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Course Description

This course provides instruction for the setup, data entry, maintenance,
and use of the data files and atoms that are included in the Grade
Reporting module. Topics include user-defined data; program options;
mass updating of the Grade Reporting file; how to create, print, and scan
Grade Reporting scan sheets; and how to print report cards and various
reports.

The Grade Reporting module enables you to:
e Enter and maintain student grades and progress information over
several marking periods.

e Calculate Grade Point Average (GPA), Numeric Grade Average (NGA)
or GPA and NGA.

e Generate report cards, progress reports, and other accounts of student
advancement.

e Transfer grade data from Grade Reporting to Course History, which
updates information about cumulative GPAs and NGAs and student
progress toward graduation.

Copyright © 2000-2004 Pearson Digital Learning 1
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Expected Outcomes

Upon completion of this course, you will be able to:

2 Expected Outcomes

Use the Grading Setup atom to define parameters used in grade
reporting.

Enter and maintain grading comments using the Grading Comments
atom.

Enter and maintain marks using the Mark Definitions atom.

Enter and maintain the percentage of credit weights and transfer
weights using the Credit Definitions atom.

Enter and maintain GPA and NGA types using the GPA Definition
atom.

Define and generate trend marks using the Grading Trend Definition
atom.

Update the Grade Reporting file with class schedules, absences, and
GPAs using the Update Grades atom.

Enter and maintain grades using the Grades and Class Grades atoms.

Create, print, and scan grade reporting scan sheets using the Grade
Scanning atom.

Update the Progress Reporting file with class schedules and absences
using the Update Progress atom.

Enter and maintain progress grades using the Progress and Class
Progress atoms.

Create, print, and scan Progress Reporting scan sheets using the
Progress Scanning atom.

Maintain honor roll/eligibility requirements using the Honor Roll/
Eligibility atom.

Transfer grades using the Update Course History atom.

Copyright © 2000-2004 Pearson Digital Learning
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Setting Up Grading

This section describes how to use atoms in the Grading Setup folder to set
up a grade reporting system according to the needs of your school. Some
of the grading elements that you define from this folder include reporting
periods, conduct codes, mark definitions, course credit definitions, GPA
types, and grade and progress reporting procedures.

You can also specify how the system calculates various totals and GPAs,
and what data prints on report cards as well as on other grade and
progress reports.

Copyright © 2000-2004 Pearson Digital Learning 3
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Grading Setup Atom

The Grading Setup atom consists of eleven tabs that enable you to set up
specific aspects of a grade reporting system to support your school’s
requirements:

e Reporting Periods
e Reporting Options
e Mark Descriptions
e Credit Terms

e Attendance Options
e Report Card Text

e Conduct Conversion
e Advanced Options
e Progress Reporting
e Averaging Options
e History Option

4 Grading Setup Atom Copyright © 2000-2004 Pearson Digital Learning
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Periods Tab

The Reporting Periods matrix enables you to define up to 15 reporting
periods for which the system collects, calculates, and prints data. When
you establish reporting periods, you can define report titles, period start
and end dates, and the terms (year, semester, quarter, and so on) that you
want processed during the reporting period.

Reporting Periods Grading setup ﬂ

E Periods | options | marks | crediz |aftendance] Rpt cords | Conduct | Advanced| Prn:lE‘

Track |1 - [ Lock CLASSxp users to Current Period Current Period 4 -

First Quatter Grade Report 09050 (09W0si00
Firzt Semester Grade Report Mo [ioon YRS a2
Third Guarter Grade Repart o122l |0e22m1 (YR |S2 Q3
Second Semester Grade Report 0405101 0450501 YR(S2 24

B
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Periods Fields

Field Description

Track If your school is a multi-track school, the
system displays this field in the upper left
corner of the screen. You can select track
options from a pop-up list. Any data you enter
and save with a displayed track option is
associated with that track only.

Note: If you enter data for one track only,
then click Save, the system displays a
message asking whether you want to
copy Reporting Period information to
all other tracks. Click OK to save the
data to the other tracks (then you must
enter the necessary changes for the
other tracks). Click Cancel to save the
data for the displayed track only (the
other tracks remain blank or
unchanged).

Lock CLASSxp users Enables or disables teachers using
to Current Period CLASSROOMxp™ to give grades only for
the current period selected.

Current Period Reporting period for which the system enters,
calculates, and prints data.

Note: Each time you start a new reporting
period, make sure the number in the
Current Period field correlates with
the Rpt line on which data is being
entered.

You can define up to 15 reporting periods.
Select the current reporting period from the

pop-up list.
Rpt Line number of the reporting period.
Report Title A 30-character title for the reporting period.

This title prints on scan sheets, report cards,
and grade reports.

6 Grading Setup Atom Copyright © 2000-2004 Pearson Digital Learning
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Field Description

Date Range Starting and Ending date fields for the
reporting period defined in the Report Title
field. The system uses this date range to
calculate attendance totals for the current
reporting period. This date range prints on
report cards and grade reports.

Terms To Process Term codes for the classes taught during the
reporting period. You can select up to 6 term
codes for each reporting period. These codes
are based on the term codes associated with
the Master Schedule. Reporting data is
calculated for all classes to which the term
applies.

For example, if a mini-course starts and ends
during the first 6 weeks of the First Quarter,
you want to add the term code for the mini-
course so the reporting data calculates and
prints on the appropriate forms and reports.

Copyright © 2000-2004 Pearson Digital Learning Grading Setup Atom 7
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Options Tab

The Reporting Options tab enables you to define the type of information to
print on report cards and grading reports. You can specify whether to:

e Calculate GPA/NGA and which method to use.

e Use grading comments on the report cards.

e Use mark conversion and rounding.

e Allow credits to be changed.

e Use numeric equivalents for conduct codes.

e Use adistrict or school return address.

e Print informational messages on report cards.

You can also use this screen to specify the default GPA/NGA type, the
report card form to use, and the scanner and scanner port.

Note: Select the Include Blank Marks in GPA checkbox to include
blank marks in any calculation of GPA.

Reporting Opthons T x|

|9 Porca: Options | Marks | Credts |attendence] Ret Cords | Conduct | Scvanced | F‘r-:r!"—_t

GPANGPA, [Grake paird average v Detwn GPA Type [aCA~

Com (5 mrk ooly) il weed - O Mark Report Card Criy vl [ nclude Blark Marks in GPA
Mark Conversion ol used - Numeric Marks Ooly w ComType [Aha Comments (A-T
Mark Roundng  [Round Nursni Graks * [T Use Teacher Cramod Commpends
Report Card Form  [d Mark Fonn (SASI 0052, 0053,00564) | I Puin Pager Repord Card
Scannor Typo PGS OpScan 35 w [ Prirt Colurn Hoatdings

Stan Fom (38 Cran)é ek akha = Prirt Darlress [«
Scanner Fort [Poetl (Mac Mocken) v Pentl Deriness [+
Permit@, A% [Oetaut rom Currert Schoal v PenciDifterence [ v
School Moseean 1 [T Compite Conduct Codes [T Aberw Crecit Crverricde

|This i e Scrool Medsage (Line One) Pritskls Sres of up 1 Eigrty Criarscters

Schoil Mesiage 2

|This ks the Scihcol Message (Line Two) Frintabie Area of up to Eighty Characters
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Options Fields

Field Description

GPA/QPA Controls use of GPA and/or NGA throughout
your SASIxp system, and determines the
fields displayed on many of the Course
History screens. Options are:

e Not used — No average is calculated
(default).

e Grade point average — GPA calculation is
based on parameters set up in the GPA
Definition atom. Can be used with alpha
and numeric marks.

e Quality point average for numeric grades
— Calculates QPA for numeric grades
instead of GPA. Not currently
implemented.

e Quality point average for letter grades —
Calculates QPA for letter grades instead
of GPA. Not currently implemented.

e Numeric grade average — NGA
calculation is based on parameters set up
in the GPA Definition atom. Used with
numeric marks only.

e Numeric grade average and GPA — NGA
and GPA calculations are based on
parameters set up in the GPA Definition
atom. This option would typically be used
by school districts that use numeric
grades but need to calculate GPA for
college transcripts and some reports.

Com (9 mrk only) The options are:

e Not used — 9-Mark Report Card Only
(default). No user-defined comments print
on report cards.

e Print only comments student received —
Only the comment codes and comments
that apply to the specific student print in
the Explanation Of Teacher Comments
section of the 9-mark report card.

Copyright © 2000-2004 Pearson Digital Learning Grading Setup Atom 9
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Field

Description

Mark Conversion

Determines if numeric marks are converted
to letter grades. A required field for
InteGrade® Pro. Options are:

Not used — Numeric Marks Only (default).
No conversion required.

Convert numeric marks to letter
equivalents for Numeric Grade schools
using GPA in place of NGA.

Convert letter marks to numeric
equivalents for averaging letter grades.

Mark Rounding

This field determines the value in the Round
field in the GPA Definition atom. It is also
used when averaging numeric grades.

Not used — Numeric Marks Only (default).
Use when no numeric averaging is
required.

Truncate Numeric Grades — The system
calculates numeric grades to four decimal
places, then drops the last digit. For
example, a value of 89.7796 truncates to
89.779.

Round Numeric Grades — The system
calculates numeric grades to four decimal
places, then rounds up or down and
drops the last digit. If the last digit of the
mark is 4 or less, the number rounds
down; otherwise it rounds up. For
example, 89.9219 rounds up to 89.922.

10 Grading Setup Atom
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Report Card Form

Form options for printing report cards:

11-Mark Form (SASI 0083, 0084). The
comparable NCS Pearson form numbers
are 213207 and 213205.

9-Mark Form (SASI 0090). The
comparable NCS Pearson form number
is 213199.

4-Mark Form (SASI 0052, 0053, 0054).
The comparable NCS Pearson form
numbers are 213192 and 213196.

1-Mark Form (SASI 0042, 0043, 0044).
The comparable NCS Pearson form
numbers are 213177, 213249, and
213247.

7-Mark Data Mailer.

Scanner Type

Type of scanner for scanning data from
grade reporting sheets:

Scantron models 1400/2700 (Option 1)
[27 channel]

Scantron models 1300 (Option 1) Attend
only [27 channel]

NCS Sentry 3000 [48 channel]
NCS Pearson OPScan Scanners

Scantron 8000 series (Option 1) [27
channel]

Scantron 8000 series (48 channel, 1
read) SM 2000 [48 channel]

Scantron 8000 series (48 channel, 2
read) SM 2500 [48 channel]

Scanning Systems/HEI 360 [48 channel]
Scanning Systems/HEI 380 [48 channel]

Note: If you select the wrong Scanner Type

when scanning grade or progress
forms, the SASIxp software can lock
up. Verify the Scanner Type on the
Options tab before you start to scan
grade or progress forms.

Copyright © 2000-2004 Pearson Digital Learning
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Scan Form Scan form used to collect grades from the

teachers. The Grade Scanning atom reads
this field to create and print the scan sheets.
Options are:

e (27 Chan) 1 mrk alpha (213758)

e (27 Chan) 4 mrk alpha (213313)

e (27 Chan) 5 mrk num

e (27 Chan) 5 mrk alpha

e (48 Chan) 3 mrk alpha FX (44576)

e (48 Chan) 1 mrk alpha FX (158428)

e (48 Chan) 4 mrk alpha (213134, 213137)
e (48 Chan) 1 mrk alpha (213139, 213142)
e (48 Chan) 2 mrk num (213164)

e (48 Chan) 5 mrk alpha KD

e (48 Chan) 2 mrk num, num com (220169)
e (48 Chan) 3 mrk alpha (220171)

e (48 Chan) 3 mrk num (220175)

e User Defined Grade Forms

User Defined Grade Forms is an option only
if all the following conditions are met:

e NCS OpScan 3/5 is selected at Scanner
Type.

e Atleast one user defined form was set up
using the ScanTools atom.

e Both the Enable NCS OpScan Scanner
Enhancements and the Enable DEW
Printing options are selected on the
Controls tab of the ScanTools atom.

For more information about User Defined
Grade Forms, see the ScanTools
Implementation with SASIxp and NCS
ABACUSxp Software manual.

12 Grading Setup Atom
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Scanner Port

Port to which the scanner device connects.
Options are:

e Port 1 (Macintosh Modem)

e Port 2 (Macintosh Printer)

e Port3

o Port4

Permit/Ret. Addr

Determines the permit number and return
address that print on the report or progress
card.

e Default from District School — Use the
default permit number and return address
for the district. School 000 must be
established with the district information in
the School atom.

e Default from Current School — Use the
default permit number and return address
for your school.

Default GPA Type

Indicates which GPA displays on the Grades
screen.The options are the four GPA types
defined in the GPA Definitions atom.

This field displays only if the Grade point
average option is selected at GPA/QPA.

Default QPA Type

Indicates which QPA displays on the Grades
screen. The options are the four GPA types
defined in the GPA Definitions atom.

This field displays only if the Quality point
average for letter grades or the Quality point
average for numeric grades option is
selected at GPA/QPA.

Default NGA Type

Indicates which NGA displays on the Grades
screen. The options are the four NGA types
defined in the GPA Definitions atom.

This field displays only if Numeric grade
average option is selected at GPA/QPA.

Copyright © 2000-2004 Pearson Digital Learning
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Default NGA, GPA

Indicates which NGA/GPA displays on the
Grades screen. The options are the four
GPA/NGA types defined in the GPA
Definitions atom.

This field displays only if the Numeric grade
average and GPA option is selected in the
GPA/QPA field.

Include Blank Marks in
GPA

Enables a teacher to inlude blank marks in
any calculation of GPA. If a teacher does not
bubble in a mark for a student and this option
is selected, the student’s GPA is lowered by
the inclusion of the blank mark as a 0.0 grade
during GPA calculation.

Com Type

Determines whether the comment choices
(available through the Grading Comments
atom) are alphabetically or numerically
coded. Options are:

e None — No comment codes (default).

e Alpha Comments — Comment codes are
alphabetic characters. You can use
alphabetic codes A through T when you
enter comment codes on the Grading
Comments screen. Alphabetic comments
can be scanned.

e Numeric Comments — Comment codes
are numeric. You can use numeric codes
1 through 999 when you enter comment
codes in the Grading Comments screen.
Only one numeric grades scan form
accommodates numeric comments.

Use Teacher Owned
Comments

Enables or disables the use of teacher
owned comments. If you select this option,
additional fields appear on the Grading
Comments screen so teacher owned
comments can be entered.

Plain Paper Report
Card

Enables you to print each student’s report
card on an individual sheet of 8 1/2 x 11 inch
paper.

14  Grading Setup Atom
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Print Column Enables you to print column headings on
Headings report cards.
Print Darkness Determines how dark slug marks must print
(PMD table) for the scanner to read them (applies to 48-

channel scan forms only). There are 15
levels of intensity, and 15 is the darkest. The
suggested starting point is 10.

Pencil Darkness Determines how dark pencil marks must print
(PMD table) for the scanner to read them. There are 15
levels of intensity, and 15 is the darkest. The
suggested starting point is 7.

Pencil Difference Determines when the scanner interprets
(PMD table) pencil marks as erasures (applies to 48-
channel scan forms only). There are 15
levels of intensity, and 15 is the darkest. The
suggested starting point is 4.

If the scanner reads two marks and the
sensitivity level of both marks exceeds the
pencil difference, the scanner ignores the
lighter mark. For example, you might define
the Pencil Darkness as 6 and the Pencil
Difference as 5. The scanner might read two
marks, one a 15 and the other a 7. The
difference between the marks is 8. Because
8 is greater than the Pencil Difference (5), the
scanner interprets the lighter mark as an

erasure.
Compute Conduct Determines if numeric equivalents for
Codes conduct codes print on report cards.

Allow Credit Override | Determines whether the amount of credit
specified on a scan sheet can replace the
amount of credit already on file for a
particular course or mark. By default, credit
override is disabled.

Copyright © 2000-2004 Pearson Digital Learning Grading Setup Atom 15



| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last
Digital
Learning
Field Description

School Message 1

You can type a message (up to 80
characters) in this field. The message prints
at the bottom of all report cards.

Note: The 9-mark and 11-mark report card
forms truncate these messages to 52
characters.

School Message 2

You can type a second message (up to 80
characters) in this field. The message prints
at the bottom of all report cards.

Note: The 9-mark and 11-mark report card
forms truncate these messages to 52
characters.

16  Grading Setup Atom
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Marks Tab

This tab enables you to define:

e Marks that display on the Grades and Class Grades screens and
report cards.

e Grade type used.

e How marks are to be averaged.

e Weight for each mark when averaging grades.

e When a mark is the final grade when averaging.

e Number of comments to include on report cards for each mark.

e Whether to include conduct codes, work habits, and absence counts.

Copyright © 2000-2004 Pearson Digital Learning Grading Setup Atom 17
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Marks Example — Not Averaging Grades

Grading Setup List
(4] Perods | opons  Merke | Credns Jamtendance] Rpt Cards | Conduct | advanced | Prog]
1st ‘Dtr 1 1 A 3
g e | -
i IS&‘I‘I 2 A 7 .2 Yas Y&Sl
Ird  |@r 3 IR
ath  atr 4 & |6
rel  |Sem 4 & |7 |2 ves [ves |
Fire Ay A
Closa
Marks Example — Averaging Grades
Grading Setup List Grading Setup X

[4] Periods | Options  Merks | credts |attendance] Rot Cards | Conduct | advanced| prd®]

- Final Gracde
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Marks Fields

Field Description

Mrk Line number of the mark record. (You can
describe up to 21 marks.)

Hdg 1 Descriptive title (up to 4 alphanumeric
characters) for the mark. This title is the first
of two titles that displays in the Grades atom
and Class Grades atom screens as well as
prints on the 9-mark and 11-mark report
cards. Heading 1 and Heading 2 are used in
combination with each other and the
combination must have a unique name. For
example, Sem1 and Exam and Sem2 and
Exam.

Hdg 2 Descriptive title (up to 4 alphanumeric
characters) for the mark. This title is the
second of two titles that displays in the
Grades atom and Class Grades atom
screens as well as prints on the 9-mark and
11-mark report cards.

Heading 1 and Heading 2 are used in
combination with each other and the
combination must have a unique name. For
example, Seml and Exam and Sem2 and
Exam.

Rpt # Numeric representation of the grade
reporting period during which this mark is
updated. For example, the First Quarter mark
is updated during reporting period 1. The Rpt
# is defined on the Periods tab.
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Description

Identifies the mark as a Progress mark,
Grading, Regents Exam, or Final Grade.

Blank — Identifies the mark as a grade
that prints on report cards and is included
in GPA calculations.

P — Identifies the mark as a progress
mark that does not print on report cards
and is not factored into GPA calculations.

R — Identifies the mark as a Regents
Exam mark (New York) that can display
on report cards, transcripts, and the
Profile Report, depending on the settings
entered in the Competency Test
Definitions atom for the Regents Exam.

F — Identifies final marks for a course at
the end of a particular term. It is specific
to British Columbia.

Digital
Learning
Field
Mark Type
Alph Num

Identifies the mark as an alphabetic or
numeric grade. Options are:

A (Alpha Mark) — Uses the alphabetic
marks defined in the Mark Definitions
atom.

N (Numeric Mark) — Uses the lowest valid
grade to the highest valid grade marks
defined on the Advanced Tab of the
Grading Setup atom as well as any alpha
mark defined in the Mark Definitions
atom.

Note: If you specify the mark type N and

select the option Average As Same
Mark Type on the Advanced tab of the
Grading setup atom, the semester
average mark type remains the same
as the last valid mark that was
averaged on a course by course basis.

