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

• Academic History Atom (194) 
• Attainment Comments Atom (195) 
• Elementary Grades Atom (192) 
• Elem Grading Setup Atom (186) 
• Grade Scanning Atom (190) 
• 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) 
• Student Subjects Atom (196) 
• Subject Area Atom (182) 
• Subject Comments Atom (188) 
• Teacher Templates Atom (184) 
• Transcript Definition Atom (197) 
• Update Academic History Atom (193) 
• Update Grades Atom (191) 

 
The Elementary Academic Grading module includes these reports: 

• Master Templates Assigned (EAG01) 
• Teacher Templates Created (EAG02) 
• Grade Reporting Highlights (EAG03) 
• Elementary Report Cards (EAG04) 
• Mark Listing by Student (EAG05) 
• Mark Verification by Teacher (EAG06) 
• Elementary Transcripts (EAG07) 
• Mark Exception (EAG08) 
• Student Recognition (EAG09) 
• Mark Distribution by Homeroom Teacher (EAG10) 
• Mark Distribution by Subject (EAG11) 
• Mark Distribution by Ethnicity (EAG12) 
• Mark Distribution by Gender (EAG13) 
• Work Habit Mark Distribution by Teacher (EAG14) 
• Comment Summary (EAG15) 
• Other Comments (EAG16) 
• 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.  

 

1. Open the School atom.  

2. Display the Schedule tab.  

3. In the 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.  

 

1. Find the teacher for whom you want to define a short name.  

2. In the Short Name field, type a short name to identify the teacher.  

3. Click Save.  

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

5. 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 Detail (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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Elementary Academic Grading Setup Checklist 
This checklist represents the recommended order of tasks for setting up your school to use the 
SASIxp Elementary Academic Grading module.  

_____   1. Set up your school type as “Elementary, No Schedules.” (School atom) 

_____   2. Define short names for teachers. (Teacher atom) 

_____   3. Assign students to homeroom teachers. (Enrollment atom or Student atom) 

_____   4. 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) 

_____   5. Define elementary marks for mark types. (Mark Definitions atom) 

_____   6. Define subject areas and subjects. (Subject Areas atom) 

_____   7. Define attainment comments. (Attainment Comments atom) 

_____   8. Define subject comments. (Subject Comments atom) 

_____   9. Define other comments. (Other Comments atom) 

_____   10. Specify print order for subject areas and comments. (Elem Grading Setup atom) 

_____   11. Define the standard appearance of student transcripts. (Transcript Definition atom) 

_____   12. Create master templates. (Master Templates atom) 

_____   13. Create teacher templates. (Master Templates atom) 

_____   14. Customize teacher templates if necessary. (Teacher Templates atom) 
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_____   15. Assign students to subjects on their homeroom teachers’ templates using the Apply Teacher 
Templates procedures. (Teacher Templates atom) 

_____   16. Assign selected groups of students to one or more subjects not included on homeroom 
teacher templates using Mass Change procedures. (Mass Assign Subjects atom) 

_____   17. 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. Create and print grade scanning sheets. (Grade Scanning atom) 

_____   19. Scan information from completed grade scanning sheets into grading files.  
(Grade Scanning atom) 

_____   20. 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) 

_____   21. Calculate averaged final marks and subject area marks. (Update Grades atom) 

_____   22. Calculate student attendance. (Update Grades atom) 

_____   23. Print report cards. (Elementary Grades atom) 

_____   24. Print other reports. (Elementary Grades atom) 

_____   25. Transfer marks and comments to academic history. (Update Academic History atom) 

_____   26. Record marks and comments not automatically transferred to academic history. 
(Academic History atom) 

_____   27. 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: 

• 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. 
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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 

Description of the required grading process step 

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.  

 

Reference Tab Fields 

Field Name Description 

AEGC File 

Step Line number of the elementary academic grading atom.  

Grading Atom 
Description 

Name of the elementary academic grading atom that contains 
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. In the Track field (if displayed), select a school track. The process matrix displays 
completion information for the selected track.  

4. In the 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.  



12 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

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 new 
reporting period.  

1. Open the Grading Control atom.  

2. On the Control tab, select Progress or Grading. 

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

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

4. In the 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. In the 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 new export file (you cannot export data into an existing file).  

1. Open the Grading Control atom.  

2. 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.  

3. From the Data menu, select Export List. The system displays an export window.  

4. Type a file name, including a file extension, for your export file.  

5. Save and close the export window.  

6. 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 Definition Screen Fields 

Field Name Description 

AEGC File 

Ln Line number of the elementary academic grading process or 
reference step.  

Grading Process 
Description 

Description of the grading process or reference step.  
(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. Open the Grading Control Definition atom. The Grading Control Definition screen displays.  

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

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

4. Complete the fields in the matrix row.  

5. Repeat Steps 3 and 4 to add another step.  

6. Click Save.  

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

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

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

3. Select a line number (Ln) to highlight the step that you want to delete.  

4. From the Data menu, select Delete Grading Ctl Def.  

5. Click Save.  

6. Repeat Steps 3 – 5 to delete another step.  

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

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

2. 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.  

