3 10

Work Habit Mark 3% 0 20 50 30
3 Complies with Established Rules Tofal 2 2 3 2 10

Work Habit Mark %% 30 20 30 20
4 Follows through on Assignments Total 4 1 4 10

Work Habit Mark %% 40 10 10 40
b Organizes Material Total 2 1 3 2 10

Work Habit Mark % 20 10 &S0 20
G Work and Plays Cooperativiey Tofal & 1 1 3 10

Work Habit Mark % S0 10 10 30
7 Exhibits Self Control Total 2 1 5 2 10

Work Habit Mark %% 20 10 50 20
a Uses Time Constructively Total 2 4 2 2 10

Work Habit Mark % 20 40 20 20
9 Listens fo and Follows Direclions Tofal 1 3 4 2 10

Work Habit Mark %% 10 30 40 20

Grade Level Work Habit Mark Totals 21 19 28 22 80
Grade Level Work Habit Mark Tofals % 23 21 31 24
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Comment Summary Report (EAGL5)

The EAG15 Comment Summary report enables you to print a list of the comments assigned to
each student by one or more teachers for a specified reporting period.

Location Elementary Grades atom | Grade menu

Default Sort Values Homeroom Teacher Last Name, Homeroom Teacher First Name,

Homeroom Teacher Number, Student Last Name, Student First
Name, and Student ID.

Paper Size 8 %2 x 11 inch Letter
Paper Orientation  Landscape

EAGL5 - Rl Options Tab

Report Interface EX

Feport 1D |E.&G1 5 [ Recu_:umme_nded
Comment Summary Report Crientation [ | Cover Page

|Generic Report -] - [ Dratt Prirt

Enter Parameters for Comment Summary Report

Oplions | custom |
Track A
Feporting Period |1 =t Reporting Period -

Teacher Number l_- l_
Grade Levelz - - | -

Student ID | |
Student Status | Active -
Report Option tab fields

Field Name Description

Track Track for which the report prints. The field displays values according to the
setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.
Note: The Track field displays only if your school uses tracks.

Reporting Period Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.
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Field Name Description

Teacher Number Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Levels Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student ID Range of student identification numbers for the report.

Note: When you enter a range of Student ID numbers, the value in the first field
must be lower than the value in the second field. Leave both fields blank to include
all students. Complete any one of the fields to include a single student.

Student Status Status of students included in the report:
e Active
e Inactive
* Both

EAGL5 — Sample Report

Elementary Demo

03/24/03 Camment Summary Report EAG1S
3:26:54 FM School Year 2002 - 2003 Fage1
Track: A 1st Reparting Period

Teacher: 5 - Duffel, Denise Roormn: 1

Ahber, Clara R. ID: 1444 Grade Lavel: 01 Gender: F
1st Reporting Period
Clara has learnad to
- has won alympidad . (Mathematics)
Clara is learning to
- good athletics. (Language Arts)
- needs improvement in music and rhythm. (Mathematics)
Clara continues ta
- requires improvement in Maths. (Language Aris)
Clara needs to learn to
- Leans music very well. {Music)
Clara Past Math level wrap wrap Wrap wrap wrap wrap wrap wrap wrap wrap wrap wrap wrap (Mathematics)
Clara is reading at Grade Level {Language Arts)
Clara is improving in reading (Language Arts)
Testing Testing Testing Testing
Testing Testing Testing Testing Testing
Testing
Testing Testing Testing Testing Testing Testing
gzscsfasfs
Testing Testing
Testing Testing Testing

Nurnber of Students Listed: 1

Tatal Students in Report: 1
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Other Comments Report (EAGLE)

The EAG16 Other Comments report enables you to print a list of students who receive one or
more comments for a selected scan grouping in a designated reporting period. The report
displays all comment codes assigned to the student for the selected scan grouping.

Location
Default Sort Values

Paper Size
Paper Orientation

Elementary Grades atom | Grade menu

Homeroom Teacher Last Name, Homeroom Teacher First Name,
Homeroom Teacher Middle Name, Homeroom Teacher Number,
Student Last Name, Student First Name, and Student Middle Name.

8 % x 11 inch Letter
Portrait

EAGL6 — RI Report Option Tab

Report Interface EX

Other Comments Report

Report 1D |E.£\G1 g | Recommended

Cirientation [] Cover Page

|Generi|: Report

Report Option | Cistom

Enter Parameters for Other Comments Report

- [ Daft Prirt

Track A
Reporting Period |1 =t Reporting Periodd d

Teacher Mumber l_ - l_
Grade Level - -

Student ID |

Scan Group |Grade Level

Zelected Students |.ﬂ-.II Studernts

Report Option tab fields
Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.
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Field Name

Description

Teacher Number

Range of teacher numbers for the report.

Note: When you include a range of teacher numbers, the value in the first field
must be lower than the value in the second field. Enter a teacher number in one of
the fields to select a single teacher.