20 Grading Setup Atom
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Field Description

Avg Number of the mark into which this mark is
averaged. For example, to make the first
semester mark equal the average of the first
guarter, second quarter, and semester exam,
type 4 in the Avg field for marks 1, 2, and 3.

Weight Number of times the mark counts toward the
mark into which it gets averaged. For
example, your school might have two quarter
marks and an exam mark for each semester,
and you might want each quarter mark to
count twice as much as the exam mark. You
enter a weight of 2 for each of the quarter
marks and a weight of 1 for the exam mark.

Final Indicates if a mark is a final grade when using
the averaging process. Select one of these
options from the popup menu:

e "Blank" - Not final Mark
e "Yes" - Final mark
e "Yes*' - Final mark with credit control

Note: The following conditions must be met
for "Yes*" to work,

1. The option to use "Credit Earned/Repeat
Tags" must be selected. If not, the
following message displays:

"RT/CE must be selected before this
option can be used."

2. The marks which are set up to average
into this mark must be creditable marks. If
not, the following message displays:
"Marks averaging into this mark are not
creditable. Cannot use credit control for
this mark".

3. Only two marks can be averaged into the
current mark. If not, the following message
displays:

"Only two marks can average into this
mark for credit control."
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Field

Description

Excl GPA

Applies to current grades only and indicates
when a mark should not be used for GPA
calculation. For example, to exclude a
semester exam mark from GPA calculation,
specify Yes in this field. Click the cell to
toggle between Yes and blank (No).

Excl Rpt

Indicates when a mark should not be printed
on report cards. If you specify Yes, this mark
does not print on the 9-mark and 11-mark
report cards. Click the cell to toggle between
Yes and blank (No).

Cmt

Indicates how many teacher comments can
be applied to this mark (and the number of
comment fields available on the Grades and
Class Grades atoms). Options are:

e None — Do not use comments for this
mark.

e 1-5— Number representing how many
comments you want to use for this mark.

Citz

Determines whether a Citizenship field is
included in the Grades and Class Grades
atoms. Click the cell to toggle between Yes
and blank (No).

WH

Determines whether a Work Habits field is
included in the Grades and Class Grades
atoms. Click the cell to toggle between Yes
and blank (No).

Use Abs

Determines whether absence fields are
included in the Grades and Class Grades
atoms. Click the cell to toggle between Yes
and blank (No). Absence fields are defined in
the Attendance Options screens of this atom.
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Marks Example — Semester Average Reporting

Two SASIxp functions require specific marks setup to run correctly:

e Calculate Semester Average option while using the Update Grades
process

e Students with a Failing Semester Report

This is an example of a valid marks setup for these two functions.

: Grading S5etup

Feriods I Options Marks | Credis IAﬂendancel Fpt Cardsl Conduct I.l\.dvancedl Frogress I

3!

(el »T

Setup Requirements

e The school must have first semester, second semester, and year end
term codes.

e The last mark in the matrix must be for year end and it must be a final
mark.

e The Mrk lines for the first and second semester must be averaged into
the year end mark.

e Each mark must have a weight of at least 1. If you do not enter a value,
report calculations might not be correct.
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24  Grading Setup Atom

This tab enables you to define the course grades transferred to the Course
History file. When grades are transferred to the Course History file, the
courses can receive credit.

e Grading Setup E3

Periods I Options I Marks Credis |Attendance| Fept Cardsl Conduct IAdvancedI Pragressl

Mk |Mark |Term3 to Receive Credit |
A=t ar (@ 4]
2 |2nd |atr =]
3 |Seml |Exam

u131 Sem YRS |52

B |3rd ot @3

E |dth iy

7 |Sem? |Exam

Man Sem  YR|3S2 |24

GFnl Mk

0 |

1

12

13 |

14 | hid
18] =
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The system also uses the fields in the Credits tab to define the term codes
that are processed by the Calculate Semester average function in the

Update Grades atom. You set up the term codes for averaging into the
final mark.

Credit Terms Grading Setup x|

IE‘ Periods | options | Marks Credits |Attendance| Rt Gards | corduct | Advanced] Prn:lE'

[ [ |

13t Sem (¥R |S1 |1

Jred |Gy @3 |52 YR
4th iy a4 |52 YR
2nd  |Sem (YR |S2 |24
Fin Avyg (YRS |52

Credits Fields

Field Description

Mk Line number of the mark information.

Mark Description of the mark that indicates the
reporting period for which grades are
transferred.

Terms to Receive Terms for which grades are transferred. The
Credit selected terms must match those selected in
the Terms to Process field of the Reporting
Periods screen. If you are using averaging,
the terms must also match the term codes for
averaging into the final mark.
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Attendance Tab

The Attendance Options tab consists of two matrixes. The upper
Attendance/Tardy Definitions matrix defines two attendance totals that
print on report cards and display as fields in the Grades and Class Grades
screens. You can use the Attendance/Tardy Definitions matrix to define:

e Absence definitions

e Absence types to count

e Maximum number of allowable absences

e Maximum percentage of allowable absences

The lower Additional Attendance Definitions matrix enables you to
configure the reporting period summary attendance that the system
calculates and prints on report cards and progress reports. You can
specify up to four attendance definitions such as total days present, total
days absent, total days tardy, and total days enrolled.

Grading Setup _: : x|

E Periods | oOptions | Marks | Credits wmﬂ Cards | Condudt | Advanced| ?'rl:lEl

All |&ks Al Absances Current Period

6 | 3000 | ¥
6 | 3000 P L

&l [Tdy &l Tardles |Current Period

Mot Lised
[t Lized
(Mt Used
Mt Uised
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Attendance Fields

Field Description
Abs Line number for the absence or tardy definition.
Hdg 1, Hdg 2 Abbreviated title of the absence/tardy category

in the Type field. You can use up to 3
alphanumeric characters. Heading 1 prints
above Heading 2 on all 9-mark and 11-mark
report cards, grade reports, and the Grades
and Class Grades screens.

Type (cont.) e Excused Tardies — Includes excused
tardies. Excludes unverified absences,
unexcused absences, excused absences,
school activities, and unexcused tardies.

e Unexcused Tardies — Includes unexcused
tardies. Excludes unverified absences,
unexcused absences, excused absences,
school activities, and excused tardies.
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Type Type of absences and tardies for which totals

are calculated. The Update Grades atom uses
this field when updating absences in the
grading file. Options are:

Not Used — Absence and tardy totals are
not calculated by type (default).

All Absences — Includes unverified
absences, unexcused absences, excused
absences, and school activities. Excludes
excused and unexcused tardies.

Unverified, Unexcused, Excused — Includes
unverified absences, unexcused absences,
and excused absences. Excludes school
activities, excused tardies, and unexcused
tardies.

Unverified, Unexcused — Includes
unverified absences and unexcused
absences. Excludes excused absences,
school activities, excused tardies, and
unexcused tardies.

All Tardies — Includes excused and
unexcused tardies. Excludes unverified
absences, unexcused absences, excused
absences, and school activities.
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Duration Defines the time over which each attendance
total is calculated. The Update Grades atom
uses this information when updating absences
in the grading file. Options are:

e Year-to-Date — Includes totals from the start
date of the first reporting period to final date
of the last reporting period. The start date
defined in the Attendance calendar in the
Attendance Setup atom and the ending
date defined on the Periods tab of the
Grading Setup atom determine the year.

e Current Semester — Includes absences for
the current semester only. The Term Type
options selected on the Schedule tab of the
School atom define the current semester
start and end dates.

e Current Period — Includes absences for the
current report period only. Start and end
dates defined on the Periods tab of the
Grading Setup atom determine the current
period.

Max. Maximum number of allowable absences
before class credit is withheld.

Max. % Maximum percentage of allowable absences
before class credit is withheld.

Hold Credit Amount of credit to withhold, if any, if a student
exceeds the maximum number or percentage
of allowable absences. Options are:

e Blank - (No) — Do Not Withhold Credit if
over Limit.

e Y - (Yes)— Withhold Credit if over Limit.

e P - (Yes)— Withhold Credit if over
Percentage Limit.

Repeat Tag Select a repeat tag to deny credit due to
attendance. Only repeat tags for which the
Exclude Credit Completed flag is set to Yes
are available for selection.
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Atd Line number of attendance definition. You can
define up to four additional attendance codes.
Heading Attendance code title.
Type Type of absences and tardies for which totals

are calculated. The Update Grades atom uses
this field when updating absences in the
grading file. Options are:

Not Used — Absence and tardy totals not
calculated by type (default).

Days Enrolled — Includes all days the
student is enrolled during the selected
duration.

Days Present — Includes all days the
student is present (days enrolled minus
excused and unexcused absences and
school activities).

Days Present and ACT — Includes all days
the student is present or attending a school
activity.

These options are based on the All Day column
in Period Attendance:

All Absences — Includes unverified
absences, unexcused absences, excused
absences, and school activities. Excludes
excused and unexcused tardies.
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Field

Description

Type (cont.)

e Unverified, Unexcused, Excused — Includes
unverified absences, unexcused absences,
and excused absences. Excludes school
activities, excused tardies, and unexcused
tardies.

e Unverified, Unexcused — Includes
unverified absences and unexcused
absences. Excludes excused absences,
school activities, excused tardies, and
unexcused tardies.

e All Tardies — Includes excused and
unexcused tardies. Excludes unverified
absences, unexcused absences, excused
absences, and school activities.

e Excused Tardies — Includes excused
tardies. Excludes unverified absences,
unexcused absences, excused absences,
school activities, and unexcused tardies.

e Unexcused Tardies — Includes unexcused
tardies. Excludes unverified absences,
unexcused absences, excused absences,
school activities, and excused tardies.

Duration

Time over which each attendance total is
calculated. The Update Grades atom uses this
field when updating absences in the grading
file. Options are:

e Year-to-Date — Includes totals from the start
date of the first reporting period to final date
of the last reporting period.

e Current Semester — Includes absences for
the current semester only.

e Current Period — Includes absences for the
current reporting period only.
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Report Cards Tab

The Report Card Text tab enables you to provide an explanation of the
academic and conduct marks for 9-mark and 11-mark report cards.

If you use 1-mark or 4-mark report cards, you do not need to complete
this tab.

Report Card Text i x|
?l Cptions I Warks I Credits i.&m:—-.dar::.:— MMF Conchuct I-L"t:WE-F-LE-HI Promess I-_“m

1) ACADEMIC MARKS CITIZENSHIP MARKS (11 mark only)

2 & = Excelent 7 = Qutstanding
2B = Above Average S = Salisfactory
) = Satisfactory M = Mesds knprovement
50 = Below Average 1 = Unzatiztactory
E|F = Failing

R = Credit

Bl = Imcomplete

S v = Vithdravd

Report Cards Field

Field Description
Report Card Provides 9 lines that each hold 80 characters
Explanation Text to explain the meaning of the academic and

conduct marks on the report card. The
explanation text prints on 9-mark and 11-
mark report card forms, and each line
truncates to 52 characters.
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Conduct Tab

This tab enables you to use the Conduct Conversion Setup matrix to
define numeric values and cutoffs for each conduct code. The values
defined on this screen facilitate conduct code averaging. This feature is
currently under development.

Conduct Conversions ﬁl

El options | Marks | credits |Attendance] Fot Cards  Conduct |;u;i¢anr.ed| Progress fﬂw&E‘

==
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Ln

Line number of the conduct code. You can
define up to 16 codes.

Conduct Code

Conduct code for which the numeric value
and cutoff are defined. See the Grading
Comments Fields on page 51 for a list of
conduct codes.

Cutoff

When conduct codes are averaged, this
value indicates the point at which the value is
rounded up or down to the next whole
number. For example, if conduct code O
(Outstanding) has a value of 4 while conduct
code S (Satisfactory) has a value of 3, setting
this value to 3.6 means any student whose
conduct averages 3.6 or greater earns a
numeric value of 4. If the student’s average is
less than 3.6, the student receives a numeric
value of 3. This value is associated with the
Minimum Average Conduct field on the
Eligibility screen.

Numeric Value

Numeric value assigned to the conduct code.

Copyright © 2000-2004 Pearson Digital Learning




| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last

Advanced Tab

The Advanced Options tab enables you to define the lowest and highest
valid grade when using numeric grades. You can also use the print option
for credits. Other conditions you can define include whether to use a fail
condition, how to sort grades, the highest final grade, minimum
promotional average, total absences limit, total absence duration, and
whether to print absences and grade points.

x
E‘ Fetinds I Dptions I harks I Credits IAﬁendanceI Ryt Cards I Conduct Mva'l::adl Prn:lE'
Grade Sort Preference [Sort Grades by Period ~| Highest Valid Grade 98 |
GPA Credit Factor  [Credt Attempted +| LowestWalidGrade [0 |
Rark By [NGA | [ Include Alpha Marks nNG&  HighestFinsl Grade [ |
[ Use Promotion Condition. [l Repeat Tag ! Credit Earned Highest Failing Gracs l—
Minitnum Fromotion &verage Ii plumber of Semesters l—
Total Absence Limit [ 1 A fo Fall Grade ]
Tatal Absence Duration I—" Failing Mark To Brirt l—

Print Options [ Use Grading Trend Mark
Absences |F‘rirrt Al Absences -
Credits |Prirrt Creditz on Report Cards and Labels hd
Grade Points |F‘rirrt Grade Points on Report Cards and Labels -
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Grade Sort Preference

How to sort grades for reports. Options are:

e Blank — Sort in random order (default)
e Sort Grades by Course Number
e Sort Grades by Period

GPA Credit Factor

Credit that factors into the GPA. Options are:
e Credit Attempted — All attempted credits
factor into the GPA.

e Credit Completed — Only completed
credits factor into the GPA.

Highest Valid Grade

Highest numeric mark accepted by the
system. If your school uses numeric marks,
you must enter a value in this field. The field
accepts up to three digits. A required field if
you are using the InteGrade Pro student
information software.

Lowest Valid Grade

Lowest numeric mark accepted by the
system. If your school uses numeric marks,
you must enter a value. A required field if you
are using the InteGrade® Pro software.

Highest Final Grade

Highest mark accepted by the system for
grades defined as Final on the Mark
Definitions screen.

Highest Failing Grade

Credit cutoff for a numeric grade. For
example, if you enter a numeric grade of 65,
all grades of 65 or lower receive no credit
when grades are calculated. If your school
uses numeric marks, you must enter a value
in this field (up to three digits). A required
field if you are using the InteGrade Pro
software.

Number of Semesters

Number of semesters in the school year.
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Auto Fail Grade

If left blank (the default), the auto fail option is
not used. When you enter a grade in this
field, any marks flagged as auto fail, or that
are less than or equal to the auto fail grade,
count as failing grades when calculating the
student’'s GPA.

Failing Mark To Print

Value entered prints on the report card when
the student has a failing grade.

Rank By

Basis for calculating class rank. The default
is NGA. Options are:

e NGA

o GPA

This field displays only when the Numeric

grade average and GPA option is selected in
the GPA/QPA field on the Options tab.

Use Promotion
Condition

When selected, the system automatically
promotes students meeting the qualifications
for promotion to the next level. If a student
does not meet the qualifications, the system
does not promote the student. Verification of
student records against promotion
qualification occurs when you initiate grade
calculations in the Grading folder.

Repeat Tag/Credit
Earned

When checked, the system displays repeat
tags and credit earned columns on the Show
All Data tab of the Grading atom.

Minimum Promotion
Average

Lowest GPA a student can receive and still
be promoted.

Total Absence Limit

Maximum number of absences (all
categories combined) the student may have
and still be promoted. Students who exceed
the limit are not promoted.
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Total Absence

Duration

Indicates whether total absences are for the
year to date, current semester, or current
reporting period. Options are:

e Year-to-Date — Includes totals from the
first day of school to the day you run the
update program.

e Current Semester — Includes absences
for the current semester only.

e Current Period — Includes absences for
the current reporting period only.

Use Grading Trend

Mark

When selected, enables grading trend
calculations in the Update Grades atom. For
more information, see the Grading Trend
Definition Atom on page 71.

Print Options —

Absences

Indicates whether absences print on report
cards and grade reports. Options are:

e Don't Print Absences (default)

e Print All Absences

e Print Absences Once (Dalily)

Print Options — Credits

Indicates whether credits print and what they
print on. Options are:

e Don't Print Credits (default)

e Print Credits on Report Card Only

e Print Credits on Labels Only

e Print Credits on Report Cards and Labels

Print Options — Grade

Points

Indicates whether grade points print and what
they print on. Options are:

e Don't Print Grade Points (default)

e Print Grade Points on Report Card Only
e Print Grade Points on Labels Only

e Print Grade Points on Report Cards and
Labels
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Include Alpha Marks in
NGA

This checkbox displays when you select
Numeric grade average or Numeric grade
average and GPA in the GPA/QPA field in
the Options tab.

Select this checkbox to include alpha marks
in NGA calculations.

Progress Tab

This tab enables you to define the reporting period, progress reporting title,
mark type to use, number of comments to use, whether progress marks

Copyright © 2000-2004 Pearson Digital Learning

should include conduct, and absence counts.

If you do not issue separate progress reports or if you issue them to
every student, you do not need to complete this tab.

Progress Reporting

|i Options | Marks | Credits I Hendanc -*I Rpt Carcls I Conduct | Advanced Progress I 1ﬂ
Track
| -
Perioel  Progress Reporiing Tile
1 First Progress
_'—'~|!]r:3."- I Comments Use Conduct Use Absences Uze Work Habdz
[ aspha Mark - 2 - v Yes bl =
S P R e A v L L LIS
{048 Chan) 1 mrk sfohen » Stock paper - 8172 x 11 - -
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Field Description
Track If your school is a multi-track school, this field
displays in the upper left corner of the screen.
You can select tracks from the list. Data that
you enter while a specific track displays is
associated with that track only.
Period Reporting period number that defines the

start date and end dates as well as the term
codes that are used for progress reporting.
Use one of the reporting period numbers
defined on the Reporting Periods screen.

Progress Reporting
Title

Progress report title that prints on scan
sheets, report cards, and grade reports. This
field defaults to the title you enter in the
Reporting Periods screen. You can change
the title.

Alpha/Num

Indicates whether the marks recorded are
alphabetic or numeric grades. Options are:

e None — No academic mark is given for
this mark.

e Alpha Mark — Uses the alphabetic marks
defined in the Mark Definitions atom.

e Numeric Mark — Select this option if your
school uses numeric marks.

Comments

Indicates how many teacher comments can
be applied to this mark. The selected option
determines the number of comment fields
available on the Progress and Class
Progress screens. Options are:

e None — No comments are used.

e 1-5-Upto 5 different comments can be
selected for each mark.
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Use Conduct

Determines whether a conduct field is
included in Progress and Class Progress
atoms. Click the cell to toggle between Yes
and blank (No).

Use Absences

Determines whether absence fields are
included in Progress and Class Progress
atoms. Click the cell to toggle between Yes
and blank (No). You define absence fields in
the Attendance Options matrixes.

Use Work Habits

Determines whether a Work Habits field is
included in the Progress and Class Progress
atoms. Click the cell to toggle between Yes
and blank (No).

Scan Form

Scan form used to collect progress data from
teachers. The Progress Scanning atom reads
this field to create and print the scan sheets.
Options are:

e (48 Chan) 2 mrk num (213164)

e (48 Chan) 2 mrk num com (220169)

e (27 Chan) 1 mrk alpha (213758)

e (48 Chan) 3 mrk alpha FX (44576)

e (48 Chan) 1 mrk alpha FX (158428)

e (48 Chan) 1 mrk alpha (213139, 213142)

Report Card

Form on which progress reports print.
Options are:

e Stock paper (8.5 inch x 11 inch)

e 1-Mark Form (SASI 0042, 0043, 0044)
The comparable NCS Pearson form
numbers are 213177, 213249, and
213247.

e Export for Custom Use
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Description

Use Addtl Attend

Determines whether an additional attendance
field is included in the Progress and Class
Progress atoms. Click the cell to toggle
between Yes and blank (No). You define
absence fields in the Attendance Options
matrixes.
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Averaging Tab

The Averaging Tab has a matrix called Marks Averaging Credit Control,
which enables the user to select repeat tags to award or deny credit based
on the specific circumstance being analyzed at the time.