3. Click Save.  

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

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



 SASIxp Elementary Academic Grading Reference Guide 18 

Copyright © 2000-2003 NCS Pearson, Inc. 

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: 

• Setup Options Tab 
• Periods Tab 
• Marks Tab 
• Work Habits Tab 
• Attendance Tab 
• 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.  
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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.  

 

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.  
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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 
Title 

Short title of the first mark awarded for all subjects in each period. 
The title typically displays on atom screens and prints on reports.  
(5 alphanumeric characters, required) 

Mark Type 2 
Description 

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

Mark Type 2 Short 
Title 

Short title of the second mark awarded for all subjects in each 
period. The title typically displays on atom screens and prints on 
reports. (5 alphanumeric characters) 

Final Mark 1 
Description 

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

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

• 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  Attendance Training Guide for more information about attendance setup in the SASIxp 
Attendance module.  

 

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) 

Hdg1 First short title for the attendance total. The system concatenates 
Hdg1 and Hdg2 to print on reports. (4 alphanumeric characters) 
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Field Name Description 

Hdg2 Second short title for the attendance total. The system concatenates 
Hdg1 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.  

• 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 last reporting 
period in the academic year.  

• 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. 
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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.  

 

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 (EAG04).  

 

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 EAG04 
The Elementary Report Card (EAG04) 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. 
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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 

1. Open the Elem Grading Setup atom.  

2. Click the Setup Options tab.  

3. Complete the fields in the Setup Options tab.  

4. Click Save.  

5. 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.  

1. Open the Elem Grading Setup atom.  

2. Click the Periods tab.  

3. In the Track field (if displayed), select a track.  

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. In the 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. Open the Elem Grading Setup atom.  

2. Click the Marks tab.  

3. Complete the fields in the mark titles matrix.  

4. Click Save.  

5. 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 

1. Open the Elem Grading Setup atom.  

2. Click the Work Habits tab.  

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

4. Click Save.  

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

1. Open the Elem Grading Setup atom.  

2. Click the Work Habits tab.  

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

4. In the 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 

1. Open the Elem Grading Setup atom.  

2. Click the Attendance tab.  

3. Delete text in the Description, Hdg1, and Hdg2 fields.  

4. In the 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. 

5. 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. In the 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. 

4. In the explanation matrix, type text into the rows.  

5. Click Save.  

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

7. 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. In the 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. 

4. In the explanation matrix, modify text in any rows.  

5. Click Save.  

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

7. 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. In the 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. 

4. Delete text in all rows of the explanation matrix. 

5. Click Save.  

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

7. 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.  

1. Open the Elem Grading Setup atom.  

2. Click the Explanation tab. 

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

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. In the 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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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.  

 

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 File 

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 

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

2. From the Data menu, select Add Mark Definitions.  

3. Complete the mark set fields (above the matrix).  

4. Click Save.  

5. Add marks to the mark set.  

6. Repeat Steps 2 – 5 to create another mark definition set.  

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

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

2. Find the mark set that you want to delete.  

3. From the Data menu, select Delete Mark Definitions.  

4. Repeat Steps 2 and 3 to delete another mark set.  

5. Click Close to exit from the Mark Definitions atom.  

Adding Marks to Mark Definition Sets 

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

2. Find the mark definition set to which you want to add a mark.  

3. From the Mark menu, select Add New Mark.  

4. Complete the fields in the marks matrix row.  

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

6. Click Save.  

7. Click Close to exit from the Elementary Mark Definitions atom.  

Deleting Marks from Mark Definition Sets 

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

2. Find the mark definition set from which you want to delete a mark.  

3. Highlight the matrix row of the mark that you want to delete.  

4. From the Mark menu, select Delete Mark. 

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

6. Click Save.  

7. 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).  
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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.  

 

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.  

 

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: 

• CORE – Core Subject (default) 
• SPEC – Special Subject 
• 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.  

State ID 1 & 2 Identification numbers assigned to the subject by the state in which 
the school resides. (10 alphanumeric numbers) 

Alt ID 1 & 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 Area Atom 
These procedures describe how to perform tasks in the Subject Area atom.  

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

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

2. From the Data menu, select Add Subject Area.  

3. Complete the subject area fields.  

4. Click Save.  

5. Repeat Steps 2 – 4 to add another subject area.  

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.  

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

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

3. From the Subject menu, select Add Subject. The Subject Detail screen displays. 

4. Complete the fields in the Subject Detail screen. 

5. Click Save.  

6. Repeat Steps 3 – 5 to add another subject.  

7. 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. Repeat Steps 2 – 5 to delete another subject.  