Grade Level

Range of grade levels for the report.

Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Student ID

Range of student identification numbers for the report.

Note: When you enter a range of Student ID numbers, the value in the first
field must be lower than the value in the second field. Leave both fields
blank to include all students. Complete any one of the fields to include a
single student.

Scan Group

You can select student records on the basis of scan group defined in the
Scan Grouping field of Other Comments atom. Options include

« CO - Conference - indicates teacher requests for conferences with
parents or guardians

e GL — Grade Level - indicates how students’ performance according to
grade level expectations

* RE —Retained - indicates students that may have been retained for an
academic term

* IR —Interim Rpt - indicates that a student received a report exclusive
of the typical reporting cycle

Selected Students

You can select student records depending on comments in the Area field
on the Other Comments tab of the Grades/Comments atom.

Options include

+ All Students
¢ Student with Comments
¢ Students Without Comments

EAGL6 — Sample Report

03/24/03
3:33:18 PM
Track: A

1444

1547

1548

Teacher: 5 - Duffel, Denise Home Room: 1
Student ID

Number of Students Listed: 3

Total Students in Report: 3

Elementary Demo
Other Comments Report EAG16
School Year 2002 - 2003 Page 1
1st Reporting Period

Teacher Grade Level List

Student Name Grade Grade Level
Abber, Clara R. a1 AL

Brown, Joshua a1 AB

Bryant, Victor R. a1 AL
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Comment Analysis Report (EAGL8)

The EAG18 Comment Analysis report lists all subject comments assigned to students in a
selected reporting period and totals subject comment assignments in specified grade levels.

Location Elementary Grades atom | Grade menu
Paper Size 8% x 11 inch Letter
Paper Orientation  Landscape

EAGL8 - Rl report title selection field

Report Interface EX
Feport ID |E,a,.31 g | Recommended
Comments Analysis Report Orlentjtu:un [ Cowver F‘.age
[Tatals Ascending ' Totals Azcending [ Dratt Print

Enter Parameters for Com|  Totals Descending

Optionz R Subject Area - Totalz Ascending
Subject Ares - Totals Descending i

The report title selection field lists options that represent the sort order for the report. The report
prints an appropriate sub-header to the title depending on this selection.

EAGIL8 - Report title selection field options

Option Description

Totals Ascending Prints By Ascending Total Frequency of Use.

Totals Descending Prints By Descending Total Frequency of Use.

Subject Area - Totals Prints By Ascending Total Frequency of Use within Subject Area.
Ascending

Subject Area - Totals Prints By Descending Total Frequency of Use within Subject Area.
Descending
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EAGL8 - Rl Report Option Tab

Report Interface EX

Report I |EAG1 a | Recommended
Comment Analysis Report Crientation [ Cover Page
| m——— .
{Totals Ascending v Totals Ascending "o
Enter Parameters for Com|  Totals Descending
Oplions | CLstom Subject Area - Totals Ascending
Subject Area - Totals Descending

Track A -

Feporting Period |1 =t Reporing Period -

Grade Level * - hd

Comments |.-'3-.II Subject Comments -

Report Option tab fields

Field Name Description
Track Track for which the report prints. The field displays values according to the

setup for tracks in the School atom’s General tab. It displays options 1 to 9
for Numeric track and options A to | for Alpha track.

Note: The Track field displays only if your school uses tracks.

Reporting Period

Reporting period for which the report prints. The pop-up list displays
reporting periods defined in the Elem Grading Setup atom.

Grade Level Range of grade levels for the report.
Note: When you enter a range of grade levels, the grade level in the first field must
be lower than the grade level in the second field. Enter a grade level in one of the
fields to select a single grade.

Comments Subject comments assigned to students in a selected reporting period.

Options include

e All Subject Comments
e Selected Subject Area Comments
e Comments Without Subject Areas

Note: When you choose Selected Subject Area Comments from the options, a
generic selection window displays all Subjects Areas.
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EAGL8 - Sample Report

Elementary Demo

03/24/03 Comment Analysis Report

3:1B:16 EM Setheol Year 2002 - 2003

Track: 2 lat Reporking Period
By Ascending Total Frequency of Use

All Subject Comments

Code  Comments

1000 performeg well under stress conditon.

1005  good athletics.

1200  needs improvement in music and rhythm.

500 Leans mugic very well.

600 knows very well all the agpects of drawing.

700 no need of extra claszsed .performs well under stress conditon.

aaa having good knowledge of all the aspecrts of music.

83a2 always punctual .| follows rules and regulations.

900 good learning knowledge of operating syvstem

ROLOL iz improving in reading

RO10Z penmanship needs improvment

1402 reguires improvement in Maths.

3003 has won olympidad .

MRIDD Past Math level wrap wrap wrap Wrap Wrap WIAp WCAp Wrap wrap WOApD wrap Wrap wrap

RDI00 iz reading at Grade Level
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EAZ13
Page 1
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