Refer to the error log (updgrd.log) to locate information about student
records missing from the final year averages. The error log includes
students with two or more courses with the same state course number in
the same semester. It has the student’s last name, first name, permanent
number, and an error description. The error log is stored in the SASIxp
DATAFILE folder.

Averagreg Dplons

[ Averaps As Same Mark Type
Firad Avg. ACRS Malch Opbon
[Mot uzea -
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The four specific cases allowed are the following:

1. If the student has a passing mark in the First Semester, a failing mark
in the Second Semester, and the average is Passing, then the user
can choose to award credit to the second failing mark.

2. Similarly, if the student has a failing mark in the First Semester, a
passing mark in the Second Semester, and the average is Passing,
then the user can choose to award credit to the first failing mark.

3. Also, if the student has a passing mark in the First Semester, a failing
mark in the Second Semester, but the average is Failing, then the
user can deny credit from the first passing mark.

4. And if the student has a failing mark in the First Semester, a passing
mark in the Second Semester, but the average is Failing, then the
user can choose to deny credit from the second passing mark.

The Repeat Tags/Credits Earned option in the Grading Setup atom
must be turned on in order to make this functionality active. If the users
select a repeat tag in this matrix and attempt to save the grading setup
without the Repeat Tags/Credits Earned option turned on, they get a
warning message that tells them that the selected averaging
functionality is not available without the repeat tags turned on.

The repeat tags, if selected, must specifically award Credit Completed
for cases 1 and 2, and deny Credit Completed for cases 3 and 4.

Note: Here are the conditions in which you shall NOT consider credit
control averaging:

1. Either of the marks is a BLANK mark.
2. Either of the marks has a value of -1.
3. If they are alpha marks, either of the marks has NO Numerical value

defined in Marks Definition.
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Averaging Fields

Field Description

Mark Averaging Credit Control

Ln Line number for the Mark Averaging Credit
Control

Mark1, Mark?2 These two columns contain static text,
defining PASS or FAIL. The marks must be
creditable.

AVG = PASS Credit Select from the popup menu, either blank
Tag (Not Used) or any pre-defined repeat tag with
the proper attribute for that column to award
credit.

Note: The attribute for the repeat tag must be
set to "Award" in the Excl Credit
Complete column of the Repeat Tag
Definition atom.

If the user selects an invalid repeat tag
for that column, the following message
pops up: “Cannot use this repeat tag for
Awarding Credit. Select a different
repeat tag.”

AVG = FAIL Credit Tag | Select from the popup menu, either blank
(Not Used) or any pre-defined repeat tag with
the proper attribute for that column to deny
credit.

Note: The attribute for the repeat tag must be
set to "Deny" in the Excl Credit
Complete column of the Repeat Tag
Definition atom.

If the user selects an invalid repeat tag
for that column, the following message
pops up: “Cannot use this repeat tag for
Denying Credit. Select a different
repeat tag.”

Atom Function fields
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Average As Same Mark
Type

When selected, the semester average mark
type is the same mark type as the last valid
(not blank) mark that was averaged,
regardless of the type defined on the Marks
tab of the Grading Setup atom.

Schools that give numeric grades and letter
grades for different courses use this option.

Final Avg. ACRS Match
Option

Matches semester long courses having
different course IDs to average into the last
mark. Match criteria is defined by course in
the Course atom. Match criteria options are:

e Not Used

e StateCrsl

e StateCrsl + CollegePrep

Example: Allows you to average a first
semester math class and a second semester
math class defined with different course IDs

when you run Calculate Semester Average
in the Update Grades atom.
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History Tab

This matrix ensures that the marking period data in the Grades atom is
identical to the data in the Course History atom. It serves as default values
for updating course history with processes that are run outside of the
Update Course History atom.

When you use the Recalculate Semester Average option in the Grades
atom, you must select the Auto Update from Grades checkbox to update
course history accordingly.

LCourse History Options

El Credts iﬂ«tendan—.‘;el Rt Carrj?l Conduct I.:Am'anr.edl Progress IA‘Jeﬂragir«j Hestory | El

2000 2000 01 Yes | Yes (4§
2000 (2000 |02 Yes
2000 (2000 |03 | ves | ves
2001 (2000 |04 Yes | Yes
2001 (2000 |05 Yes
2001 (2000 |06 Yes | Yes
2000 (2000 |07 Yes | Yes
hid
I

x|

|1_,, Track

[W Ao Upclate From Grades

[T Update School Attended
W Use ¥TD Dates |

W Update Current History
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History Fields

Field

Description

Mk

Line number of the matrix in the History tab.

Mark

Comes from the mark column in the Mark
Descriptions screen of the Grading Setup
atom and indicates which grades may be
transferred (as defined in the Credit Terms
screen of the Grading Setup Atom).

Cal Month

Calendar month that the grade reporting
period ended.

Cal Year

Calendar year that the grade reporting period
ended.

School Year

School year that the courses were taken. The
school year that a course was taken is not
necessarily the same as the calendar year.
For example, if the school year is 98-99 and
a course was taken anytime during the 98-99
school year, select 1998.

Term

Term that reflects the semester in which the
course was taken. Use 1 for first semester or
quarter, 2 for second semester or quarter,
and so on, including 2-digit values.

Citz

Toggle between Yes and No (a blank field
indicates No). Yes means that you are
transferring conduct codes to the Course
History file for the selected mark.

Attend

Toggle between Yes and No (a blank field
indicates No). Yes means that you are
transferring attendance totals to the Course
History file for the selected mark.

transferred)

Transfer Grades options (determine how grades should be
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Field

Description

Track

If your school is a multi-track school, this field
displays in the upper right corner of the
screen. You can select tracks from the list.
Data that you enter while a specific track
displays is associated with that track only.

Note: Selecting a track will load data from
other tracks into this matrix. This option
is hidden unless the school is defined
as a track school.

Auto Update From
Grades

Select this check box to enable the user to
automatically add new updates to the Course
History records from the Grades records.

Update School
Attended

Select to transfer student attendance data
from the AGRA file to Schools Attended.

Use YTD Dates

When you select this option, the system uses
the first and last date as defined on the
Reporting Periods screen of the Grading
Setup atom. The date may also be taken
from the student’s enrollment record, if the
student enrolled after the beginning of the
reporting period.

Update Current History

Select this option to update records in the
Couse History atom, without duplicating
existing records.
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Grading Comments Atom

The Grading Comments atom (in the Grading Setup folder) enables you to
define the comment codes and comments used for grade and progress
reporting. You can enter up to 20 alpha or 999 numeric comment codes,
depending on the option you chose in the Options tab of the Grading

Setup atom.

This screen displays the Tch and Teacher Name fields only if you select
the Use Teacher Owned Comments option in the Reporting Options
screen in the Grading Setup atom. If you do not select this option, only
the Code and Comment fields display.

Grading Comments Screen

e Grading Comments
P Teacher List

Ln |T|:h| Teacher Mame |Cu:ude |Cu:umment |
U [Zchool wide) A Outztanding effort E
ﬂ [School wide) B A pleasure to have in class E
ﬂ [School wide) C Satisfactory progress

M [School wide) D Excessive tardies

ﬂ [Zchool wide) E Does not use class time wizely

u [Zchool wide) F Unprepared for clazs

U [Zchool wide) G Exceszive absences

u [School wide) H Does not work up to akility

u [School wide) | Performs below grade level 1
M [School wide) J Excessive non-zuits in PE ]

50 Grading Comments Atom
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Grading Comments Fields

Field

Description

Tch

Initially this field displays as “(School wide),”
because the comment associated with the
code applies to all teachers and is used on a
school-wide basis. To apply a comment to a
specific teacher (constituting a “teacher
owned” comment), you must enter a teacher
number in this field. If you do not know the
teacher’s number, click the fast access arrow
to display the Teacher List. This field displays
only if you use teacher owned comments.

Teacher Name

Name of the teacher who owns the comment.
This field only displays if you use teacher
owned comments.

Code

One alphabetic character or a 3-digit number,
depending on the Com Type selected on the
Reporting Options screen. If using alphabetic
codes, you can enter codes A through T. If
using numeric codes, you can enter codes 1
through 999. If you enter codes in random
order, the Save function automatically places
them in sequential order.

Comment

Text describing the code. This comment
prints on report cards and various grade and
progress reports. If you selected None for the
Com Type in the Reporting Options, no
comment prints.

Note: The 9-mark report card form does not
support teacher-owned comments or
numeric codes.
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52 Grading Comments Atom

All teachers can use a comment code, although an individual teacher may
own it. You may also see several teachers using the same code but with
different comments.

e To make a comment code available to all teachers, do not enter a
teacher number or name for the code. The system default (school-
wide) indicates the comment code is available to all teachers.

e To make a comment code a teacher-owned comment, you must enter
a teacher number and name for the code.

Because different teachers can use the same code, each variation of the
code’s comment must be linked to a different teacher number and name.
For example, if Code A is used school-wide and also owned by two
different teachers, Code A owned by Teacher 1 prints a different message
from Code A owned by Teacher 2. When Code A is used by all other
teachers, the school-wide definition prints. Teachers 1 and 2 cannot use
the school-wide version of Code A. The system recognizes only the
Code A comment linked to their teacher number and name.
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Mark Definitions Atom

The Mark Definitions atom (in the Grading Setup folder) enables you to
establish the marks that print on report cards and progress reports, and
whether credit is given for a mark. In addition, this atom provides for
scanned mark-to-mark translation. (If a scanner mark differs in type from
the mark you want entered in the student record, the program converts the
scanner mark to the proper mark).

This screen may display different fields depending on what you select in
the Mark Conversion field on the Options screen in the Grading Setup
atom.

Mark Definitions Screen

This matrix displays when you select Not Used — Numeric Marks Only in
the Mark Conversion field on the Options screen in the Grading Setup
atom.

. M ark Definitions |

1]

20 Grade Definitions in the list
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This matrix displays when you select Convert numeric marks to letter
equivalents or Convert letter marks to numeric equivalents in the Mark
Conversion field on the Options screen in the Grading Setup atom.

= Mark Defimitions E
| | Scanner‘ J Mark | Mark ‘ Auta J
Ln Mark Mark Credit J Cutoff [ Value | Fail
1A A Yes | 95 a5 ]
2 A A Yes 92 92 E]
3 B B Yes 8BS g5
4 B+ B+ ‘ez | 85 a8
5 B- B- es 82 g2
5 C C Yes TS 74
7 C+ C+ Yes |78 7a
8 D D Yes | GBS ES
9 D+ D+ Yes | BB &3]
10 D- D- Yes | B2 B2
11 F- F- Yes Yes ﬁ
12 | | Yes =
27 Grade Defintions in the list :
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Mark Definitions Fields

Field Description
Ln Line number for the mark definition. The
matrix accepts an unlimited number of mark
definitions.
Mark Mark identifier using up to 3 alphanumeric

characters. This mark prints on report cards.
If the scanner mark from the scan sheet is
different, the system translates it to the mark
you defined in this field.

Scanner Mark

Mark that is read from the grade reporting
scan sheet completed by the teacher.
Because scan sheets have predefined
academic mark options, the scanner mark
read by the system may be translated to, and
printed on, report cards as a different mark
from the one designated on the scan sheet.

Credit

Indicates whether this mark receives credit.
Click the cell to toggle between Yes and
blank (No).

Mark Cutoff

Required for GPA calculation. Used when
converting from numeric marks to letter
equivalents for schools using numeric grades
and GPA calculations instead of NGAs.

Mark Value Numeric equivalent of the letter grade.
Required to translate letter grades to numeric
values when averaging letter grades.

Auto Fail Indicates whether to allow an auto fail in

grading for a certain mark. The options are
Yes or blank (No). When using grade
averaging, if a student receives a mark less
than or equal to the auto fail grade
(alphabetic), the student fails. The auto fail
grade is defined in the Grading Setup atom.
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56 Mark Definitions Atom

Exempting Students from the Final Exam

If some students are exempt from taking a final exam, you can use the
Mark Definition atom so the system does not factor the final exam grade
into their GPA.

1. Inthe Reporting Options screen of the Grading Setup atom, set the
Mark Conversion field to convert letter marks to their numeric
equivalent.

2. Define the mark that exempted students receives for their final exam
grade in the Mark Definitions screen. For example, use Ex for exempt;
the teacher then assigns all exempted students a grade of Ex (in place
of A—F) when entering final exam grades.

3. Set the Mark Value of Ex to —1. The system does not include a final
exam score when calculating an exempted student's GPA.

Copyright © 2000-2004 Pearson Digital Learning



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First | Previous | Next Last

Learning

Credit Definitions Atom

The Credit Definitions atom (in the Grading Setup folder) enables you to
specify how GPA is influenced by a specific grade and how the system
transfers credit to the Course History file. This atom consists of two
screens:

e Credit Weights
e Transfer Weights

These weights work in conjunction with the values in the Credit Terms
screen of the Grading Setup atom.

Credit Weights Matrix

You use the Credit Weights matrix to determine how current GPA is
influenced by the grades reported during a course if you are weighting
GPA by credit. For example, you can establish that the grade earned in the
first semester of a year-long course counts less toward the GPA than the
grade earned for the entire course.

5 Credit Definitions ]|

@1 100
@22 100
@3 100
24 100

| Credt Wweights
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Credit Weights Fields

Field Description
Ln Line number of the credit definition.
Term Term code to which the percentage of credits
applies.
Rpt Per (1-4) Number of reporting period columns

displayed on this screen equals the number
of reporting periods defined in the Grading
Setup atom. The number at the top of the
column corresponds to the reporting period
number. The value entered is used primarily
for GPA calculations if you are weighing GPA
by credit.

Transfer Weights Matrix

You use the Transfer Weights matrix to determine how much of a course’s
credit to transfer to the Course History file at a specified time during the
term of the class, and what credits print on report cards and labels. For
example, you can establish that a student gets 50% of the credit available
in a year-long course after the student completes the first half of the
course.
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This screen displays a column for each reporting period. The value you
enter in a column determines how much of a course’s credit is transferred
to Course History, in which reporting period the credit is transferred, and
the credit printed on report cards and labels.

Credit Definitions

=1 100
52 100
1 100
B 100
@3 100
24 100

&
(=

[£ [ Trans weights
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60 Credit Definitions Atom

Transfer Weights Fields

Field Description
Ln Line number for the credit definition.
Term Term code to which the percentage of credits

applies.

Rpt Per (1-4)

Number for the percentage of a course’s
credit that you want to transfer to the Course
History file at the end of the specified
reporting period. (You use the Update
Course History atom to actually perform the
credit transfer.) Normally, when the numbers
are summed across the row, they should
equal 100 (for 100% credit).

You defined the number of reporting period
columns that display on this screen when you
set up the Reporting Periods screen.
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GPA Definition Atom

This atom enables you to customize the GPA calculation for up to four
GPA types. The GPA types can be based on either numeric or alphabetic
grade marks. Each GPA type contains a set of default values that may be
used or modified to meet your school’s requirements.

The GPA Definition file contains one record for each GPA type.

GPA Definition Screen

The appearance of this screen varies depending on your system setup.
See Additional Fields for Schools Using Numeric Marks on page 67 and
Tabs for Schools Using Alphabetic and Numeric Marks on page 69 for
additional information.

Type 4 GPA GPA Definition ﬂ
Id <1 Long Title Abbr
Type 4 GPA, Y]
Lowe Grd  High Grdd Type 4.0000 E
|09 - 12 - Maormal GP&, - 4.0000 =
(] wWigight GPA By Credi [ InclIn Tranzcript

[ Inchude Semester Marks Only [ ] Incl In Report Card

GPRA Decimal Place Accurac |3 * Round|R

H Honors

M Mon-Academic
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62 GPA Definition Atom

GPA Definition Fields

Field

Description

Number representing the GPA type. SASIxp
software provides four default GPA types that
may be used or modified to support your
school’'s requirements. Predefined GPA type
IDs are:

1 — Academic GPA (generally excludes non-
academic courses such as PE)

2 — Total GPA
3 —Type 3 GPA
4 — Type 4 GPA

When you enter each ID, the system displays
the other values associated with that GPA

type.

Long Title

Up to 30 characters used to describe the
GPA option.

Abbr

Up to 3 characters used to abbreviate the
long title. The system displays this
abbreviation in the Default GPA Type field in
the Reporting Options screen and on
transcripts and various reports.

Low Grd

Lowest grade level for which marks are
calculated.

High Grd

Highest grade level for which marks are
calculated.

When running the GPA calculation, only
marks earned for classes taken while the
student was enrolled in the grade levels
represented by the Grd fields are calculated.
For example, if the Low Grd is 10 and the
High Grd is 12, only marks earned for
classes taken during the student’s 10th, 11th,
and 12th grades are included in GPA
calculations.
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Type Indicates the GPA used:

e Blank — Normal GPA
e C —College GPA

e G — Graduation Status
e U — University GPA

For example, you may want the University
GPA weighted by credit, and non-academic
courses to carry no grade points. In contrast,
when defining the Graduation Status GPA
type, you may want to disable the Weight
GPA by Credit option and include grade
points for marks earned in non-academic
courses.

Weight GPA By Credit

Determines whether the credit earned in a
course influences the GPA calculation. If
selected, each mark is weighted in GPA
calculations according to the credits earned.
If not selected, each course is counted
equally toward GPA, regardless of credit
value. For example, selecting this option
means a mark earned in an Math course
worth 10 credits weighs more heavily toward
the GPA than the same mark earned in a
Home Economics course worth 5 credits.

Incl in Transcript

Select this option to print the calculated GPA
value for the specified GPA type on student
transcripts.

Include Semester
Marks Only

Select this option to use only marks earned
during terms defined as Semester for GPA
calculation. This field not currently
implemented.

Incl in Report Card

Select this option to print the calculated GPA
value for the specified GPA type in student
report cards.

GPA Decimal Place
Accuracy

Number of decimal places to which the GPA
is calculated. Use the pop-up list to choose
from 1 to 4 decimal places.
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Indicates whether the GPA is rounded or
truncated to the selected decimal place. This
view-only value is set in the Grading Setup
atom.

¢ R —Rounded

e T —Truncated

e Blank — Not used

Academic tags defined in the Course atom’s
N/H field. Grade points can be defined for
each academic tag included in the GPA. For
example, if defining a Academic GPA, you
might award higher grade points to an A
earned in an Honors course than to an A
earned in a Regular course. If defining
another GPA, you might choose not to
distinguish between marks earned in an
Honors course and marks earned in a
Regular Course. The same mark earned in
both courses then receives the same number
of grade points. Academic Tags are originally
defined in the ACA table of the Tables
Definition atom. Default tags are:

e Blank — Represents the grade points
earned for Regular classes.

e H — Represents the grade points earned
for Honors classes.

e N — Represents the grade points earned
for non-academic classes.

Digital
Learning
Field
Round
ACA
Description

Academic tag’s description.
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Additional Fields for Schools Using Alphabetic Marks

If your school system uses alphabetic marks instead of numeric marks, a
matrix displays on the right when any of the academic codes are
highlighted. You can accept or change the default values displayed in the
matrix. You can also delete or add values for either matrix field.

Field

Description

Mark

Academic marks associated with the
highlighted code as well as marks to which
the grade point value applies. The marks
listed are the same marks defined in the Mark
Definitions atom.