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

2. Find the subject area that you want to receive marks.  

3. In the Area Mark field, select Yes.  

4. Click Save.  

5. Designate subjects that average into the subject area mark.  

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

2. Find the subject area that you want to receive a mark.  

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

4. In the Average in Mark field, select Yes. The Weight for Average field displays.  

5. In the Weight for Average field, type a weight for the mark.  

6. Click Save.  

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

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

9. 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 

1. Open the Grading Setup atom.  

2. Display the Setup Options screen.  

3. Select the Use Attainment Comments checkbox.  

4. Click Save.  

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

6. Define attainment comments in the Attainment Comments atom.  

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

2. Complete the fields on the Attainment Comments screen.  

3. Click Save.  

4. Click Close to exit from the Attainment Comments atom.  

Deleting Attainment Comments 

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

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

3. Click Save.  

4. 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.  
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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.  

• 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.  

• 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 

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

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

3. Complete the subject comment area fields.  

4. Click Save.  

5. Repeat Steps 2 – 4 to create another subject comment area.  

6. Click Close to exit from the Subject Comments atom.  

Deleting Subject Comment Areas 

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

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

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

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

5. 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.  

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

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

3. From the Comment menu, select Add Comment.  

4. Complete the fields in the subject comment matrix row.  

5. Click Save.  

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

7. Click Close to exit from the Subject Comments atom.  

Deleting Subject Comments from Subject Comment Areas 

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

2. Find the subject comment area from which you want to delete a subject comment. 

3. Select the subject comment row that you want to delete.  

4. From the Data menu, select Delete Comment.  

5. Click Save.  

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

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

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

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

4. Click Save.  

5. 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.  

 

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 
• 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.  

• 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.  

• 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. Click Save.  

5. Repeat Steps 2 – 4 to add another comment area.  

6. Click Close to exit from the Other Comments atom.  

Deleting Other Comment Areas 

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

2. Find the other comment area that you want to delete.  

3. From the Data menu, select Delete Other Comment.  

4. Click Save (or OK).  

5. Repeat Steps 2 – 4 to delete another comment area.  

6. Click Close to exit from the Other Comments atom.  

Adding Other Comments to Other Comment Areas 

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

2. Find the other comment area to which you want to add a comment.  

3. From the Comment menu, select Add Comment.  

4. Complete the fields in the other comment matrix row.  

5. Click Save.  

6. Repeat Steps 3 – 5 to add another comment to the comment area.  

7. Click Close to exit from the Other Comment atom.  

Deleting Other Comments from Other Comment Areas 

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

2. Find the other comment area from which you want to delete a comment. 

3. Select the matrix row with the other comment that you want to delete.  

4. From the Comment menu, select Delete Comment.  

5. Click Save (or OK).  

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

7. 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.  

 

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 File 

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 

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

2. From the Data menu, select Add Master Templates.  

3. Complete the master template fields (above the matrices).  

4. Click Save.  

5. 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 

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

2. Find the master template that you want to delete.  

3. From the Data menu, select Delete Master Templates.  

4. Repeat Steps 2 and 3 to delete another master template.  

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

Adding Subjects to Master Templates 

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

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

3. Complete the fields in a subject matrix row.  

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

5. Click Save.  

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

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

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

4. From the Templates menu, select Update Selected Teachers.  

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

6. 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.  
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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.  
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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. Open the Teacher Templates atom. The Teacher Templates screen displays.  

2. 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.  

3. 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.  

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

5. Click Save.  

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

2. Find the teacher template that you want to delete.  

3. From the Data menu, select Delete Teacher Templates.  

4. Repeat Steps 2 and 3 to delete another teacher template.  

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

2. 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. 

3. Click OK to run the Apply Teacher Template process.  

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

2. Find the teacher for whom you want to apply template subjects to homeroom students.  

3. 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. 

4. Click OK to run the Apply Teacher Template process. 

5. 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. In the 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. In the 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 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 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.  

 



 SASIxp Elementary Academic Grading Reference Guide 73 

Copyright © 2000-2003 NCS Pearson, Inc. 

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. In the Homeroom Teacher field, select a teacher from the pop-up list. 

4. Complete the remaining steps in the Mass Changing (Add or Drop) Subjects 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. In the 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. In the 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. In the 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. In the Action field, verify that each subject is set for an “Add” action.  

6. In the 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. Open the Mass Assign Subjects atom. A message displays.  

2. Click OK.  

3. 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. 

4. Click OK. The Mass Change Teacher screen displays. 

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

6. In the Change teacher from…to fields, select a teacher from the pop-up list.  

7. Click Change to run the mass change teacher process.  

8. 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.  
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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 File 

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.  

1. Open the Student Subjects atom.  

2. Find the student for whom you want add a subject.  

3. From the Data menu, select Add Subject. The next available matrix row becomes active.  

4. In the Subject ID field, select an item from the pop-up list.  

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

6. Click Save.  

7. 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.  

2. Find the student for whom you want modify subject information. 

3. In the row of the subject that you want to modify, change information in any editable field.  

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. Open the Student Subjects atom.  

2. Find the student for whom you want to delete a subject.  

3. 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.  

4. Click Save.  

5. 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. Open the Student Subjects atom.  

2. Find the student for whom you want to add teacher template subjects.  

3. Click Add Template Subjects.  

4. 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 EAG07 Transcript. 

The Transcript Definition atom consists of four tabs: 

• Header/Footer Tab 
• Subject/Grades Tab 
• WIP Tab 
• 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.  
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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: 

• 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.  