Grade Point

Grade points that each mark earns. For
example, an Honors A grade might earn 5
grade points and a Regular class A grade
might earn 4 grade points. By default, grade
points for Regular classes are less than
those awarded for Honors classes. Non-
academic grade points default to the same
value given Regular classes, but you may
want to change the non-academic grade
point values. Most schools give less credit, or
no credit, for non-academic classes.

Note: If you do not want to include non-
academic courses in a specific GPA
calculation (for example, Academic
GPA), the Mark and Grade Point
columns must be blank.

Adding Alphabetic Marks

1.

2
3.
4

Point matrix.

Point value.

Copyright © 2000-2004 Pearson Digital Learning

Open the GPA Definition atom. The Academic GPA screen displays.
In the academic tag matrix, select an academic tag.

Click Add. The GPA — Add Mark Value screen displays.

Select a mark and click Add. The mark displays in the Mark/Grade

In the Grade Point field on the Mark/Grade Point matrix, enter a Grade
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6.
7.

Repeat steps 3 — 5 to add another alphabetic mark.
Click Save.

Modifying Alphabetic Marks

1.
2.
3.

Open the GPA Definition atom. The Academic GPA screen displays.
In the academic tag matrix, select an academic tag.

In the Mark/Grade Point matrix, select the grade point you want to
change.

In the Grade Point field on the Mark/Grade Point matrix, enter a new
grade point value.

Repeat steps 3 and 4 to modify another alphabetic mark.
Click Save.

Deleting Alphabetic Marks

1.

66 GPA Definition Atom

o g » w DN

Open the GPA Definition atom. The Academic GPA screen displays.
In the academic tag matrix, select an academic tag.

In the Mark/Grade Point matrix, select the line you want to delete.
Click Del (Delete).

Repeat steps 3 and 4 to delete another alphabetic mark.

Click Save.
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Additional Fields for Schools Using Numeric Marks

If your school uses numeric marks instead of alphabetic marks, and you
specified Numeric Grade Average in the GPA/QPA field of the Reporting
Options screen, then the Weight Method and Factor fields display on the
right side of the screen. You can use these fields to adjust the weight that
each type of mark carries in the numeric grade average calculations.

Type 4 GPA PA Defini x|
Id <> Long Title Abbr
|4 Type 4 GPa, P4

Loy Grd - High Grd Type
|09 - 12 w Marmal GPA, -

(W] Wieight GPA By Credit [ InclIn Transcript Wisight Method IN':""E7'
[ Include Semester Marks Only [ Incl In Report Card

GPA Decimal Place Accurac |3 | Round|R Factor
if mark ==

Mumetic Weighting Optionzs

Honors

] Mon-Academic
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Field Description

Weight Method Indicates the method used to increase the
influence of a certain grade type when
calculating GPA. Options are:

None — Do not apply a Weight Method to a
specific grade type. A particular mark of this
grade type is still used in GPA calculation but
at its face value with no additional weight.

Multiply — Multiply a mark of the specific
grade type by the factor entered in the Factor
field to add weight to the grade when the
numeric grade average is calculated.

Add — Add to a mark of the specific grade
type the number entered in the Factor field to
add weight to the grade when the grade
average is calculated.

Not Used — Use this option if you do not want
this type of mark used in grade average
calculation. You would use this option if
academic courses are not included in a
specific GPA calculation (for example,
Academic GPA).

Factor The numeric mark is multiplied by the
number in the Factor field if you select the
Multiply option in the Weighting Factor field.
The numeric mark is added to the number in
the Factor field if you select the Add option in
the Weighting Factor field.

Either method increases the weight of the
particular type of mark (for example, marks
given for Honors classes) during numeric
grade average calculations. Weighted marks
can improve a student’s numeric grade
average.

If Mark > = Calculate GPA using given weight to marks
greater than or equal to a value you set in this
field.
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If your school uses numeric marks and you specified Numeric Grade
Average and GPA in the GPA/QPA field on the Reporting Options tab in
the Grading Setup atom, then the GPA and NGA tabs display on the right
side of the screen.

GPA Tab
¢ Academic GPA inikic x|
Id 4> Long Title Abbr GPA | wea |
[ Academic GPA ACA Ln | Mark | Grade Poirt |
Lowy Grd  High Grd Type u 99 3.5000
g~ 12+« Normal GPa, ~ P EE 3.4000
D Ex 3.0000
(] wWigight GPA By Credi (W] InclIn Tranzcript u o = 4000
[ Inchude Semester WMarks Only [ Incl In Report Card ﬂ g5 3.0000
GPA Decimal Flace SAcourac |3 ~ Round|R [E] 24 1.0000
S
Lr | A, Dezcription - [ 2.0000
1 _ Regular J
PR Honors ]
M Mon-Academic J
[

EEEE

[ = [ E=

The fields on this tab are the same as the GPA Definition Fields and
Additional Fields for Schools Using Alphabetic Marks.

The processes for Adding Alphabetic Marks, Modifying Alphabetic Marks,
and Deleting Alphabetic Marks are the same as described previously in
this chapter.

Defining Grade Points

1. On the GPA tab, select Add Num. The GPA Add Numeric Marks
screen displays.

2. Enter your highest valid grade value in the Start field. This value may
be larger, smaller, or the same as the Stop value.

3. Enter your lowest valid grade value in the Stop field.
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70 GPA Definition Atom

4. Enter a value in the Step field for the increments of humeric marks or
accept the default value of 1.

5. Click Add. The GPA tab displays numeric marks based on the values
entered in steps 2-4.

6. Inthe Grade Point field, enter the GPA for lowest and highest GPA
marks. For example, if you use 4.0 as the highest GPA, a mark of 100
could equal a 4.0 GPA, a mark of 99 could equal a 3.5 GPA, and so on.

7. Click Save.

8. Click Interpolate. Grade points are calculated for each numeric mark
from highest to lowest and numeric marks are filled in where missing.

9. Click Save.

If you do not assign GPA for all numeric values for grades, the numeric
mark is converted to alpha using the Marks Definition Cutoff values.
The resulting alpha mark is used to look up GPA.

NGA Tab

Academic GPA : x|
Id 4> Long Title Abbr SPA NGA |
[ Academic GPA AL,

Loy Grd High Grd Type

|09 - 12 = Maormal GPA, -

[ Weight GRA By Credi (W Incl in Transcript Weight Method Im
[ Include Semester Marks Only W Incl In Report Card

GPA Decimal Place Accurac |3 | Round|R Factor

Mumeric Weighting Options

m ACA Description it mark ==
[

PR Honars
M

HEEE

Mon-Academic

[l = [ =

The fields on this tab are the same as the Additional Fields for Schools

Usi

ng Numeric Marks on page 67.
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Grading Trend Definition Atom

This atom (in the Grading Setup folder) enables you to use grade trending
by assigning a grading trend mark to students based on a trend direction,
the student’s marks, and marking periods that you choose. The grading
trend mark is an overall mark that the system calculates based on the
trend direction and marks the student has received in previous marking
periods.

You can choose to include and select the trend mark on reports, just like
any other mark.

You can use the Grading Trend Definition atom only if the Use Grading
Trend Mark option is selected on the Advanced tab of the Grading Setup
atom. Trend marks are calculated only if the Calculate Trend Marks
option is selected in the Update Grades atom.

Grading Trend Definition Screen

This screen enables you to select the direction of a trend, define a set of
trend marks, and choose the marks to include in a trend.

Grading Trend Definition

Trend Direction (.
Trend Marks Marks To Trend
“alue | Alpha | Mum Mrk | Bum hdrk Rpt | Mark | Alph | Trend
Order | Mark Loty High Mtk | Hodg 1 |Hog 2 [Per | Type | Mum | Mark
A 35 35 @ B 1st a1 A Yes |48
2 B a5 a5 = u 2nd | Gdr 2 A, Wes =]
3 c 75 75 u 1st Sem |2 A, Wes
4 @ 3rd |atr |3 & |Yes
5 u dth i 4 A, Wes
g B |sem2 |Exam |4 &
7 F|2nd  Sem & |Wes
8 B Fnl  [Exm I
g u Fnl Mrk A,
10 | I 10 |
] I B 1| ki
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Grading Trend Definition Fields

Field

Description

Trend Direction

Select from a pop-up list the method that
SASIxp software uses to determine the trend
mark based on the student’s marks received
for previous grade reporting periods. The
choices are:

e Up - If the last reporting period mark
value is greater than the average of the
marks, the trend mark is greater than the
average of the marks. Otherwise, the
trend mark equals the average of marks.
(default)

e Down — If the last reporting period mark
value is less than the average of the
marks, the trend mark is less than the
average of the marks. Otherwise, the
trend mark equals the average of marks.

e Both — If the last reporting period mark
value is greater than the average of the
marks, the trend mark is greater than the
average of the marks.

If the last reporting period mark value is
less than the average of the marks, the
trend mark’s value is less than the
average of the marks.

If the last reporting period mark value is
equal to the average of the marks, the
trend mark equals the average of marks.

Trend Marks

Use the fields to select up to 20 alphabetic or
numeric marks that SASIxp software
considers valid marks to include in trend
mark calculation.

Value Order

Trend mark value assigned to each mark you
select; 1 is the highest value.
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Alpha Mark Select from a pop-up list of all the alphabetic
marks defined in the Marks column of the
Mark Definitions atom.

Num Mrk Low When you select an alphabetic mark, this
field defaults to the mark cutoff defined for
the alpha mark. You can edit this field.

Num Mrk High When you select an alphabetic mark, this
field defaults to the mark value defined for the
alpha mark. You can edit this field.

Mark Occur Assign a value from 0-99 in this field for each

trend mark. SASIxp software uses this
number to determine whether the Default
Mark or Default Num Mark is used to
calculate trend marks.

Default Mark

Defaults to the mark value defined for the
alphabetic mark in the Mark Definitions atom.

Default Num Mark

If your school uses numeric marks, type the
default you want to use in this field. The value
can range from 0-999.

Marks to Trend

The fields in this matrix enable you to select
the grade reporting period marks that SASIxp
software uses to calculate the trend marks.

Mrk Number of marks in the matrix. This field
defaults to the number of marks defined on
the Marks tab of the Grading Setup atom.

Hdg 1 Defaults to the value in the Marks tab of the
Grading Setup atom. (Read-only)

Hdg 2 Defaults to the value in the Marks tab of the
Grading Setup atom. (Read-only)

Rpt Per Defaults to the value in the Marks tab of the
Grading Setup atom. (Read-only)

Mark Type Defaults to the value in the Marks tab of the

Grading Setup atom. (Read-only)
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Field
Alph Num
Trend Mark

Select either blank or Yes from a pop-up list.
Yes means that SASIxp software uses the
grade reporting period marks when
calculating the trend mark.

Trend Calculation Example

This example of the trend mark calculation uses the default direction of up.

A student has earned the following quarterly marks in her physics class:

Quarter Mark Trend Value
15t A 4.00
ond A 4.00
3rd B 3.00
4th C 2.00

1. The system first calculates the Total Trend Value: 4.00 + 4.00 + 3.00 +
2.00 =13.00.

2. The system then calculates the Trend Mark Average by dividing the
Total Trend Value by the number of marks to trend: 13.00 / 4 = 3.25.

3. The system compares the value of the last trend mark to the trend
mark average using logic for the up direction:

If the Last Trend Mark < the Trend Mark Average, then the Trend Mark
= the Trend Mark Average.

4. Because the last trend mark (the 4" mark, 2.00) is less than the trend
mark average of 3.25, the system sets the value of the trend mark to

3.25.
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Options on the Data Menu

Menu Option Description

Add Grading Clears the Grading Trend Definition screen
so you can define additional sets of trend
mark definitions.

Delete Grading Deletes a previously defined set of trend
mark definitions.

Inactivate Grading/ Activates or inactivates the currently defined
Activate Grading set of trend marks. SASIxp software only
uses the active trend mark definition when
calculating trend marks.
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Using Grading

The Grading system enables you to prepare grades for students at the end
of each reporting period. The Grading system contains a record for each
active student (including information such as mark, course number, period,
and teacher). You can view and modify student grade data using the
Grades and Class Grades atoms. Before you use the Grading folder,
ensure that the grade reporting system is set up properly so that all
functions process correctly.

After you update the Grading file using the Update Grades atom, the
Grading system does not refer to the Master Schedule file. This process
enables you to start changing the Master Schedule file in preparation for
the next semester or quarter without affecting the Grading system records.

The Grading System enables you to:

e Enter marks data using a scanner. You can also type or select the
mark from a pop-up list.

e Update absences and GPAs /INGAs using the Update Grades atom.

e Define eligibility requirements for up to nine different school activities
and honor rolls using the Eligibility/Honor Roll atom.

e Use the Grades atom to print report cards, transcript labels, and
various grade reports.

e Use the Update Course History atom to transfer grading data to the
Course History file.
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You can use the Update Grades atom (in the Grading folder) to mass
update the Grade Reporting file (AGRD). When you select a function in the
Select Operation section, the system displays options for that function in
the Options section.

Update Grades Screen

# Update Grades x|

Reporting Period lFl'Sl Quarter Grade Report (090500-10431.00) v|

—=elect Operation
T Update Grade Reporting file from student schedules

# |pdate Absences { Update Additional Attendance
© Update GPA,
(- Calculate Semester Sverage

—options
[T Update Course Attencdance

[] Count each hali-day absence az a full shsence

|

If your school uses section linking, the Progress, Update Progress,
Grades, and Update Grades atoms also use attendance and grading
information from linked sections when modifying and updating student
records.
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Update Grades Fields

Field Description

Track If your school is a multi-track school, the
Track field displays the first track associated
with the selected reporting period. You can
select a different track from the list.

Reporting Period Displays the current period’s report title and
date range.

NCS Pearson recommends changing the
reporting period in the Current Period field on
the Periods tab of the Grading Setup atom
instead of changing it in this field.
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Operation Options

Update Grade Reporting File from Student Schedules

NCS Pearson recommends that you run this operation only one time for
each reporting period. However, conditions may warrant running this
operation more than once for these possible reasons:

e Student schedule changes were made after the Grade Reporting file
was updated, and you want those changes included in the current

Grade Reporting file.

e You want to print report cards for students enrolled after the Grade
Reporting files were updated. (An alternative to running this operation
is to add the student’s classes to the file manually.)

e A student checks out of school and a report card must be printed for
the student. Any student who leaves school before the Grade
Reporting file is updated for the current period will not receive a current

report card.

If you select this option, an additional field displays.

Field

Description

Operation Selection

Update Grade
Reporting file from
student schedules

Copies the currently attended classes for
each active student into the Grade Reporting
file.

Option Displayed

Clear student grades
for Report Period

Deletes existing records from the Grade
Reporting file for the report period selected
and replaces them with records from the new
reporting period (for the current term only).
Options are:

e None (Default)

e Report periods defined on the Marks tab
of the Grading Setup atom

o All
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Update Absences

When you run this operation, the system transfers the total of all absences
from the Period or Daily Attendance atoms to the corresponding field on
the Show All Data tab of the Grades atom.

In addition, the system sets repeat tags for withholding credit due to
absences. Repeat tags are set in each of the following cases:

e The total of all absences exceeds the maximum number of allowable
absences and the Hold Credit option on the Attendance tab of the
Grading Setup atom is setto Y.

e The total of all absences exceeds the maximum percentage of
allowable absences and the Hold Credit option on the Attendance tab
of the Grading Setup atom is set to P.

You can run this operation many times. You might want to update
absences before scan sheets are created and printed so that you can print
the number of absences on the scan sheets. You might want to update
absences again at the end of the current reporting period, after all
absences are verified and before printing report cards.

If you select this option, an additional field displays.

Field Description

Operation Selection

Update Absences Transfers the number of absences from the
Period or Daily Attendance files to the
Absence field in the Grade Reporting file.

Option Displayed

Update Course Updates the Grade Reporting file with course
Attendance absences instead of period absences.
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Update GPA

This option displays when grade point average is selected in the GPA/
QPA popup menu on the Options tab of the Grading Setup atom.

Run this operation before running the Honor Roll and before printing report
cards if GPAs print on report cards.

If you select this option, additional fields display.

Field Description

Operation Selection

Update GPA Calculates the current GPA.

Options Displayed

Mark to Calculate GPA | Select the mark for which you want to
for calculate GPAs from the popup list. This
option displays only if you are assigning
multiple marks for the reporting period
(defined in the Marks tab of the Grading
Setup atom).

Calculate Credit Select this option to calculate credits earned
during the marking period.

Calculate all Creditable | Select this option to calculate credits earned
Marks for all creditable marks during the marking
period. Otherwise, the system calculates
credits earned only for the specified mark
during the marking period. This option
displays only if you select the Calculate
Credit option.
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Update NGA

This option displays when Numeric grade average is selected in the GPA/
QPA popup menu on the Options tab of the Grading Setup atom.

Run this operation before running the Honor Roll and before printing
reports cards if GPASs print on report cards.

If you select this option, additional fields display.
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Field Description

Operation Selection

Update NGA

Calculates the current NGA.

Option Displayed

Mark to Calculate GPA
for

Select the mark for which you want to
calculate NGAs from the popup list. This
option displays only if you are assigning
multiple marks for the reporting period
(defined in the Marks tab of the Grading
Setup atom).

Calculate Credit

Select this option to calculate credits earned
during the marking period.

Calculate all Creditable
Marks

Select this option to calculate credits earned
for all creditable marks during the marking
period. Otherwise, the system calculates
credits earned only for the specified mark
during the marking period. This option
displays only if you select the Calculate
Credit option.

This option displays when Numeric grade average and GPA is selected in
the GPA/QPA popup menu on the Options tab of the Grading Setup atom.

Run this operation before running the Honor Roll and before printing
reports cards if GPAs print on report cards.

If you select this option, additional fields display.

Field

Description

Operation Selection

Update GPA and NGA

Calculates the current GPA and NGA.

Option Displayed
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Field Description

Mark to Calculate GPA | Select the mark for which you want to

for calculate GPAs and NGAs from the popup
list. This option displays only if you are
assigning multiple marks for the reporting
period (defined in the Marks tab of the
Grading Setup atom).

Calculate Credit Select this option to calculate credits earned
during the marking period.

Calculate all Creditable | Select this option to calculate credits earned
Marks for all creditable marks during the marking
period. Otherwise, the system calculates
credits earned only for the specified mark
during the marking period. This option
displays only if you select the Calculate
Credit option.
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Calculate Semester Average

This operation calculates semester averages for current grades. If you
select this option, an additional field displays.

Field

Description

Operation Selection

Calculate Semester
Average

Calculates average for current grades. The
calculation is based on the settings
established in the Avg, Weight, and Final
fields on the Marks tab in the Grading Setup
atom.

Option Displayed

Semester Average
Mark

Select the mark for which you want to
calculate the semester average from the pop-
up list. The mark you select must be defined
as a Final mark on the Marks tab in the
Grading Setup atom.

This option displays only when multiple final
marks are defined in the reporting period on
the Marks tab of the Grading Setup atom.

Do not calculate
semester average if
blank marks exist

Select this option if you do not want to
calculate semester averages for students
who have any blank marks.

Overwrite Existing
Semester Averages

Calculates semester averages for all courses
and overwrites any existing marks in the
semester average field with new calculations.
If there is a mark in the Semester Average
column and all marks to be averaged are
blank, existing marks are not overwritten.
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Update Additional Attendance

This operation updates a summary attendance file (AGRA) that contains
attendance summary information by reporting period. When the report
card or progress report prints, additional attendance information prints on
the bottom of the form. The information that displays depends on which of
the four options you selected on the Additional Attendance tab in the
Grading Setup atom. If the default (Not Used) was selected, no additional
attendance information prints.

You must select this option if you want to update the Schools Attended file
with attendance information through the Update Course History process.

Calculate Trend Marks

This operation enables grading trend calculations in the Update Grades
atom. See the Grading Trend Definition Atom on page 71. for more
information about trend marks.

This option button displays only if you selected the Grading Trend Mark
check box on the Advanced tab of the Grading Setup atom.

If you select this option, an additional field displays.

Field Description

Operation Selection

Calculate Trend Mark SASIxp software calculates and updates a
trend mark for all students when you click
Run.

Option Displayed

Do not calculate trend | Select this option if you do not want to
mark if blank mark calculate trend marks for any student with
exists blank marks.
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Grade Scanning Atom

You can use the Grade Scanning atom (in the Grading folder) to create
and print the grade reporting scan sheets and to scan data from the scan
sheets. The Grade Scanning screen has four sections.

Section

Select Process

Select Process

When you select a process, either Create/
Print Sheets or Scan Sheets, the Special
Instructions and Processing Instructions
display.

Special Instructions

These instructions relate to the process of
scanning grade reporting scan sheets or
creating and printing them. The instructions
in this section vary depending on the process
selected.

Track and Reporting
Period

If your school is a multi-track school, the
Track field displays the first track associated
with the selected reporting period. The
Period field displays the current period’s
report title and date range. You can select a
different track and reporting period from the
pop-up lists.

NCS Pearson recommends that you set the
reporting period on the first screen of the
Grading Setup atom.

Processing
Instructions

Process instructions generally determine the
scan sheet form used and the type of data
scanned. The instructions in this section vary
depending on the process and special
instructions selected.

88 Grade Scanning Atom
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Creating and Printing Scan Sheets

This section describes how the Create/Print sheets process creates and
prints grading scan sheets.

The system saves sets of scan sheets in a temporary file that is
overwritten each time you create a new set of scan sheets. You should
rename the temporary file each time you scan sheets if you want to
maintain files for previous sets of scan sheets.

Grade Scanning Screen — Create/Print Sheets

Grade Scanning I
Zelect Process Zpecial Instructions
® Creste/Print Sheets ®  Print
v Scan Sheets [W Re-start printing
T Create Only

Petiod  |First Quarter Grade Report (09/05/00-1003100) |

Farm |(48 Chan)4 mrk alpha -
Sheet# | to |
Teacher # |
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Grade Scanning Fields for Create/Print Sheets

Field

Description

Select Process

Create/Print Sheets

Displays two Special Instructions options:

e Print — Includes an option to re-start
printing
e Create Only

Processing instructions vary according to the
special instruction you select.

Special Instructions

Print

Creates the scan sheet file, then prints the
scan sheets. Before activating this process,
you must specify the scan sheet form on
which data is printed. The Form field is from
the Grading Setup atom.

Re-start printing

If you want to start printing at a specific page,
select the Re-start printing option. The
system displays the Sheet # field for you to
define the page number where printing starts
(you can find sheet numbers by querying the
ASHG file). The to field enables you to define
the page number where printing stops. The
Teacher # field enables you to specify the
teacher number for whom the sheets are
being created.

Create Only

Enables you to create the scan sheet file but
print it at a later date. This option also
requires you to select a scan sheet form.
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Field Description

Processing Instructions

Form Indicates the scan form, either standard or
user defined, to create or print.

The scan form selected on the Reporting
Options screen in the Grading Setup atom is
the default. To change it, select another form
from the pop-up list. The selection for this
field overrides the scan sheet form selected
during setup. A scan sheet form must be
selected for both Print and Create Only
special instructions.

User Defined Grade Forms is an option only
if all the following conditions are met:

e NCS OpScan 3/5 is selected at Scanner
Type on the Options tab of the Grading
Setup atom.

e Atleast one user-defined form was set up
using the ScanTools atom.

e Both the Enable NCS OpScan Scanner
Enhancements and the Enable DEW
Printing options are selected on the
Controls tab of the ScanTools atom.

For more information about User Defined
Grade Forms, see the ScanTools
Implementation with SASIxp and NCS
ABACUSxp Software manual.

Sheet # Displays only if you select the Re-start
printing option. Type the page number
where you want printing to start.

To Displays only if you select the Re-start
printing option. Type the page where you
want printing to stop.

Teacher # Displays only if you select the Re-start
printing option. Enter the teacher number for
whom you want to print sheets.
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This section describes how the Scan Sheets process updates the Grade
Reporting files.

Grade Scanning Screen — Scan Sheets

: Grade Scanning | x|

=elect Process special Instructions
" Creste/Print Sheets [ Showe detailed meszages
® Srcan Sheets [ Stop scanner when errors ocour

(W L=ze default citizenshiptaiork habits

Petiod  [First Guarter Grade Repaort (D90500-1003100) |

Form |(48 Chan)4 mrk alpha -

Default Citizenzhip r
Default Work Hahits r

Sheet Mark Lipdate Mark

15T MARK r FIrAL r
MO MARH e
EX &N r
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Grade Scanning Fields for Scan Sheets
Field Description

Select Process

Scan Sheets

Displays three or possibly four Special
Instructions options:

e Show detailed messages

e Stop scanner when an error occurs
e Use default citizenship/work habits

e Competency Sheets (displays only when
your localization is set to New York in the
School atom)

Processing instructions vary according to the
special instruction you select.

Special Instructions

Show detailed
messages

Causes student names, sheet number, and
error messages included in the scanning
process messages.

Stop scanner when
errors occur

Causes the scanning process to stop if an
error is encountered.

Use default Causes the Default Citizenship and Default

citizenship/ work Work Habits fields to display in the

habits Processing Instructions section. If a
citizenship mark or work habits mark is
missing from a grade reporting scan sheet,
the program automatically reads the code
from this field into the scan file.

Period Select the period for which you want to

process scan sheets.
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Field Description

Processing Instructions

Form

Indicates the form being scanned, ether
standard or user defined.

The scan form selected on the Reporting
Options screen in the Grading Setup atom
displays by default. You can select another
form from the pop-up list. The form you use
during the scanning process must be the
same as the one used when the file was
created.

User Defined Grade Forms is an option only
if all the following conditions are met:

e NCS OpScan 3/5 is selected at Scanner
Type on the Options tab of the Grading
Setup atom.

e Atleast one user-defined form was set up
using the ScanTools atom.

e Both the Enable NCS OpScan Scanner
Enhancements and the Enable DEW
Printing options are selected on the
Controls tab of the ScanTools atom.

For more information about User Defined
Grade Forms, see the ScanTools
Implementation with SASIxp and NCS
ABACUSxp Software manual.

Note: If you select the wrong Scanner Type
when scanning grade or progress
forms, SASIxp software will freeze.
Verify the Scanner Type on the
Options tab before you start to scan
grade or progress forms.

Default Citizenship

Available only if you select Use default
citizenship/work habits in the Special
Instructions section. The default code is for
any student who does not have a citizenship
mark on the scan sheet.
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Default Work Habits

Available only if you select Use default
citizenship/work habits in the Special
Instructions section. The default code is used
for any student who does not have a work
habits mark on the scan sheet.

Sheet Mark

This read-only field indicates the sheet marks
that display on the selected scan sheet form.
For example, if you selected a 4-mark alpha
form, the sheet marks are 1ST MARK, 2ND
MARK, EXAM, and FINAL. If you selected a
1-mark form, the sheet mark is Only Mark.

Update Mark

The mark updated by the corresponding
scanner sheet mark. The list options are from
the Mark Descriptions screen in the Grading
Setup atom.
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Grades Atom

96 Grades Atom

The Grades atom (in the Grading folder) enables you to enter and
maintain grades for an individual student. Using the Grades menu options,
you also run the majority of your grading reports from this atom. This atom
consists of two tabs:

e Show All Data
e Show Marks Only

The Show All Data matrix displays student grades, conduct codes, work
habits, comment codes, absence/tardy data, repeat tags, credits earned,
cumulative credits earned, credits attempted, total of cumulative credits
earned, and total of credits attempted for the reporting period.

The Show Marks Only matrix displays only student grades for each
reporting period, along with credits attempted. The tabs also display the
GPA, or NGA, or both for an individual student.

Both matrixes provide course and schedule information in the Class
Information fields. This information is created by running the Update
Grade Reporting Files From Student Schedules option in the Update
Grades atom or by selecting the Add option from the data menu to add
one or more classes to grades.
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98 Grades Atom

Class Information

Ln Line number of course grade record.

Beg Per Period the class starts.

End Per Period the class ends.

Crs-ID Course ID defined in the Course atom. The
maximum size of this field is set in Course
Length field on the Schedule tab of the
School atom.

Crs Title Course title defined in the Course atom.

Teacher Name

Name of the teacher of the section for the
course being graded.

NGA/GPA

Displays the cumulative GPA (or NGA, or
both, if your school uses numeric grade
averages) for the default GPA/NGA selected
on the Options tab of the Grading Setup
atom.

Reporting Period

The reporting periods that display in this section of the matrix depend on
values entered in the Marks tab of the Grading Setup atom.

Mark columns

Academic grades for each mark. Mark
column headings are determined by the mark
titles entered in the Hdg 1 and Hdg 2 fields
on the Marks tab of the Grading Setup atom.
The sample screen shows this field’s heading
as 1st Qtr, meaning that the academic
grades were earned during the first quarter of
the current reporting period. Academic marks
may be scanned in or entered manually.

Cond (CON Table)

Conduct code earned for the class. Conduct
codes may be scanned in, typed, or selected
from a pop-up list defined in the Tables atom.
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W/H Code for the student’s work habits in this

(AWH table) class for this mark.

Cmt Comment code. The number of comment
columns is determined by the number
defined in the Marks tab of the Grading Setup
atom. The comment codes are defined
through the Grading Comments atom. Codes
may be scanned in, typed, or selected from a
pop-up list.

Absence/Tardy This column displays if you set the Use Abs

Column (All Abs)

field to Yes in the Marks tab from the Grading
Setup atom. The column heading depends
on the titles entered in the Hdg 1 and Hdg 2
fields of the Attendance tab in the Grading
Setup atom. Total absences or tardies
display in this column. Totals may be defined
as cumulative or limited to each marking
period.

Totals may be typed or automatically entered
by running the Update Grades atom.

Absence/Tardy
Column (All Tdy)

This column displays if you set the Use Abs
field to Yes in the Marks tab from the Grading
Setup atom. The column heading depends
on the Heading definitions entered in the
Attendance tab in the Grading Setup atom.

Repeat Tag

This column displays if you select the Repeat
Tag/Credit Earned option on the Advanced
tab of the Grading Setup atom.

Select the repeat tag from a pop-up list,
which is defined in the Repeat Tag Definition
atom. You can assign repeat tags only for
marking periods defined on the Credits tab of
the Grading Setup atom. Depending on the
repeat tag you select, the system denies or
awards credit for a marking period.

You can use a repeat tag with a higher
priority in order to replace an existing repeat
tag.
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Credit Earn This column displays if you select the Repeat

Tag/Credit Earned option on the Advanced
tab of the Grading Setup atom.

Displays credit earned during a marking
period based on the repeat tag assigned.
Credit is calculated only for marking periods
defined on the Credits tab of the Grading
Setup atom.

Cumulative Credit

This column displays if you select the Repeat
Tag/Credit Earned option on the Advanced
tab of the Grading Setup atom.

Displays the cumulative credit earned for all
marking periods.

Credits Attempt

Number of credits the student attempted to
earn upon completion of this class. Credits
are automatically entered (from the Sections
file) when the Update Grades atom is run, or
you can type them.

Total Credits: Comp

This field displays if you select the Repeat
Tag/Credit Earned option on the Advanced
tab of the Grading Setup atom.

Displays the total credits completed or
earned by the student.

Total Credits: Att

This field displays if you select the Repeat
Tag/Credits Earned option on the Advanced
tab of the Grading Setup atom.

Displays the total credits attempted by the
student.

100 Grades Atom
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Options on the Data Menu

Menu Option Description

Add Adds one or more classes to a student’s
Grades screen.

Delete Deletes one or more classes from a student’s
Grade screen.

Inactivate Grading/ Activates or inactivates the currently defined
Activate Grading set of trend marks. SASIxp software only
uses the active trend mark definition when
calculating trend marks.
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Options on the Grades Menu

The Grades menu enables you to calculate GPAs for selected marks and
to print report cards, labels, and various grade reports.

Menu Option

Description

Report Cards
(GRDO04)

Prints report cards. The Grading Setup atom
determines the report card form and information
printed on the report card. If you are using the laser
version of the 9 mark report card, press Control and
then Print to display the laser alignment screen.

If you select the 7 Mark Data Mailer option for the
report card form on the Options tab of the Grading
Setup atom, additional options display for printing
report cards.

The GRDO04 report prints a teacher’'s name on the
cover page for the sort period you select on the RI.
The cover page prints the school name, reporting
period title, and dates of reporting period.

The Sort by Term option displays when you select
the period you want from the Sort on Period list.
The GRDO04 report sorts student records by period
and term for every teacher.

It prints "No Section In Period (X)" on the cover page
instead of a teacher name for students that are not
enrolled in the selected sort period (X) for the
printing term.

Use the Student Status field in the options tab to
select Active, Inactive, or both Active and Inactive
student records for the report.

Select the Sort by Zip Code checkbox to sort
student records according to zip code in the report.

See the Sample Reports User Guide for more
information.

102 Grades Atom
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Listing by Prints a list of student marks for the current reporting
Student period or for all marks year-to-date. The report can
(GRDO05) be printed for a single grade level or a range of

grade levels, and if applicable, a specific track.

Data is grouped by student and includes the
reporting period for which data is compiled, student
name and ID, grade level, the class period, course
title, and teacher name. If you select to print the
report for all marks year-to-date, you can select up
to 21 columns of data to print on the report,
including a combination of marks, conduct,
attendance, attempted credit, and earned
cumulative credit. These options are defined on the
Marks tab of the Grading Setup atom.

Verification by

Provides teachers with a list of students enrolled in

Teacher their classes as well as the mark, conduct code, and
(GRDO06) comments awarded for the class. Fields include
teacher number and name, section ID, period,
course ID and description, student ID and name,
term mark, credit earned, and comments. A Grading
Scan file must exist for this report to print.
Transcript Prints a transcript label for each student. Transcript
Labels labels may be printed for one or four mark labels.
(GRDO7) Data printed on labels includes the student’s grade

level, the school year, school ID (one mark form),
class descriptions, marks, credits attempted and
completed, and GPA. You can print these labels for
one student or a range of students. If you select
Laser Labels from the pop-up list, press Control and
then Print to get laser alignment screen.

Transcript Laser
Label
(GRDO7A)

This report prints transcript information in a format
that fits standard laser-printer labels.

Copyright © 2000-2004 Pearson Digital Learning

Grades Atom 103



| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last
Digital
Learning
Menu Option Description
Exception by Provides a list of students who received a particular
Student academic mark a specified number of times during a
(GRDO08) selected marking period. Fields include student

104 Grades Atom

name and ID, student grade level, course title and
period, teacher name, term mark, conduct codes
and comments. If you select the All Marks option, all
marks for students matching the exception criteria
print.

Exception by
Teacher
(GRDO09)

Provides a list of students who received a particular
academic mark a specified number of times during
the selected marking period. You can print the
report for a single teacher or range of teachers.
Fields include student name and ID, grade level,
course title and period, teacher, term mark, conduct
codes and comments. If you select the All Marks
option, all marks for students matching the
exception criteria print.

Distribution by
Teacher
(GRD10)

Prints a mark distribution analysis organized first by
teacher, then by course and beginning class period.
This analysis indicates totals, percentages, and
GPAs/NGAs for all academic marks awarded during
the selected marking period. Totals are compiled for
each teacher, course, and at the end of the report,
for the entire school. A distribution option on the
report allows alpha and numeric marks to be used
simultaneously.

Distribution by
Course
(GRD11)

Prints a mark distribution analysis organized first by
course and beginning class period, then by teacher.
This analysis indicates totals, percentages, and
GPAs/NGAs for all academic marks awarded during
the selected marking period. At the end of each
course, distribution totals, percentages, and GPAs/
NGAs for all sections of that course are printed. At
the end of the report, totals, percentages, and
GPAsS/NGAs are printed for the entire school. A
distribution option on the report allows alpha and
numeric marks to be used simultaneously.

Copyright © 2000-2004 Pearson Digital Learning




| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last
Digital
Learning
Menu Option Description
Stu w/ Failing This report lists final grade averages for students in
Semester the specified classes. You can run this report
(GRD12) successfully only if your school setup defines
Semester 1 and Semester 2 term codes that are
averaged together for a year mark. If you try to run
this report with a different setup, you receive an error
message.
This report only lists students with one failing
semester. If a student fails two semesters, they do
not appear on the report. Blanks are considered
failing grades.
Mark This report provides teachers with a list of students
Verification by  |enrolled in their classes. Report data includes the
Teacher sheet number, teacher number and name, section
(GRD15) ID, class period, course ID and description, student

ID and name, term mark, conduct code, absences,
tardies, credit earned, and credit attempted. It sorts
student data by Teacher Number, Beginning Period,
Course, and Last Name/First Name/Middle Name
(when applicable) in alphabetical, ascending order.

You can print the report for the current reporting
period or for all marks, year-to-date. If you select to
print the report for all marks year-to-date, you can
select up to 21 columns of data to print on the report,
including a combination of marks, conduct,
attendance, attempted credit, and earned cumulative
credit. These options are defined on the Marks tab of
the Grading Setup atom.

Student Mastery
Report Card
(GRD13J)

This report is a modified version of the 1-Mark Report
Card (GRDO04). It also includes NCS ABACUSXxp
Student Mastery information (course, objective
description, and mastery). The report is sorted by
student last name.

Note: Before printing student mastery information on
the GRD13J report, you must use the ABACUSXxp
Course Objective atom or Objective Course atom to
link courses with objectives.

Update CHS
From Grades

Updates the existing course history records with the
corresponding data in grades.
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Recalculate Semester Average

This procedure describes how to use the Grades atom to recalculate the
semester average for one final mark for a specific student. The mark must
be defined as final on the Marks tab of the Grading Setup atom. This
procedure does not overwrite existing semester averages.

1. Open the Grades atom and find a student record.
2. Select the Show Marks Only tab.

3. Inthe Show Marks Only matrix, click the cell that contains the final
mark or should contain the final mark for which you want to recalculate
the semester average.

4. From the Grades menu, select Recalculate Semester Average. The
message "Are you sure you want to recalculate this average?"
displays.

5. Click Yes. The recalculated results display.
6. Click Close.

Use the following process to recalculate the semester average for multiple
marks for an individual student in one final marking period. The marks
must be defined as final on the Marks tab of the Grading Setup atom. This
procedure does not overwrite existing semester averages.

1. Open the Grades atom and find a student record.
2. Select the Show Marks Only tab.

3. Inthe Show Marks Only matrix, find the cell that contains the final mark
for which you want to recalculate the semester average.

4. Click the cell and delete the final mark.

5. Repeat Steps 3 and 4 for all final marks for which you want to
recalculate the semester average.

6. Click Save.
7. Select the column containing the blank cells.

8. From the Grades menu, select Recalculate Semester Average. The
message "Are you sure you want to recalculate this average?"
displays.

9. Click Yes. The recalculated results display for all blank cells.
10. Click Close.
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Note: The Recalculate Semester Average option enables you to
recalulate marks for the cell you select. To recalculate all averages,
you must select the entire column.

Calculate NGA/GPA for Selected Column

This procedure describes how to use the Grades atom to calculate the
NGA, GPA, or both for one mark column for a specific student. The NGA/
GPA is defined in the GPA/QPA field on the Options tab of the Grading
Setup atom. This process does not modify the student’s rank.