 

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 (EOY) 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. 
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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.  

 

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

 

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 
• Style 2 

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



 SASIxp Elementary Academic Grading Reference Guide 87 

Copyright © 2000-2003 NCS Pearson, Inc. 

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

Defining Transcript Characteristics 

1. Open the Transcript Definition atom.  

2. Click the Header/Footer tab.  

3. Complete the fields on the Header/Footer tab.  

4. Click Save.  

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 

Exists 
Subject Averages 
into Subject Areas 

Subject Area 
Marks Exists 

Subject 
Result 

Subject Area 
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 averages into 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.   

! Create and customize teacher templates using the Master Templates atom and Teacher 
Templates atom, respectively.  

! In the Teacher Templates atom, perform Apply Teacher Template procedures to assign 
homeroom students to the majority of their subjects.  

! In the 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.  

! In the 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.  

– or – 

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.  

– or – 

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.  
! In the 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. 

! In the 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.  
– or –  
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.  
! In the 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.  
– or – 
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.  

– or – 

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.  
! In the 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.  

! In the Mass Assign Subjects atom, perform a Mass Changing (Drop) Subjects for Students 
procedure for students who are not taking the subject.  
– or – 
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: 
! In the 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.  
– or – 
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.  
! In the 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: 
! In the 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.  
– or – 
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.  
! In the Student Subjects atom, perform an Adding Teacher Template Subjects to a Selected 

Student procedure for the new student.  
! In the 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.  

! In the Mass Assign Subjects atom, perform a Mass Changing (Add) Subjects for Students 
procedure that includes all subjects for the new student.  

– or – 
! In the Student Subjects atom, perform an Adding Subjects to a Student’s Subject List 

procedure that includes all subjects for the new student.  



96 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

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. 

! In the Mass Assign Subjects atom, perform a Mass Changing Subject Teachers procedure 
for the exiting homeroom teacher.  

! In the School atom or Enrollment 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.  

! In the School atom or Enrollment atom, change the homeroom teacher assignment for each 
homeroom student.  

! In the 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.  
– or – 
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.  
! In the School atom or Enrollment atom, change the student’s homeroom teacher 

assignment.  
! In the 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.  
– or – 
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.  
! In the School atom or Enrollment atom, change the student’s homeroom teacher 

assignment.  
! In the Student Subjects atom, perform a Deleting Subjects from a Student’s Subject List 

procedure that includes all subjects in the student’s subject list.  
! In the Student Subjects atom, perform an Adding Teacher Template Subjects to a Selected 

Student procedure for the student.  
! 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.  
! In the School atom or Enrollment atom, change the student’s homeroom teacher 

assignment.  
! In the 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. 
– or – 
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.  

! In the Student Subjects atom, perform an Adding Subjects to a Student’s Subject List 
procedure that includes all subjects that the student is now taking.  
– or – 
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.  
! In the 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.  

! In the 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.  
– or – 
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.  

! In the 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.  

! In the 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 
• 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.  

 

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.  
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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.  

 

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.  



 SASIxp Elementary Academic Grading Users Guide 105 

Copyright © 2000-2003 NCS Pearson, Inc. 

Field Name Description 

Subject Comments Matrix – 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.  
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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.  
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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 Grades atom.  

2. Display the Subject tab.  
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3. Find the student for whom you want to record subject marks.  

4. In the 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.  

5. 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.  



 SASIxp Elementary Academic Grading Users Guide 109 

Copyright © 2000-2003 NCS Pearson, Inc. 

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.  

1. Open the Elementary Grades atom.  

2. Display the Work Habits tab.  

3. Find the student for whom you want to record work habit marks.  

4. In the Reporting Period field for any work habit, select a mark from the pop-up list.  

5. Click Save.  

6. Repeat Steps 3 – 5 to add another work habit mark.  

7. 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.  

2. Display the Work Habits tab.  

3. Find the student for whom you want to modify marks.  

4. In the 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 

1. Open the Elementary Grades atom. 

2. Display the Work Habits tab. 

3. Find the student for whom you want to delete work habit marks. 

4. In the Reporting Period field for any work habit, select the blank item from the pop-up list.  

5. Click Save.  

6. Repeat steps 3 – 5 to delete another work habit mark.  

7. 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. 

1. Open the Elementary Grades atom. 

2. Display the Subject Comments tab. 

3. Find the student for whom you want to add subject comments. 

4. In the 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 

1. Open the Elementary Grades atom.  

2. Display the Subject Comments tab.  

3. Find the student for whom you want to delete subject comments.  

4. In the Reporting Period field, select a reporting period from the pop-up list.  

5. Highlight the subject comment row that you want to delete.  

6. From the Data menu, select Delete Subject Comment.  

7. Click Save.  

8. Repeat Steps 3 – 7 to delete another subject comment.  

9. 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. 