1. Open the Grades atom and find a student record.

2. In the column for which you want to calculate the NGA/GPA, click the
column heading to highlight the column.

3. From the Grades menu, select Calc. NGA/GPA for Selected Col. The
message "Are you sure you want to recalculate this average?"
displays.

4. Click Yes. The calculated results display in the NGA/GPA fields at the
bottom of the screen.

5. Click Close.

Using this process overwrites the GPA in the Student (ASTU) file that is
calculated and stored when you run the Update Grades process and
select Calculate GPA.
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The Class Grades atom (in the Grading folder) enables you to enter and
maintain grades for each class taught during the current reporting period.
Use this atom to change grading information for several students. Any
records entered or updated in the Grades or Class Grades atoms display
and update in both atoms. The Class Grades atom consists of two
screens:

e Show All Data
e Show Marks Only

The Show All Data matrix displays student grades, conduct codes, work
habits, comment codes, absence/tardy data, and credits attempted for the
reporting period. (This information is defined in the Grading Setup folder.)
The Show Marks Only matrix displays only student grades for each
reporting period, along with credits attempted.

Both matrixes contain Student Information fields. Running the Update
Grade Reporting Files from Student Schedules option in the Update
Grades atom creates this information.

Class Grades Show All Data Matrix

108 Class Grades Atom

This screen is divided into two sections:

Student Information - This section provides a list of students enrolled in a
selected class. This information is created by running the Update Grade
Reporting Fields From Student Schedules function in the Update Grades
atom.
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Reporting Period - This section contains columns used to enter students'
academic grades, conduct codes, comments and absence/tardy totals for
the class. Setup in the Grading Setup atom on the Marks tab determines
this section's column headings and list options.

=F  0701-03, Health Class Grades

| Section D 4t TchE#  Teacher Mame Period Encing  Term  Room
[o701-03 15 Bishop, & 0z oz = 237
| Course (D Courze Title Credit

[o701 Heath 5.00

Show Al Data | Shew Marks Only |

3298 Barrios, Maria L. A o A B

3380 Brinkley, Roger =|
3363  Cahill, Tana R.

3324 | Covington, Camille L.
3362 Douglass, Rhonda &
3289 Eszpinoza, Daniel R,
3292 Garcia, Maria 4.

& =
I'__ Close
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Class Grades Show Marks Only Matrix

This screen is similar to the Show All Data screen. The difference is that
the Reporting Periods section displays only columns for reporting period
marks and credits attempted. Conduct marks, comment codes, and
absence/tardy totals are excluded.

=F  0701-03, Health Class Grades
Section D 2 Tehi  Teacher Mame Period Encling  Term Room
oot 03 15 Bizhop, A 02 02 51 237
Course D Course Tille Cradit
|o7o Heatth 5.00
Showe A1l Data Show Marks Only
: 3298 |Barrios, Maria L. |A 5,000 T
2 3360 |Brirkley, Roger 5,000 =
3363 |Cahl, Tana R, _ 5,000
3324 |Covington, Camile L. ' 5.000
3362 |Douglass, Rhonda A ' ' 5.000
: 3289 |Espinoza, Danlel R, | | 5000
3292 |Garcia, Maria & 5,000
= 3300 |Harrizon, Jean E. 5,000

Class Grades Fields

The information in the top line of both Class Grades screens identifies
teacher and course information for a specific class.

Field Description

Student Information

Student ID Unique identification number of the student.

Student Name Student’'s name.

Reporting Period
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Mark Description

The sample screen displays this field’s
heading as 1ST QTR, meaning that the
academic grades were earned during the first
quarter of the current reporting period.
Academic marks may be scanned in or
entered manually. If your school uses
alphabetic marks instead of numeric marks,
you can also select academic marks from a
pop-up list.

Cond Conduct code earned for the class. Conduct

(CON table) codes may be scanned in, typed, or selected
from the pop-up list.

W/H Code for the student’s work habits in this

(AWH table) class for this mark.

Cmt Comment code. The number of comment
columns is determined by the number
defined in the Marks tab of the Grading Setup
atom. The comment codes are defined
through the Grading Comments atom. Codes
may be scanned in, typed, or selected from a
pop-up list.

Absence/Tardy This column displays if you set the Use Abs

Column (All Abs)

field to Yes in the Marks tab from the Grading
Setup atom. The column heading depends
on the titles entered in the Hdg 1 and Hdg 2
fields of the Attendance tab in the Grading
Setup atom. Total absences or tardies are
displayed in this column. Totals may be
defined as cumulative or limited to each
marking period.

Totals may be typed or automatically entered
by running the Update Grades atom.

Absence/Tardy
Column (All Tdy)

This column displays if you set the Use Abs
field to Yes in the Marks tab from the Grading
Setup atom. The column heading depends
on the Heading definitions entered in the
Attendance tab in the Grading Setup atom.
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Credits Attempt Number of credits the student attempted to

earn upon completion of this class. Credits
are automatically entered (from the Sections
file) when you run the Update Grades atom,
or you can type them.

Maintaining Class Grades

=r  0192-01, Adv Photograph Class Grades :
SactionDd 0k Teh#  Teacher Mame Pariod Ending Term  Room
|l:l1 9201 18 Bishop, L 02 02 ¥R 115
Cowze D Course Titie Cred
|l:l1 a2 Al Photograph 10.00
Show AX Dala Show Marks Onby |

3189 Abkbatt, Christine 4,
2 3163 Cabal, Kellie T,
3112 Chi, Lia M.
3188 Elizon Jr, Jessica E.
Ford, Janella R,
3106 Harmiin, Jenni T,
3111 Harfley, Charmaine L

<

i

>

17 ]
=
ry
.

Use this atom to access student records in the Grades atom. The Class
Grades atom lists student academic grades given by a particular teacher
for a section and course. Locate the student you want and click Open.
This displays the student's record in the grades atom. You can add or
update records to the grades atom from this screen.

1. Open the Class Grades atom from the Grading module.
2. Locate the section and the course you want.

3. Select the student record you want and click Open.
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4. This displays the entire grades record for that student in the grades
atom. See Grades Atom for information on how to add, delete, and
update grade records.

Using Class Grades with Teachers List

1. Drag ateacher number from the Teachers' List to the Class Grades
atom, a screen displays the classes (sections) for the teacher selected.
You can select the class/section you want.

2. If the teacher has no classes defined in the master schedule file
(AMST), a message “No Sections found for teacher in the master
schedule file (AMST)” displays.

3. Use the Find button to locate a teacher according to the specific
teacher number.

Class Grades List Class Grades x|
Per | Terl A
012 (YR Ay Photogr aph
3 YR Adv Photogr sph 18 Bizhop, L 17
M YR Adv Photogr sph 18 Bizhop, L 16
s YR Adv Photogr sph 18 Bizhop, L 16
M ¥R Adv Photogr sph 18 Bizhop, L 17
012 (YR Photogragh 1-Hre 18 Bizhop, L 35
I3 (YR Photogragh 1-Hre 18 Bizhop, L 35
M (YR Photogragh 1-Hre 18 Bizhop, L 35
B (51 Photogragh 1-Hre 18 Bizhop, L 35
I3 |52 Photogragph 2-Hr 18 Bizhop, L 35
I3 (51 Photogragph 2-Hr 18 Bizhop, L 35
5
11 Sections inthe list
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This atom (in the Grading folder) enables you to define types of honor rolls
and the criteria a student must meet to qualify for them. You can also use
this atom to define the criteria a student must meet to qualify for school

activities like sports or band.

You can add multiple definitions, each with its own unique criteria, to the
Grade Reporting system using this atom. You can use this atom to enter
up to nine records, each representing an honor roll or activity that requires

eligibility.

Determination of Eligibility

The criteria you set up in the Honor Roll/Eligibility atom define the
standards for achieving an honor or participating in a student activity.
When you run the Honor Roll Report (GHDO1), the system flags each
student who is eligible according to the criteria. Honor roll flags are stored

in the Student (ASTU) file.

Report Interface EX

Report ID
Honor Roll Report

|zsHDO1

" Recommended

Orientation [ Cover Page

|Generic Report
Enter Parameters for Honor Roll Report:

[ Draft Print

T
M e

Option= | Custom
Select Report: |Principal's Hanar Rall
hark: |1 st Sem

[ Clear previous honor roll tags

[ Exclude students with blank marks

[ Setup [ Save |
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Each student record has a single flag for each defined mark. On the Honor
Roll report interface, you specify which honor roll criteria to use and which
mark to check.

The report program observes these rules:

e A studentis reported as belonging to a maximum of one honor roll for
any mark.

e The system clears all flags for students who do not qualify for any
honor roll if the Clear Previous Honor Roll Tags option is selected on
the Honor Roll Report (GHDO1) and Eligibility Report (GHDO02) report
interface or if the reports are run for the first honor roll.

e Missing grades are ignored if the class-section term code is not one of
the terms to process for the mark selected on the report interface.

e If the Exclude from Honor Roll flag is set while defining a repeat tag,
the system excludes any mark with such a repeat tag and considers
the student ineligible for the honor roll in the specified marking period.
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Honor Roll/Ehgibility

Report card message

Principal's Honor Roll

1L <> Report Title

|1 Principal's Honor Roll
Minimum  [TOT »| [3.7500 |- [4.2500 | Min credis completed
Wfimimum | v | - Win credts sttempted
Minimum courses hin averace conduct b4
Wlinimum depts
Ineligikble Marks Ineligible Conduct Ineligible Comments
Total | Mark Total | Condu Total | Coml | Comz2
1 F* 1 u

Honor Roll/Eligibility Fields

Field

Description

Unique 1-digit identification number
associated with the eligibility definition
record. ID numbers can be 1-9.

If you add an honor roll, the system
automatically fills this field when you click
Save.

Report Title

Honor roll or eligibility requirements identifier.
This title prints on the Honor Roll and
Eligibility report.

Report Card Message

Honor roll or eligibility message. This
message prints on the student’s report card if
you are using the 9-mark or 11-mark report
cards.
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Field

Description

Minimum

Minimum GPA or NGA for the type of GPA
selected that a student must maintain to
qualify. In the fields directly to the right of this
field, type the GPAs numeric value. (For
example, if the student must maintain an A
average, type 4 in these fields.) You can also
define a range of numeric marks for eligibility
in these fields. The GPA Definition atom
defines GPA or NGA types and the grade
points earned by each letter grade.

Use the second set of Minimum fields if you
are evaluating more than one type of GPA.

Note: If you specify two GPAs or NGAs, the
student must meet the minimum
standards for both GPAs to be eligible.

Minimum Courses

Minimum number of courses in which a
student must be enrolled to qualify for
eligibility.

Minimum Depts

Minimum number of departments a student’s
courses must span. (All courses are
associated with a department such as Math
or English.)

Note: Before the program can determine if
the minimum departments are met, the
courses in the Course atom must be
assigned to a department.

Min Credits Completed

Minimum number of credits the student must
have completed for the current reporting
period.

Min Credits Attempted

Minimum number of credits a student must
have attempted to complete.
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Min Average Conduct

Lowest conduct mark average a student can
receive and still be eligible for an activity. For
example, this field might be defined as S
(Satisfactory, 3 pts). If a student receives
conduct codes O (4 pts), S (3 pts), and N (2
pts), the numeric total is 9. The conduct
average for these three codes equals 3 (9
divided by 3 equals 3). In this example the
student qualifies because the average
conduct code equals the specified minimum
conduct requirements.

Min Grade Average

This field is available only if numeric grades
are selected in the Mark Definitions matrix.
Enter the lowest numeric grade average a
student can receive and still be eligible for an
activity.

Matrixes in the screen

The matrixes enable you to define conditions that immediately disqualify
a student’s eligibility. Do NOT enter zero or negative values in the Total

matrix fields.

Ineligible Marks Matrix

Specify how many instances of a specific
mark make a student ineligible.

Select C* to find C+, C, and C- marks. Select
C to find only C marks.

Total Number of the corresponding marks that
make the student ineligible.
Mark Mark associated with the total.

Ineligible Conduct
Matrix

Indicates which conduct code, and how many
of each, make a student ineligible.

Total Number of the corresponding conduct codes
that make the student ineligible.
Conduct Conduct code associated with the total.
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Ineligible Comments

Indicates the comment code and quantity that

Matrix renders a student ineligible. If you specify a
range of comment codes, any code within
that range applies.

Total Number of the corresponding comment

codes render the student ineligible.

Com1 and Com?2

Comment code or range of comment codes
associated with the total. If entering a single
comment code, use the Com1 column. If
entering a range such as R-T, use the Com1
column for the first value and Com?2 for the
second value.

Ineligible Numeric
Matrix

Displays only if your school uses numeric
grades. Indicates the numeric mark and
guantity that renders a student ineligible for
the honor roll or activity. If you define a range
of numeric marks, any mark within that range
applies. For example, if you define a range of
0 — 59 and define the total marks as 1, then a
student receiving one 50 is ineligible.

Total

Number of the corresponding numeric marks
render the student ineligible.

Low and High

Range of numeric marks associated with the
total. If entering a range such as 0-59, use
the Low column for the first value (0) and the
High column for the second value (59).
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Adding Honor Rolls
1. Open the Honor Roll/Eligibility atom.

2. From the Data menu, select Add Honor Roll. The system enables the
data fields on the screen.

3. Complete the fields on the screen. See Honor Roll/Eligibility Fields on

page 116.
4. Click Save.
5. Click Close.

Deleting Honor Rolls

1. Open the Honor Roll/Eligibility atom and display the honor roll you
want to delete.

2. From the Data menu, select Delete Honor Roll. The system displays a
confirmation screen.

3. Click OK on the confirmation screen.
4. Click Close.

Options on the Data Menu

Menu Option Description

Add Honor Roll Enables the data fields so that you can enter
information for a new honor roll.

Delete Honor Roll Deletes the currently displayed honor roll.
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Options on the Honor Roll/Eligibility Menu

Menu Option Description
Change ID, Title Unlocks the top line of the Eligibility screen so
you can make changes to the data (ID, Report
Title).

Honor Roll Report Prints a list of students who are eligible for a
(GHDO01) specific honor roll. The criteria set in the Honor
Roll atom determines their eligibility. Report data
also includes the report title, gender, credits
attempted, credits completed, and GPA.

Eligibility Report Prints a list of students who are either eligible or

(GHDO02) ineligible for a specific school activity. The
criteria set in the Eligibility atom determines their
eligibility.

To print an Ineligibility report, select the Only
Print Exceptions option on the report interface.
Report data also includes gender, credits
attempted, credits completed, and GPA.
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Using the Update Course History Atom

The Update Course History atom (in the Grading and Course History
folders) enables you to update GPAs or NGAs on a cumulative basis, and
determine students’ GPA or NGA ranking within their class. You can
perform GPA or NGA calculations for all students or students who belong
to a specific grade level or track. You can also use this atom to update the
Schools Attended History file.

The Update Course History atom performs two basic functions:

e Transfer grades

e Calculate GPA or NGA

When you open the Update Course History atom, it defaults to the Select
Marks to Transfer to Course History matrix. To calculate GPA or NGA, you

select the Calculate GPA or NGA option on the Select Marks to Transfer to
Course History screen.
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Setup Notes

The Update Course History atom accesses several files within the SASIxp
software. Before you try to transfer grades or perform GPA calculations,
you should verify that these files exist and are defined accurately:

e ASTU — Student

e ACRS - Course

e AUSR - User

e AMST — Master Schedule

e AGRA — Grade Reporting Additional Attendance

e AGRD - Grade Reporting

e ACDF - Grade Reporting Definition

e AGRP — Period Definitions

e AGRL - Grade Reporting Detalil

e AGMK — Mark Definition

e AGCM — Comments

e AGPA — GPA Definition

e AGCR — Credit Definition

e ACHS - Course History

e ARTD - Repeat Tag Definition

To verify that these files exist, open the Create New Files atom (in the File

Management folder). Look for a Yes in the Created column, which
signifies that the file exists.

Report any of the files without a Yes to your System Administrator and
request that they be created.

Do not perform grade transfers until you verify that:

e Valid data has been defined in the Course ID, Course Title, and
Credit fields in the Course atom.

e Valid data has been defined in the Teacher Name and Course ID
fields in the Sections atom.

e If transferring Citizenship marks and Attendance totals, conduct codes
have been defined in the CON table of the Tables Definition atom, and
attendance categories and criteria have been defined in the
Attendance Options and Rpt Card Text screens of the Grading Setup
atom.

e All fields in the Grades atom have been defined accurately. The
Update Course History atom pulls grades from the grading file and
course information from the course file. Accurate course IDs, term

Copyright © 2000-2004 Pearson Digital Learning Using the Update Course History Atom 123



| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last

Digital
Learning

codes, marks, credits attempted, and credits earned must be
transferred to the Course History file. If you are transferring citizenship
marks and attendance totals, valid totals and conduct codes must have
been entered in the Grades atom.

When grades are transferred to the Course History file, the system
puts an entry in the Schools Attended History (ASAH) file if the Update
Schools Attended check box is selected. The Schools Attended
History file reflects the completion of the current term in the current
school. The system also updates attendance information from the
Grading Summary information in the AGRA table (provided that it was
updated previously with the Update Grades atom).

e Valid student information has been defined in the Student atom.

e Reporting periods from which marks are earned have been defined in
the Reporting Periods screen of the Grading Setup atom.

e Marks have been defined in the Mark Descriptions screen of the
Grading Setup atom.

e The terms to receive credit for transferring marks have been defined in
the Credit Terms screen of the Grading Setup atom.

While verifying these tasks, ensure that all terms to process on the
Reporting Periods screen have also been entered in the Terms to
Receive Credit field on the Credit Terms screen of the Grading Setup
atom. If these two fields do not match, the system is not able to
transfer grades for all terms within the reporting periods linked to the
marks being transferred to the Course History file.

Finally, you should not perform GPA or NGA calculations until you verify
that these tasks are complete:

e The N/H field has been defined for each course in the Course atom.
This “academic tag” categorizes a course as Honors, Regular, or Non-
academic and indicates the set of grade points used during GPA or
NGA calculations. Academic tags must first be defined in the ACA
table of the Tables Definition atom.

e The Credit field has been defined in the Mark Definitions atom. This
field value determines whether a mark receives credit and affects GPA
or NGA results.

e The GPA or NGA type and the grade points earned for each mark have
been defined in the GPA Definition atom. The system uses this
information to determine how marks are weighted during GPA
computation. If a mark is not defined in the GPA Definition atom, it is
excluded from GPA or NGA calculations.
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Determining Use of GPA, NGA, or Both

Use the GPA/QPA field on the Options tab in the Grading Setup atom to
select whether you want to use grade point average (GPA), numeric grade
average (NGA), or both in your course history information.

If you select ...

Course History screens display...

GPA

GPA information only

Numeric grade average

NGA information only

Numeric grade average and
GPA

Both GPA and NGA information

This option controls use of GPA and/or NGA throughout your SASIxp
system, and determines the fields displayed on many of the Course
History screens. See Grading Setup Atom on page 4 for additional

information.
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Select Marks to Transfer to Course History Matrix

The Transfer Grades function enables you to select the marks, grade level
range, and (if your school is defined as a track school) the track for which
you want to transfer grades. The Transfer Grades screen contains an
information matrix (Select Marks to Transfer to Course History) along with
the controls to select the atom function (Transfer Grades or Calculate
GPA/NGA) and an optional Update Current History in order to update
existing course history records without adding duplicate records.
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Transfer Grades Fields

Field

Description

Select Marks to Transfer

to Course History Matrix fields

Mark

Comes from the mark column in the Mark
Descriptions screen of the Grading Setup
atom and indicates which grades may be
transferred (as defined in the Credit Terms
screen of the Grading Setup Atom).