1. Open the Elementary Grades atom.  

2. Display the Other Comments tab.  

3. Find the student for whom you want to add other comments.  

4. In the 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. 

7. 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 

1. Open the Elementary Grades atom.  

2. Display the Other Comments tab.  

3. Find the student from whom you want to delete other comments.  

4. In the Reporting Period field, select a reporting period from the pop-up list.  

5. Highlight the other comment row that you want to delete. 

6. From the Data menu, select Delete Other Comment.  

7. Click Save.  

8. Repeat Steps 3 – 7 to delete another other comment.  

9. Click Close to exit from the Elementary Grades atom.  

Setting Up the System to Use Narrative Comments 

1. Open the Elem Grading Setup atom.  

2. Display the Setup Options tab.  

3. Select the Use Narrative Comments checkbox.  

4. Click Save.  

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

6. Open the Elementary Grades atom to ensure that the Narrative Comments tab displays.  

7. 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.  

2. Display the Narrative Comments tab.  

3. Find the student for whom you want to add narrative comments.  

4. In the Reporting Period field, select a reporting period from the pop-up list.  

5. From the Data menu, select Add Nar. Comment. 

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 

1. Open the Elementary Grades atom.  

2. Display the Narrative Comments tab.  

3. Find the student from whom you want to delete narrative comments.  

4. In the Reporting Period field, select a reporting period from the pop-up list.  

5. Highlight the narrative comment row that you want to delete. 

6. From the Data menu, select Delete Nar. Comment.  

7. Click Save.  

8. Repeat Steps 3 – 7 to delete another narrative comment.  

9. 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 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 

1. Open the Update Grades atom.  

2. Select the track (if applicable) and reporting period affected by the update.  

3. In the Select Operation section, select the Update Attendance option.  

4. Complete the fields in the Options sections (if applicable).  

5. Click Run. A progress bar displays in the lower left corner of the SASIxp desktop.  

6. 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.  
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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.  

1. Open the Update Grades atom.  

2. Select the track (if applicable) affected by the update.  

3. In the Reporting Period field, select the last reporting period defined for the academic year.  

4. In the Select Operation section, select the Average Grades option button. 

5. Complete the fields in the Options section (if applicable).  

6. Click Run. A progress bar displays in the lower left corner of the SASIxp desktop. 

7. 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.  

3. In the Select Operation section, select the Average Grades option button. 

4. In the Options section, select the Calculate subject area grades checkbox.  

5. Complete the remaining fields in the Options section (if applicable).  

6. Click Run. A progress bar displays in the lower left corner of the SASIxp desktop. 

7. 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 
• Scan Tab 
• Setup Tab 
• Scan Order Tab 

Important: Grade scanning operations in the elementary academic grading system require use of the ScanTools II 
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 
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View B: Print Operation with Restart/Restrict by Subject 

 

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 

Print Performs two operations depending on your field selections: 

1. 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.  

 

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 
messages 

A selected checkbox indicates that the system displays detailed 
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.  

 

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 II 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) 
• Port 2 (Mac Printer) 
• Port 3 
• Port 4 

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.  

 

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.  
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Scanning Message Screen 
The Scanning Messages screen displays error messages and other information as you scan 
grade scanning sheets into the system.  

 

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 

1. Open the Grade Scanning atom.  

2. Display the Setup tab.  

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. In the 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. Open the Grade Scanning atom.  

2. Display the Create/Print tab.  

3. In the Operation section, select the Print option button.  

4. Complete the fields in the Create Options section.  

5. 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. 

6. Click Print. A warning dialog box displays.  

7. Click the button appropriate for your operations.  

8. 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. Open the Grade Scanning atom.  

2. Display the Create/Print tab.  

3. In the Operation section, select the Print option button.  

4. Complete the fields in the Print Options section if you want to limit the scan sheets that 
print.  

5. Click Print. A warning dialog box displays. 

6. Click Use Existing.  

7. 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.  

1. Prepare your scanner hardware and load scan-sheets into the scanner.  

2. Open the Grade Scanning atom.  

3. Display the Scan tab.  

4. Complete the fields on the Scan tab.  

5. Click Scan. The Scanning Message screen displays.  

6. Click Scan on the Scanning Message screen.  

7. 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.  
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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: 

• Teacher – Select Teacher in the pop-up list. Selecting a 
teacher transfers information about all students pertaining to 
the teacher. 

• Student – Select Student in the pop-up list and enter the 
Student ID to transfer information about that student. 

• 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 EOY, 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 

1. Open the Update Academic History atom. The Update Academic History screen displays.  

2. Complete the fields on the screen.  

3. Click Transfer. A confirmation message displays.  

4. Click OK. A progress bar displays in the lower left corner of the SASIxp desktop. 

5. 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.  

 

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.  
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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. 

 

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.  

 

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.  

1. Open the Academic History atom.  

2. Display the Academic History tab.  

3. Find the student for whom you want to add a subject mark.  

4. From the Data menu, select Add Subject.  

5. Complete the fields in the academic history matrix row.  

6. Click Save.  

7. Repeat Steps 3 – 6 to add another subject mark to academic history.  

8. 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.  

1. Open the Academic History atom.  

2. Display the Academic History tab.  

3. Find the student for whom you want to delete a subject mark.  

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

5. From the Data menu, select Delete Subject.  

6. Click Save.  

7. Repeat Steps 3 – 6 to delete another subject mark.  

8. 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.  

1. Open the Academic History atom.  

2. Display the Work Habit History tab.  

3. Find the student for whom you want to add a work habit mark.  

4. From the Data menu, select Add Work Habit.  

5. Complete the fields in the work habit history matrix row.  

6. Click Save.  

7. Repeat Steps 3 – 6 to add another work habit mark.  

8. 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.  

2. Display the Work Habit History tab. 

3. Find the student for whom you want to delete a work habit mark.  

4. Select the row of the work habit mark that you want to delete.  

5. From the Data menu, select Delete Work Habit.  

6. Click Save.  

7. Repeat Steps 3 – 6 to delete another work habit mark.  

8. 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. 

6. 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. 

1. Open the Academic History atom. 

2. Display the Grd Lvl Cmnt History tab. 

3. Find the student for whom you want to delete a grade level comment. 

4. Select the row of the grade level comment that you want to delete. 

5. From the Data menu, select Delete Comment. 

6. Click Save.  

7. Repeat steps 3 – 6 to delete another grade level comment.  

8. Click Close to exit from the Academic History atom. 



142 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

Adding Narrative Comments to Student Academic History Records 
This procedure describes how to add narrative text to student academic history records.  

1. Open the Academic History atom.  

2. Display the Narrative Comments tab.  

3. Find the student for whom you want to add narrative comments.  

4. Type text into the comments area.  

5. Click Save.  

6. Repeat steps 3 – 5 to add narrative comments for another student.  

7. 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.  

1. Open the Academic History atom.  

2. Display the Narrative Comments tab.  

3. Find the student for whom you want to delete narrative comments.  

4. Delete text from the comments area.  

5. Click Save.  

6. Repeat steps 3 – 5 to delete narrative comments for another student. 

7. 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 (EAG01) 
• Teacher Templates Created (EAG02) 
• Grade Reporting Highlights (EAG03) 
• Elementary Report Cards (EAG04) 
• Mark Listing by Student (EAG05) 
• Mark Verification by Teacher (EAG06) 
• Elementary Transcripts (EAG07) 
• Mark Exception (EAG08) 
• Student Recognition (EAG09) 
• Mark Distribution by Homeroom Teacher (EAG10) 
• Mark Distribution by Subject (EAG11) 
• Mark Distribution by Ethnicity (EAG12) 
• Mark Distribution by Gender (EAG13) 
• Work Habit Mark Distribution by Teacher (EAG14) 
• Comment Summary (EAG15) 
• Other Comments (EAG16) 
• Comment Analysis (EAG18) 
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Master Templates Assigned Report (EAG01) 
The EAG01 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 ½ x 11 inch Letter 
 Paper Orientation Portrait 
 

EAG01 – Report Interface 

 

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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EAG01 – Sample Report 
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Teacher Templates Created Report (EAG02) 
The EAG02 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 Teacher Templates atom | Templates menu 
 Default Sort Values Teacher Last Name, Teacher First Name, Teacher Middle Name 
 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait 
 

EAG02 – RI Options Tab 

 

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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EAG02 – Sample Report 
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Grade Reporting Highlights Report (EAG03) 
The EAG03 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 EAG03 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 ½ x 11 inch Letter 
 Paper Orientation Landscape 
 

EAG03 – RI Options Tab 
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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 I 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 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 

EAG03 – RI Compare Marks Tab 
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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. 

 

EAG03 – RI Comments Tab 
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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. 

 

EAG03 – RI Attendance Tab 

 
 

Attendance tab fields 

Field Name Description 

Attnd Type 1, Attnd Type 
2 

Restricts information to records based on the attendance type. Options are 

• 1 – All Absences 
• 2 – All Tardies 
• 3 – Days Enrolled 
• 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. 
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EAG03 – Sample Report 
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Elementary Report Cards (EAG04) 
The EAG04 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 Elementary Grades atom | Grade menu 
 Default Sort Values Grade Level, Student Last Name, Student First Name, Student 

Middle Name, Student ID  
 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait 
 

EAG04 – RI Options Tab 

 

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. 



SASIxp Elementary Academic Grading Reference Guide 155 

EAG04 – Sample Report Card 
 

Copyright © 2000-2003 NCS Pearson, Inc. 

 



156 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

Report Fields 

No. Report Area / Item Description 

1 Report Card Title Standard report card title.  

2 Reporting Period Reporting period for which the report card prints.  

3 Year Academic year for which the report card prints.  

4 Student Information Student for which the report card prints: 

• Student Name (Last, First MI) 
• Student ID 
• Gender 
• Grade Level 

5 School Information School information (defined in the School atom) that the report card 
prints: 

• School Name 
• School Street Address 
• School City, State, and Zip Code 

6 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) 

7 Explanation Text Explanation text defined in the Elem Grading Setup atom on the 
Explanation tab.  

8 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.  