Rpt Per

The Reporting Period in which the grades
you want to transfer were accrued. The
Reporting Period is linked to the mark
description in the Rpt # field of the Grading
Setup atom's Mark Descriptions screen.

Hdgl

First line of the mark description as defined in
the Mark Descriptions screen of the Grading
Setup atom.

Hdg2

Second line of the mark description as
defined in the Mark Descriptions screen of
the Grading Setup atom.

Cal Month

Calendar month that the grade reporting
period ended.

Cal Year

Calendar year that the grade reporting period
ended.

School Year

School year that the courses were taken. The
school year that a course was taken is not
necessarily the same as the calendar year.
For example, if the school year is 98-99 and
a course was taken anytime during the 98-99
school year, select 1998.

Term

Term that reflects the semester in which the
course was taken. Use 1 for first semester or
quarter, 2 for second semester or quarter,
and so on, including 2-digit values.
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Field

Description

Citz

Toggle between Yes and No (a blank field
indicates No). Yes means you are
transferring conduct codes to the Course
History file for the selected mark.

Attend

Toggle between Yes and No (a blank field
indicates No). Yes means that you are
transferring attendance totals to the Course
History file for the selected mark.

atom)

Atom Function fields (determine the processing function for the

Transfer Grades

Select to transfer grades to the course history
file.

Calculate GPA / NGA

Select to Calculate GPA or NGA Options.

NGA information displays only if you select
Numeric Grade Average or Numeric Grade
Average and GPA on the Options tab of the
Grading Setup atom.

transferred)

Transfer Grades options

(determine how grades should be

Update Schools
Attended

Select to transfer student attendance data
from the AGRA file to Schools Attended.

Use YTD Dates

When you select this option, the system uses
the first and last date as defined on the
Reporting Periods screen of the Grading
Setup atom. The date may also be taken
from the student’s enrollment record, if the
student enrolled after the beginning of the
reporting period.

Transfer Grd Range

Enables you to select a specific grade level
or range of grade levels for which grades are
to be transferred. When you select this
option, selection fields for the From and To
grades levels display.
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Field Description

Update Current History | User can select this option to update records
in the Couse History atom, without
duplicating existing records.

Track to Transfer Enables you to transfer grades for all tracks
to which the selected reporting periods apply
or to select a specific track from the pop-up
list. This field displays only if your school is
defined as a track school.
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The Calculate GPA function enables you to calculate cumulative GPAs,
NGAs, or both for records in the Course History file. You can also define
the grade levels and (if your school is defined as a track school) the track
for which you want GPAs or NGAs calculated.

The appearance of the Calculate GPA screen varies, depending on your
system setup.

=F Update Courze History X

—Calculate GPA Options

W Calculate Cumulstive GPAS for Students C Transter Grades
® Calculate GPA,

[0 Inclucle Current Grades

Grading Mark 1at Gitr

® Calculate Class Rankings for Studerts
# Active Students Only [ ] Calculate Grd Range
Al Students

" Clear Class Rankings for Students

s045b.gif

=F Update Course History

—Calculate NGA and GPA optionz

=
[ Calculste Cumulstive Nea's snd GPA's for studerts. Hdleies Gtes

% Calculste GRS & NGA
W Include Currert Grades

Grading Mark 1at v

* Calculate Clazs Rankings for Students based on NGA
% Active Studsnts Onily W Calculate Grd Range

~ Al Students From T In -

" Clear Clazs Rankings for Students

A student’s GPA is based on several factors:

e Academic status tag for a course
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e Credit attempted

e GPA or NGA type

e Grade points that a mark earns

For example, an A earned in an Honors course weighs more heavily than

an A earned in a regular or non-academic course (if the GPA Definitions
atom defines higher grade points for marks earned in honors courses).

Calculate GPA Fields

Field Description

Calculate NGA / GPA Options

Calculate Cumulative | When selected, this option displays the total
NGAs / GPAs for GPA, NGA, or both for all courses in the
Students student's Course History record. The GPA or
NGA is calculated for students within the
selected grade level range and track. GPAs
or NGAs are calculated for each of the four
GPA or NGA types defined in the GPA
Definition atom. Once defined, they are
stored in the Student (ASTU) file.

If you do not select this option, the student’s
Course History record does not display the
student’s academic placement within his or
her grade level.

NGA information displays only if you select
Numeric Grade Average or Numeric Grade
Average and GPA on the Options tab of the
Grading Setup atom.

Include Current When selected, this option includes the
Grades current grades from the grading file in the
calculation. Use this option if your school
wants to include quarter grades in the GPA or
NGA calculation but does not want to update
quarter grades to the course history file. This
field displays only if you select Calculate
Cumulative GPAs for Students.
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Grading Mark

Enables you to select the mark that you want
to include in the GPA or NGA calculation.
This field displays only if you select Include
Current Grades.

Calculate Class
Rankings for Students

When selected, this option compares the
student’s cumulative GPA, NGA, or both with
those of other students within the selected
grade range and track. You must specify
whether to calculate the rankings for Active
Students Only or All Students. The system
calculates class ranking for each GPA or
NGA.

If you do not select this option, the student’s
Course History record does not display the
student’s academic placement within his or
her grade level.

Active Students Only

Select to calculate class rankings for active
students only.

All Students

Select to calculate class rankings for all
students.

Clear Class Rankings
for Students

Clears class ranking and size.

Atom Function fields

Transfer Grades

Select to transfer grades to the course history
file.

Calculate GPA / NGA

Select to calculate GPA or NGA options.

NGA information displays only if you select
Numeric Grade Average or Numeric Grade
Average and GPA on the Options tab of the
Grading Setup atom.

Grade Range and Track Option fields
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Field Description

Calculate Grd Range Enables you to select a specific grade level
or range of grade levels for GPA or NGA
calculation. When you select this option,
selection fields display for the From and To
grade levels.

Track to Calculate Enables you to calculate GPAs or NGAs for
all tracks to which the selected reporting
periods apply or to select a specific track
from the pop-up list. This field displays only if
your school is defined as a track school.

Working with the Update Course History Atom

Transferring Grades

1. Openthe Update Course History atom. The system displays the Select
Marks to Transfer to Course History matrix.

2. Inthe Mark column, select the reporting period for the grades you want
transferred. Then:
e Select the calendar month for the reporting period.
e Select the year for the reporting period.

e Select the school year for the courses to be transferred. For
example, if the academic year is 98-99, select 1998.

e In the Term field, type the term number associated with the
semester or quarter in which the courses were taken.

e If you want to transfer conduct codes, select Yes in the Citz field.

e If you want to transfer absence totals, select Yes in the Attend
field.

3. Repeat Step 2 for each mark that you want to transfer to the Course
History file.

4. To transfer grades for a specific grade range, select Transfer Grd
Range. Then select a From and To value to specify the grade range.
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To transfer grades for a specific track in a track school, select a track
from the Track to Transfer field.

This field displays only when the SASIxp software is set up for a
track school.

Select the mark row for the grades you want transferred. To select
multiple marks, hold down the Shift key and click each mark to transfer.
To remove a mark selected in this way, hold down the Shift key and
click the Mark field.

Click Transfer. The system displays a progress bar in the lower left
corner of the SASIxp desktop.

When the transfer is complete, click Close.

Calculating GPAs or NGAs

1.

Open the Update Course History atom and select the Calculate GPA,
Calculate NGA, or Calculate GPAs and NGAs option. When the
Calculate screen displays, select the Calculate Cumulative option (for
GPA, NGA, or both, depending on your system setup).

To include grades from the Grading file, select Include Current
Grades. When the Grading Mark field displays, select an item from
the list. (A list displays only if multiple marks are defined for the
reporting period.)

To rank GPAs, NGAs, or both within grade levels, select Calculate
Class Rankings for Students and either the Active Students Only
or All Students option. If you also selected the Calculate Cumulative
option, the system first calculates the GPAs and/or NGAs, then ranks
them within the selected grade level (and track if applicable).

To calculate grades for a specific grade range, select Calculate Grd
Range. Then choose the grade range in the From and To fields.

If your school is a track school and you want to calculate GPAs and/or
NGAs for a specific track, select a track from the pop-up list in the
Track to Transfer field.

Click Calculate. The system displays a progress bar in the lower left
corner of the SASIxp desktop.

When the calculation is complete, click Close.
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Using Progress Grading

The Progress folder (in the Grade Reporting module) contains atoms that
enable you to enter and maintain progress grades for individual students

over several reporting periods or on a class-wide basis. You can also use
this folder to:

e Summarize attendance totals.

e Scan progress grade information.

e Print scan sheets.

e Print progress reports.

e Print progress report cards.
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Update Progress Atom

The Update Progress atom (in the Progress folder) enables you to mass
update the Progress Reporting file with student schedules. When you
select a function in the Select Operation section of the Update Progress
screen, the system displays the options for that function in the Options
section.

If your school uses section linking, the Update Progress atom includes
absence information from linked sections when updating student files.

Update Progress Screen

= Update Progress E3
Progress Title |First Progress Report

—Select Operation
i Lpdate Progress Reporting file with student schedules

i Update Sbsences
i Update Additional Attendance

—ioptions

Update Progress Fields

Field Description

Track If your school is multi-track, the Track field
displays the first track associated with the
selected reporting period.
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Field Description

Progress Title Current period’s report title and date range.
This field is set up on the Progress screen of
the Grading Setup atom.

Update Progress Reporting File with Student Schedules

This operation copies the classes attended by each active student within
the current reporting period into the Progress Reporting file. This operation
updates files by reading the Current Period and Terms to Process fields
in the Grading Setup atom, the student class schedules, and the Term and
Excl Grd fields in the Sections atom.

NCS Pearson recommends that you run this operation only one time for
each reporting period. However, conditions may warrant running this
operation more than once for these possible reasons:

e Student schedule changes were made after the Progress Reporting file
was updated, and you want those changes included in the current
Progress Reporting file.

e You want to print report cards for students enrolled after the Progress
Reporting files were updated. (An alternative to running this operation
is to add the student’s classes to the file manually.)

e A student checks out of school and a progress report card must be
printed for the student. Any student leaving school before the Progress
Reporting file is updated for the current period does not receive a
current report card.
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Update Absences

You can run this operation many times. You might want to update
absences before scan sheets are created and printed so that you can print
the number of absences on the scan sheets. You also might want to
update absences again at the end of the current reporting period, after all
absences are verified and before printing progress report cards.

Field

Description

Operation Selection

Update Absences

Transfers the number of absences from the
Period or Daily Attendance files to the
Absence field in the Progress Reporting file.

Option Displayed

Update Course
Absences

Updates the Progress Reporting file with
course absences instead of period absences.
Attendance records are attached to the
course, not the period, even if the course
changes to a different class period.

Update Additional Attendance

This operation updates a summary attendance file (AGRA) that contains
attendance summary information by reporting period. When the report
card or the progress report prints, additional attendance information prints
on the bottom of the form. The information that displays depends on which
of the four options you selected on the Additional Attendance screen in the
Grading Setup atom. If the default (Not Used) was selected, no additional
attendance information prints.
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This atom (in the Progress folder) enables you to create and print progress
reporting scan sheets. It also enables you to scan marks from the
completed progress reporting forms. The Progress Scanning screen has
four sections.

Section Description

Select Process When you select a process, the Special
Instructions and Processing Instructions
display.

Special Instructions The instructions in this section vary
depending on the process selected.

Track and Reporting If your school is a multi-track school, the

Period Track field displays the first track associated

with the selected reporting period. The
Period field displays the current period’s
report title and date range.

Processing Process instructions generally determine the
Instructions forms that are printed and scanned. The
instructions in this section vary depending on
the process and special instructions
selected.
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Creating and Printing Scan Sheets

This section describes how the Create/Print Sheets process creates and

prints grading scan sheets.

- Progress Scanning

Select Process Special Instructions
o Create/Print Shests o Print
" Scan Sheets [W Re-sztart printing
" Create only
Period |First Progress Report
—Processzing Instructions
Form [r48 Chani 1 mrk alpha -
Shest # |
Teacher # |

Progress Scanning Fields for Create/Print Sheets

Field

Description

Select Process

Create/Print Sheets

Creates the scan sheet file, or creates then
prints the scan sheets depending on your
selection in the Special Instructions section.

Special Instructions

Print

Creates the scan sheet file, then prints the
scan sheets.

Re-start printing

If you want to start printing at a specific page,
select the Re-start printing option. The
system displays the Sheet # field for you to
define the page number where printing starts.
The to field enables you to define the page
number where printing stops. The Teacher #
field enables you to specify the teacher
number for whom the sheets are being
created.
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Field

Description

Create Only

Enables you to create the scan sheet file
without immediately printing scan sheets.
(You must still specify a form type in the
Processing Instructions section).

Period

Specifies the reporting period for the scan
sheets.

Processing Instructions

Form

Indicates the scan form to print. The scan
form selected on the Progress screen in the
Grading Setup atom is the default. To change
it, select another form from the pop-up list.
Your selection in this field overrides the scan
sheet form selected during setup. You must
specify a scan sheet form for both Print and
Create Only special instructions.

Sheet #

Displays only if you select the Re-start
printing option. Type the page number
where you want printing to start.

To

Displays only if you select the Re-start
printing option. Type the page where you
want printing to stop.

Teacher #

Displays only if you select the Re-start
printing option. Enter the teacher number for
whom you want to print sheets.
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Scanning Data

This section describes how the Scan Sheets process updates the

Progress Reporting files.

Progress Scanning Screen — Scan Sheets

e Progrezs Scanning

Select Process

" Create/Print Shests
W Scan Sheets

Special Instructions

[ Show detailed messanes

[ Stop scanner swwhen errors ocour

Period  |First Progress Report

—Proceszing Instructions

Form [r45 Chany 1 mrk alpha -

Progress Scanning Data Fields for Scan Sheets

Field

Description

Select Process

Scan Sheets

Selects the process to scan the sheets.

Special Instructions

Show detailed
messages

Student names, sheet number, and error
messages are included in the scanning
process messages.

Stop scanner when
errors occur

Causes the scanning process to stop if an
error is encountered.

Period

Specifies the reporting period for the scan
sheets.
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Field Description

Processing Instructions

Form Indicates the form being scanned. The scan
form selected on the Progress screen in the
Grading Setup atom displays by default. You
can select another form from the pop-up list.
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Progress Atom

The Progress atom (in the Progress folder) enables you to enter progress
marks and print progress reports and academic mark information. This
atom reads and updates the Progress Reporting file.

If your school uses section linking, the Progress atom prints absences
for classes based on the section links and section attendance absence
totals.

The Progress atom consists of two screens:

e Show All Data
e Show Marks Only

The Show All Data matrix displays student grades, conduct codes, work
habit codes, comment codes, absence/tardy data, and credits attempted
for the reporting period. (This information is defined in the Grading Setup
folder.) The Show Mark Only matrix displays only student grades and
credits attempted for each reporting period.

Both matrixes provide course and schedule information in the Class
Information fields. This information is created by running the Update
Progress Reporting Files from Student Schedules option in the Update
Progress atom or by selecting the Add option from the Data menu.

Progress Show All Data Matrix

144  Progress Atom

EF Abbasi, Lisa Progress
Last Mame <> First Mame Micldlle Mame Grd - Gen Student 1D
[#pbasi Lisa 0 F 1
Clasz Information First Progress Report

‘ Eleg‘ End| ‘ ‘ Teacher | J J J 2J 211 | 211 ‘ Credits
Ln | Per [Per | Crs-ID | Crs Title Matme Mark | ConddwiH J Cmt 14 Cint 24 Abs | Tey Attempt
J 01| 01 |0247 Crafts Martin, = 5.000
ﬂ 01| 01 |0726 Economics Flores, M 10.000
ﬂ 04 | 04 |0564 Bio Baszics (H) |Rudd, R 10.000
ﬂ 05| 05 0431 Zpanizh | Frausta, = 10.000
j 06 | 06 (0406 English 9 Brotman, 0 (B A 2 1 [ 10.000
ﬂ 07 | OF |0EE9 Swyimnming Anton 5.000
= &
(5 [Shows D HaEm [ cioze |
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Progress Show Mark Only Matrix

Abbasi, Lisa Progress

Last Mame <> First Mame Midldlle Mame Grd  Gen Student 1D
[#pbasi Lisa 0 F 1
Cla=sz Information First Progress |

‘ Bec End| ‘ Teacher Credits
Ln | Per [Per | Crs-ID | Crs Title Matme Mark | Atterngt
J 01| 01 |0247 Crafts Martin, = 5.000
ﬂ 01| 01 |O726 Economics Flores, M 10.000
j 04 | 04 |0564 Bio Basics (H) |Rudd, R 10.000
ﬂ 05| 05 04381 Spanish | Frausto, = 10.000
j 06 | 06 (0406 Englizh 9 Brotman, 0 (B 10.000
ﬂ 07 | OF |0EE9 Swyitniming Arton 5.000
_ =
[ [Show Wark orly [l = [ Close |
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Progress Fields

The information in the top row of the Progress screen identifies the student
to whom the record belongs.

Field Description

Class Information

Ln Line number of course progress record.
Beg Per Period the class starts.

End Per Period the class ends.

Crs-ID Course ID defined in the Course atom.
Crs Title Course title defined in the Course atom.
Teacher Name Name of the teacher of the section for the

course being graded.

Reporting Period

Mark Mark earned during the current reporting
period. Mark column headings are
determined by the mark titles entered in the
Hdg 1 and Hdg 2 fields on the Mark
Descriptions screen of the Grading Setup
atom. Academic marks may be scanned in or
typed. If your school uses alphabetic marks
instead of numeric marks, you can also
select marks from a pop-up list.

Cond Conduct code earned for the class. Conduct
codes may be scanned in, typed, or selected
from the pop-up list.

W/H Code for the student’s work habits in this
(AWH table) class for this mark.
Cmtl/Cmt?2 Comment codes. The number defined in the

Progress screen of the Grading Setup atom

determines the number of comment columns.
Comment codes are defined during setup in

the Grading Comments atom. Codes can be
scanned in, typed, or selected from a list.
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Field

Description

Absence/Tardy
Column
(All Abs)

This column displays if you set the Use Abs
field to Yes in the Progress screen from the
Grading Setup atom. The column heading
depends on the titles entered in the Hdg 1
and Hdg 2 fields of the Attendance Options
screen in the Grading Setup atom. Total
absences or tardies are display in this
column. Totals may be defined as cumulative
or limited to each marking period.

Totals may be typed or automatically entered
by running the Update Grades atom.

Absence/Tardy
Column (All Tdy)

This column displays if you set the Use Abs
field to Yes in the Progress screen from the
Grading Setup atom. The column heading
depends on the Heading definitions entered
in the Attendance Options screen in the
Grading Setup atom.

Credits Attempt

Number of credits the student attempted to
earn upon completion of this class. Credits
are automatically entered (from Sections)
when the Update Progress Atom is run, or
you can type them.

Options on the Progress Grades Menu

Menu Option Description

Progress Report Cards | Prints student progress reports or deficiency

(PRGO04) notices on special forms. You can print a
progress report for multiple parents or
guardians for each student if you select the
E/M option (extra mailings) on the Personal/
Employment screen in the Parent Guardian
atom. You can also select return address
service when you are ready to print progress
report cards.

Mark Listing Prints a list of each student’s marks for the

(PRGO5) current progress reporting cycle.

Copyright © 2000-2004 Pearson Digital Learning

Progress Atom 147



| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last

Digital
Learning
Menu Option Description
Mark Verification by Prints a report by teacher number of the
Teacher progress marks given to each student in each
(PRGO06) of the teacher’s classes. Used for verification

of the marks given to students. A Progress
Scan file must exist for this report to print.