9 Subject Grid Subject information including: 

• Subject Titles 
• 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: 

• is set up to receive marks 
• 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: 

• 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: 

• Subject Comments 
• 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 (EAG05) 
The EAG05 Mark Listing by Student report enables you to print a list of marks that students 
earned in a designated reporting period. The EAG05 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 ½ x 11 inch Letter 
 Paper Orientation Landscape 

 

EAG05 – RI Report Option Tab 

 

 

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 I 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. 

 

EAG05 – Sample Report 
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Mark Verification by Teacher Report (EAG06) 
The EAG06 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 Elementary Grades atom | Grade menu 
 Default Sort Values Subject 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 

 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Landscape 
 

EAG06 – RI Report Option Tab 

 

 

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 I 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 

• Special / Pull Out 
• SPEC – Special Subject 
• PULL – Pull Out Class 

 
Note: The EAG06 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.  

EAG06 - Sample Report 
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Elementary Transcripts (EAG07) 
The EAG07 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 ½ x 11 inch Letter 
 Paper Orientation Portrait 
 

EAG07 – RI Report Option Tab 

 

 

Field Name Description 

Title [1, 2, 3] Title for the report. The three fields default to the values for the 1st, 2nd and 
3rd 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: 

• Mailing Address 
• Residential Address 
• Parent/Guardian 

Print EOY Status End of Year (EOY) 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: 

• Print Schedule 
• 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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EAG07 – Standard Transcript Sample Report 
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EAG07 – Style 2 Transcript Sample Report 
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Mark Exception Report (EAG08) 
The EAG08 Mark Exception report displays information related to subject marks for specified 
teachers, grade levels, and reporting period. 

The EAG08 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 ½ x 11 inch Letter 
 Paper Orientation Landscape 

 

EAG08 – RI Report Option Tab 

 

 

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 I 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. 

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 
• I - Inactive 
• B – Both 

EAG08 – RI Mark Tab  

 

 

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. 

 

EAG08 – Sample Report 
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Student Recognition Report (EAG09) 
The EAG09 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 ½ x 11 inch Letter 
 Paper Orientation Portrait 

 

EAG09 – RI report title selection field 

 

The report title selection field options are 

• Student Name 
• Student within Grade Level 
• Student within Teacher Number 
• Student within Teacher within Grade 
 

EAG09 – RI Options Tab 
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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 I 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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EAG09 – RI Subject (1, 2, 3) Tab 

 

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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EAG09 – RI Work Habit (1, 2) Tab 

 

 

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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EAG09 – Sample Report 
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Mark Distribution by Homeroom Teacher Report (EAG10) 
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 ½ x 11 inch Letter 
 Paper Orientation Portrait (Choose landscape orientation when there are more 

columns than what fit into portrait orientation.) 

 

EAG10 – RI Options Tab 

 

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 I 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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EAG10 – Sample Report (Page 1) 
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EAG10 – Sample Report (Page 2) 

 



178 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

Mark Distribution by Subject Report (EAG11) 
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 EAG11 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 Elementary Grades atom | Grade menu 
 Default Sort Values Subject Print Order, Grade Level, Teacher Number 
 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait (Choose landscape orientation when there are more 

columns than what fit into portrait orientation.) 

 

EAG11 – RI Options Tab 

 

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 I 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 

 

EAG11 – Sample Report 
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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 of ten 3-character marks for each mark type in Landscape 
orientation. 

 Location Elementary Grades atom | Grade menu 
 Default Sort Values Subject Print Order, Grade Level, Student Ethnic Code 
 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait (Choose landscape orientation when there are more 

columns than what fit into portrait orientation.) 
 

EAG12 – RI Options Tab 

 

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 I 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 
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Mark Distribution by Gender Report (EAG13) 
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 of ten 3-character marks for each mark type in Landscape 
orientation. 

 Location Elementary Grades atom | Grade menu 
 Default Sort Values Subject Print Order, Grade Level, Student Gender 
 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait (Choose landscape orientation when there are more 

columns than what fit into portrait orientation.) 

 

EAG13 – RI Options Tab 

 

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 I 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 

EAG13 – Sample Report 
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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 Elementary Grades atom | Grade menu 
 Default Sort Values Homeroom Teacher Last Name, Homeroom Teacher First Name, 

Homeroom Teacher Middle Name, Homeroom Teacher Number, 
Sequence Number 

 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait (Choose landscape orientation when there are more 

columns than what fit into portrait orientation.) 
 

EAG14 – RI Options Tab 

 

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 I 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 
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: 

• Active 
• Inactive 
• Both 
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EAG14 – Sample Report 
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Comment Summary Report (EAG15) 
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 ½ x 11 inch Letter 
 Paper Orientation Landscape 

 

EAG15 – RI Options Tab 

 

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 I 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: 

• Active 
• Inactive 
• Both 

 

EAG15 – Sample Report 
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Other Comments Report (EAG16) 

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 Elementary Grades atom | Grade menu 
 Default Sort Values 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. 

 Paper Size 8 ½ x 11 inch Letter 
 Paper Orientation Portrait 

 

EAG16 – RI Report Option Tab 

 

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 I 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 

• 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 

EAG16 – Sample Report 

 



192 SASIxp Elementary Academic Grading Reference Guide 

Copyright © 2000-2003 NCS Pearson, Inc. 

Comment Analysis Report (EAG18) 
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 ½ x 11 inch Letter 
 Paper Orientation Landscape 

 

EAG18 – RI report title selection field 

 

 
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. 

EAG18 - 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 
Ascending 

Prints By Ascending Total Frequency of Use within Subject Area. 

Subject Area - Totals 
Descending 

Prints By Descending Total Frequency of Use within Subject Area. 
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EAG18 – RI Report Option Tab 

 

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 I 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 

• All Subject Comments 
• Selected Subject Area Comments 
• 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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EAG18 – Sample Report 

 

 


	SASIxpTM Elementary Academic Grading�Reference Guide
	Contents
	Elementary Academic Grading Module
	Introduction
	Setup
	System Files
	Elementary Academic Grading Setup Checklist

	Grading Control Atom �
	Control Tab
	Reference Tab
	Using the Grading Control Atom

	Grading Control Definition Atom �
	Grading Control Definition Screen
	Using the Grading Control Definition Atom

	Elem Grading Setup Atom �
	Setup Options Tab
	Periods Tab
	Marks Tab
	Work Habits Tab
	Attendance Tab
	Print Order Tab
	Explanation Tab
	Using the Elem Grading Setup Atom

	Mark Definitions Atom �
	Overlapping Settings for Mark Definitions
	Mark Definitions Screen
	Using the Mark Definitions Atom

	Subject Area Atom �
	Explanation of Subject Area Marks
	Subject Area Screen
	Subject Detail Screen
	Using the Subject Area Atom

	Attainment Comments Atom  �
	Purpose and Use of Attainment Comments
	Attainment Comments Screen
	Using the Attainment Comments Atom

	Subject Comments Atom �
	Subject Comments Purpose and Use
	Subject Comments Screen
	Using the Subject Comments Atom

	Other Comments Atom
	Overlapping Settings for Other Comment Areas
	Other Comments Screen
	Using the Other Comments Atom

	Master Templates Atom �
	Master Templates Screen
	Using the Master Template Atom

	Teacher Templates Atom
	Teacher Templates Screen
	Apply Templates Special Screen
	Using the Teacher Templates Atom

	Mass Assign Subjects Atom �
	Mass Assign Subjects Screen
	Mass Change Teacher Screen
	Using the Mass Assign Subjects Atom

	Student Subjects Atom �
	Student Subjects Screen
	Using the Student Subjects Atom

	Transcript Definition Atom
	Header/Footer Tab
	Subject/Grades Tab
	WIP Tab
	Style Options Tab
	Using the Transcript Definition Atom

	Subject Assignment Overview
	Subject Assignment Procedure Rules
	Subject and Subject Area Deletion Rules

	Common Subject Assignment Scenarios
	Basic Setup at Beginning of Academic Term
	Homeroom Students take Same Subject from Different Teachers
	Some Homeroom Students do not take Subject that Other Homeroom Students Take
	New Student Arrives while Academic Term is in Progress
	Homeroom Students Get New Homeroom Teacher
	Homeroom Teacher Change for a Selected Student
	Subject Teacher Change for Homeroom Subject not taught by Homeroom Teacher
	New Subject Offered while Academic Term is in Progress

	Elementary Grades Atom �
	Common Screen Fields
	Subject Tab
	Work Habits Tab
	Subject Comments Tab
	Other Comments Tab
	Narrative Comments Tab
	Using the Elementary Grades Atom

	Update Grades Atom �
	Update Attendance Operation
	Average Grades Operation

	Grade Scanning Atom �
	Create/Print Tab
	Scan Tab
	Setup Tab
	Scan Order Tab
	Scanning Message Screen
	Using the Grade Scanning Atom

	Update Academic History Atom �
	Update Academic History Operation

	Academic History Atom
	Common Fields
	Academic History Tab
	Work Habit History Tab
	Grade Level Comment History Tab
	Narrative Comments Tab
	Using the Academic History Atom

	Elementary Academic Grading Reports
	Master Templates Assigned Report (EAG01)
	Teacher Templates Created Report (EAG02)
	Grade Reporting Highlights Report (EAG03)
	Elementary Report Cards (EAG04)
	Mark Listing by Student Report (EAG05)
	Mark Verification by Teacher Report (EAG06)
	Elementary Transcripts (EAG07)
	Mark Exception Report (EAG08)
	Student Recognition Report (EAG09)
	Mark Distribution by Homeroom Teacher Report (EAG10)
	Mark Distribution by Subject Report (EAG11)
	Mark Distribution by Ethnicity Report (EAG12)
	Mark Distribution by Gender Report (EAG13)
	Work Habit Mark Distribution by Teacher Report (EAG14)
	Comment Summary Report (EAG15)
	Other Comments Report (EAG16)
	Comment Analysis Report (EAG18)