Mark Exception Report | Prints a report of students who received a
(PRGO08) particular mark a specified number of times
during the reporting period.

Mark Distribution Prints a mark distribution report in order by
Analysis by Teacher teacher, course, and period. Shows totals,
(PRG10) percentages, and grade point averages of all

marks given for each class.

Bulk Mail and Return Service
If your mail conforms to postal regulations for bulk mail, your school may
save money when it's time to mail progress reports. Check with the post
office for details about the current procedures.

Sorting Progress Reports by Zip Code

Use the following procedure to sort progress reports by zip code and print
the address information in all uppercase.
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1. When you are ready to print the progress reports, select Progress
Report Cards from the Progress Grades menu.

Report Interface EX

Recommended

Progress Report Card Report ID Orientation [ Cover Page
|Generic Report v [PRGO4 E':j [ Draft Print
Enter Parameters for Progress Report Card:

Options | Custom |
Grale: I_v I_v
Studert 1D |3 -
Permit Mumber: IW
Permit City: |Pleasantville, CA 92653
GPA to print [Ho GRA v
Print Service Reg: | r
Abzence to print |Nnne v
Sort Period |Nnne * [0 Zort by Zip Code
En ED [ ciose | cueve §Prim

2. Click the Custom tab in the report interface.

3. Type BULK MAILING in the Custom Report Subtitle field. Be sure to
type it in all uppercase, or this option will not work properly.

4. Inthe Print Service Req: field, select Address Service Requested
from the pop-up list.

Copyright © 2000-2004 Pearson Digital Learning Progress Atom 149



| Bookmark| Contents | Search Usage | Glossary | Print Back Forward First Previous Next Last

5. Set the first sort field as Zip Code.

Report Interface EX

Recommended
Progress Report Card Report ID Orientation [ | Cover Page

|:3eneric Report » |PRGO4 - [ Draft Print

Enter Parameters for Progress Report Card:

Options Custom
Custom Report Suktitle Custom D Cutput Options
[ b AL ING | |PRG04 W Printer
" Screen
" Disk
Sort Field A0 Mew Page  Sort Field A0 Mew Page  Sort Field A bew Page
1. |Lastiame + Aw Mo w 2 [FirstName * Aw Mo w3 [PermMum v Aw Mo v
4.| v A Mo 75_| * A&+ Ao vﬁ.l v LMo w

Query Condition

= ET [ ciose I Queue § Prnt |

6. Click Print to print the progress reports in zip code order, with address
service requested.

Requesting Return Service

Return service guarantees that if a progress report is undeliverable, the
postal service returns it to you.

1. When you are ready to print the progress reports, select Progress
Report Cards from the Progress Grades menu.

2. Click the Print Service Req: field and select the appropriate option
from the pop-up list.

e If you select Address Service Requested, the message prints on
progress report mailers.

e If you select Return Service Requested, the message prints on
pre-mailers.
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The Class Progress atom (in the Progress folder) enables you to enter
progress grades for each class taught during the current reporting period.
This atom reads and updates the Progress Reporting file.

The Class Progress atom consists of two screens:

e Show All Data
e Show Marks Only

The difference between these two screens is that the Show All Data matrix
can display student grades, conduct codes, work habits codes, comment
codes, absence/tardy data, and credits attempted for the reporting period.
(This information is defined on the Progress screen of the Grading Setup
atom.) The Show Mark Only matrix displays only student grades and
credits attempted for each reporting period.

Both matrixes contain Student Information fields. Running the Update
Progress Reporting Files from Student Schedules option in the Update
Progress atom creates this information.

Class Progress Show All Data Matrix

s12la.bmp

e 0725-06. Amencan Govt Class Progress E3
Section D <0 Tch#  Teacher Mame Period Ending Term  Room
0725-06 138 Morky, T 0E 0E =2 23

Course 1D Course Title Credit

0725 American Govt 5.00
|Student Information First Progress Report

| Student | sl |lan | credis

Ln | Studert 0 Mame Matk | Cond v J Crt 14 Cmt 24 Abs | Toy | Attemgt
J 1 |Abbasi, Lisa |.£'-. 10.000
J 95 |Banuelos, Michael M. 10.000
J 330 | Costello, Gabriel 10.000
J 432 |Flores, Mandy 5. 10.000
J 492 |Frausto, Scott R, 10.000
J S08 | Gan, John M. K 10.000
J 774 King, Mark T. 10.000
J 564 Lombardo, Meredith LB 10.000

- | Showe &l Data
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Class Progress Show Mark Only Matrix

s121b.bmp

e 0725-06, American Govt Class Progress Ed
zection D <[> Tch#  Teacher Mame Period Ending Term  Room
0725-06 138 Morky, T 0 0 52 231
Courze D Course Title Credit
0725 American Govt 5.00
Student Information

Student 1=t Credts
Ln | Student D MName Gty Attetng
J 54 | Bailes, Tiffanie B 5.000
ﬂ 300 | Coffey, Jeffrey A 5.000
j 360 | Dao, William P B- 5.000
ﬂ 366 Davidson, Tara J.  |C 5.000
j 427 |Elliott, Thomas D. A 5.000
ﬂ 1224 |Rico, Anclreny b, B 2000
j 1367 | Sherwood, &mber D 5.000
ﬂ 1379 | Shyffer, Thomas J. B+ 5.000

2| Showe Mark Only

Class Progress Matrixes Fields

The information in the top line of both Class Progress screens identifies
teacher and course information for a specific class.

Field Description

Student Information

Student ID The unique identification number of the
student.
Student Name The student’s name.
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Field Description

Reporting Period

Mark

The sample screen displays this field’s
heading as Mark. Academic marks may be
scanned in or typed. If your school uses
alphabetic marks instead of numeric marks,
you can also select academic marks from a
pop-up list.

Cond
(AWH table)

Conduct code earned for the class. Conduct
codes may be scanned in, typed, or selected
from the pop-up list.

W/H

Code for the student’s work habits in this
class for this mark.

Cmtl/Cmt?2

Comment codes. The number of comment
columns is determined by the number
defined in the Progress tab of the Grading
Setup atom. Comment codes are defined
during setup in the Grading Comments atom.
Codes can be scanned in, typed, or selected
from a list.

Absence/Tardy
Column
(All Abs)

This column displays if you set the Use Abs
field to Yes in the Progress tab from the
Grading Setup atom. The column heading
depends on the titles entered in the Hdg 1
and Hdg 2 fields of the Attendance tab in the
Grading Setup atom. Total absences or
tardies display in this column. Totals may be
defined as cumulative or limited to each
marking period.

Totals may be typed or automatically entered
by running the Update Grades atom.

Absence/Tardy
Column (All Tdy)

This column displays if you set the Use Abs
field to Yes in the Progress tab from the
Grading Setup atom. The column heading
depends on the Heading definitions entered
in the Attendance tab in the Grading Setup
atom.
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Field Description
Credits Attempt Number of credits the student attempted to

earn upon completion of this class. Credits
are automatically entered (from Sections)
when the Update Progress atom is run, or
you can type them.
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The Grading Control atom (in the Grade Reporting module) provides fast
access to the atom screens used to facilitate the grade and progress
reporting processes.

Selection buttons enable you to select a list of steps for either the progress
or grade reporting processes. Depending on whether you display the
Grading Control or Grading Reference list, fast access arrows enable you
to quickly open the atom associated with a process step. Process steps
initiate procedures such as updating absences or printing report cards.
Reference steps enable you to view and modify data on a specific screen.

When completing process steps, clicking the Complete field places a Yes
value next to the completed step, and automatically enters the date of
completion in the Date field. This method enables you to keep a record of
where you stopped if you are unable to complete the entire list.

The process and reference steps listed in the Grading Control atom are
defined in the Grading Control Definition and Progress Control Definition
atoms.
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156 Grading Control Atom

The Grading Control list provides a list of process steps associated with
either Progress or Grade Reporting. These steps are listed in the order
they should be processed. Before initiating either process, make sure you

select the correct Reporting Period and, if yours is a multi-track school, the
correct track.

# Grading Control E3

Reporting Period |First Guarter Grade Report

Step | Progress Process Description
# Progress 1 o Crestelpdate Progress Records
£ oredee 2 o Update Absences in Progress File
3 x Print Progress Scan Sheets
4 » Backup Progress Files
5 o: Read Progress Scan Sheets
5] o Yerify Scanned Progress Grades
7 o Update Absences in Progress File
8 o Backup Progress Files
9 = Print Progress YVerification Listing
10 o Update Grades from Teacher Motes
11 o Backup Progress Files

| Complete J Date

| e |

[+ [Control

[|'|5'<3=
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Reference List

The Grading Reference list provides a list of reference steps associated
with either Progress or Grade Reporting. These steps can be used to
review or modify data pertaining to the process.

: Grading Control E3

= Commert Definitions
= Mark Definitions

o GPA Definitions

o Credit Defintions

o Student Grades

o Class Grades

E | Reference
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Grading Control Definition Atom

The Grading Control Definition atom (Grading Setup folder) defines the
grade reporting process tasks as well as the order in which they occur.
Running the Create New Files atom for the Grade Reporting module
creates a default list of tasks that you can modify or use as is.

If the Edit All Data option from the Definition menu is enabled, additional
fields not displayed on the sample matrix (but described in this section) are

included.

Grading Control Definitions Screen

158 Grading Control Definition Atom

Grading Control Definition

Ln | Grading Process Description | Proc Step | Include J
1 Createlpdate Grading Records 100 Yes §
2 Update Ahsences in Grading File 200 Yes E
3 Print Grading Scan Sheets 300 Yes
4 Backup Grading Files 400 Yes
5 Read Grading Scan Sheets S00 Yes
(5] Yerity Scanned Grades GO0 Yes
7 Update Ahsences in Grading File F0o Yes
g Print Grading Yetification Sheets aoo Yes
9 Update Grades from Teacher Motes 00 Yes
10 Print Report Cards 1000 Yes
11 Calculate GPA and Credits 1100 Yes
12 Prirt Transcript Labelz 1200 Yes ﬂ
13 Transfer Grades to History 1300 Yes  [[1]
27 records in the list :
Grading Control Definitions Fields
Field Description

Grading Process

Description process step.

Use up to 40 characters to describe the
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Field Description
Proc Step Indicates the order in which the step is
processed. By default, process steps are
numbered in increments of 100, enabling you
to add multiple steps between those steps
already defined. You can use up to 6 numeric
characters to define the process step
number.
Include Indicates whether this step should be added

to the process list in the Process Control
atom. Click the cell to toggle between Yes
and blank (No).

Grading Control Definition Screen — Edit All Option

Grading Control Definition

Ln | Grading Process Description | Ataom 1D | Atom Part | Atam Page| Proc Step | Process T',J Include J

1 CreatelUpdate Grading Records 44 1 100 Process Wes E

2 Update Absences in Grading File 44 2 200 Process es =

3 Print Grading Scan Sheets a0 1 300 Process Yes

4 Backup Grading Files 140 400 Process Yes

5 Readd Grading Scan Sheets a0 2 S00 Process Yes

] YVerify Scanned Grades 9000 B00 Process Yes

7 Update Absences in Grading File 44 2 o0 Process Wes

g Print Grading Verification Sheets 20330 00 Process Wes

g Update Grades from Teacher Motes 42 900 Process Wes

10 Print Report Cards 20810 1000 Process Wes

11 Calculate GPA and Credits 45 2 1100 Process Yes

12 Print Transcript Labels 20870 1200 Process es

13 Transfer Grades to History 45 1300 Process Yes ﬁ

14 Calculate Class Rank and Size 43 2 1400 Process Yes [
27 records in the list :

Additional Fields Available for the Edit All Option

Field

Description

Atom ID

ID number of the atom opened by the link
arrow.
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Leave this field blank.

When default data was generated for this
atom, system-defined default values were
added to this field. On occasion, these values
may be used by the NCS Pearson
programming or technical support staff.

Digital
Learning
Field
Atom Part
Atom Page

Some atoms have several screens. This field
is used to indicate which screen of an atom
the system must access to initiate the
procedure step.

Process Type

Defines the step as a part of the Process or
Reference information. Process steps initiate
procedures such as updating absences or
printing report cards. Reference steps enable
you to view or modify data on a specific
screen. For example, if you want to print
grade report cards, you may want to
reference the Grading Comments atom to
verify that the comment codes were entered
correctly.

160 Grading Control Definition Atom
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Progress Control Definition Atom

You can use the Progress Control Definition atom (in the Grading Setup
folder) to define the progress reporting process tasks as well as the order
in which they occur. Running the Create New Files atom for the Progress
Module creates a default list of tasks that you may modify or use as is.

If the Edit All Data option from the Definition menu is enabled, additional
fields are included.

Progress Control Definition Screen

Use the Progress Control Definition screen to the view and change the
order of the steps involved in the process of reporting student progress.

Progress Control Defimition

Ln | Progress Reporting Process Description | Proc Step | Include J

1 Createllpdate Progress Records 100 Yes E
2 Update Abzences in Progress File 200 Yes E
3 Print Progress Scan Sheets 300 Yes

4 Backup Progress Files 400 Yes

5 Read Progress Scan Sheetz S00 Yes

G Yerity Scanned Progress Grades GO0 Yes

7 Upidste Absences in Progress File oo Yes

g Backup Progress Files ] Yes

9 Print Progre=s Verification Listing 0o Yes

10 Update Grades from Teacher Motes 1000 Yes

11 Backup Progress Files 1100 Yes

12 Print Progress Reports 1200 Yes i
13 Print Mark Listing by Student 1300 Yes 1]

18 records in the list :

Progress Control Definition Fields

Field Description
Progress Reporting Use up to 40 characters to describe the
Process Description process step.
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Field Description

Proc Step Indicates the order in which the step is
processed. By default, process steps are
numbered in increments of 100, enabling you
to add multiple steps between those already
defined. You can use up to 6 numeric
characters to define the process step
number.

Include Indicates whether this step should be added
to the process list in the Process Control
atom. Click the cell to toggle between Yes
and blank (No).

Progress Control Definition Screen — Edit All Option

If you select the Edit All Data option from the Definition menu on the menu
bar, the Progress Control Definition screen displays several additional
fields.

Progress Control Definition

Ln | Progres=s Reporting Process Description | Atom D | Atom Part | Atom Page| Proc Step | Process T',J Include J

1 Create/Update Progress Records 122 1 100 Process Yes §
2 Update Absences in Progress File 122 2 200 Process Yes  [E]
3 Print Progress Scan Sheets 123 1 300 Process Yes
4 Backup Progress Files 140 400 Process Yes
5 Read Progress Scan Sheets 123 2 500 Process Yes
=] Werify Scanned Progress Grades 30000 E00 Process Yes
7 Update Absences in Progress File 122 2 700 Process Yes
=] Backup Progress Files 140 00 Process Yes
g Print Progress “erification Listing 20930 900 Process Yes
10 Update Grades from Teacher Notes 121 1000 Process Yes
11 Backup Progress Files 140 1100 Process Yes
12 Print Progress Reports 20910 1200 Process Yes
13 Prirt ark Listing by Student 20920 1300 Process Yes
14 Print Grade Exception Report 20940 1400 Process Yes
15 Prirt Mark Distribution Analysis 20950 1500 Process Yes  |dE
16 Progres=z Setup 41 7 1600 Reference Yez 4]

18 records in the list :
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Additional Fields Available for the Edit All Option

Field

Description

Atom ID

ID number of the atom opened by the link
arrow.

Atom Part

Leave this field blank.

When default data was generated for this
atom, system-defined default values were
added to this field. On occasion, these values
may be used by the NCS Pearson
programming or technical support staff.

Atom Page

Some atoms have several screens. This field
is used to indicate which screen the system
must access to initiate the procedure step.

Process Type

Defines the step as a part of the Process or
Reference information. Process steps initiate
procedures such as updating absences or
printing report cards. Reference steps enable
you to view or modify data on a specific
screen. For example, if you want to print
grade report cards, you may want to
reference the Grading Comments atom to
verify that the comment codes were entered
correctly.
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Progress to Grades Atom

You can use the Progress to Grades atom (in the Progress folder) to copy
academic marks from the Progress Reporting file to the Grade files. The
academic marks you enter for progress reports can also be used as the
grades on report cards. This atom provides a way for your school to keep
a history of progress marks. If you do not use this atom, student academic
marks entered in the Progress atom are replaced by the new progress
marks entered during the next reporting period.

This atom preserves the progress marks that were entered using the
Progress atom by moving the progress marks from the Progress Reporting
file (APRG) to the Grade files (AGRD and AGRL). If the courses for which
you are entering grades exist in the Progress Reporting file but not in the
Grade files, this atom gives you the opportunity to add those courses to
the Grade file. It also gives you the opportunity to overwrite any academic
marks already entered in the Grade files for a specific marking period, with
the corresponding academic marks entered for those students in the
Progress Reporting file.

Progress to Grades Screen

wp Progress to Grades B |

Repart Period [First Quarter Grade Report x|

Tran=fer Grade Ranog
Tranzfer Current Prodress to 13t cr From 09w to 28+

Options
Add classes if they don't exist in grades

Owerwerite existing grades

Transfer
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Progress to Grades Fields

Field

Description

Report Period

Report period for which you want to move
progress marks to grade marks from the pop-
up list.

Transfer Current
Progress to

Academic mark to transfer from the pop-up
list.

Transfer Grade Range
from

Select this option if you want to limit the
transfer of marks to students in a specific
grade or range of grade levels, then select
the beginning grade level from the pop-up
list.

Transfer Grade Range
to

If you are limiting the transfer of marks to
students in a specific grade or range of grade
levels, select the ending grade level from the
pop-up list.

Add classes if they
don’t exist in grades

Use this option to add courses and academic
marks that exist in the Progress file but not in
the Grades file.

Overwrite existing
grades

Use this option to overwrite existing grades in
the Grade files with any corresponding
grades in the Progress file. If you don't select
this option, any existing grades entered in the
Grade files are preserved. This option only
overwrites grades in the event that an
academic mark has been entered in the
Grade files for a student in a particular
course, and an academic mark has also been
entered in the Progress file for that same
student and course.
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Updating Progress to Grades

166 Progress to Grades Atom

1.

Open the Progress to Grades atom. If the Grading files do not already
exist, the system prompts you to create them by clicking Create (or you
can click Cancel).

Read the Warning dialog. Click Launch Backup/Restore to initiate the
backup process for the Grade files (or click OK if you have already
backed up the Grade files or if you want to continue using the Progress
to Grades atom without the backup process).

In the Report Period field, select the reporting period for which you
want to move progress marks to grade marks from the pop-up list.

In the Transfer Current Progress to field, select the mark transferred
from the list.

To limit the transfer of progress to grade marks to a specific grade or
range of grade levels, select the Transfer Grade Range option. Then
select the grade range for the progress marks to copy. Specify the
starting and ending grade ranges in the From and To fields,
respectively.

If your school uses tracks, from the Track to Transfer field, select a
track from the list.
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7. In the Options section, select one or more of the available options:

e This atom can add courses that exist in the Progress file but not the
Grades file. To add the courses (and academic marks) from the
Progress files to the Grade files, select the Add classes if they
don’t exist in grades option.

e To overwrite existing grades in the Grade files with any
corresponding grades in the Progress files, select the Overwrite
existing grades option. If you don't select this option, any existing
grades entered in the Grade files are preserved. This option only
overwrites grades in the event that an academic mark has been
entered in the Grade files for a student in a particular course, and
an academic mark has also been entered in the Progress file for
that same student and course.

8. Click Transfer to begin copying the progress marks to the Grade files
(or click Close to exit from the Progress to Grades atom without
making any changes to the Grade files).
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