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O
This lesson will provide an overview of the processes involved in creat-
ing report card and transcript templates and how to post scores to the 
student transcript tab. 

O
At the conclusion of this lesson, the learner will be able to:

Create a report card template.•	
Post scores to transcripts.•	
Create a transcript template.•	

Path: System Administration > Preferences > Reports

Report Cards
A template for a report card may be 
created in System Administration and 
then used to batch print or individually 
print report cards. Templates are built 
on a building by building basis and may 
be copied forward from year to year.
Two types of report cards exist in 
Campus, conventional secondary 
report cards and standards-based. Tra-
ditional report cards (at right) will show 
the selected grades (and standards) 
a student has received organized by 
class, while the standards-based report 
card (below) will show student prog-
ress in terms of the standards bank.  
Classes and grades do not show on 
the standards-based report card.

RepoRt CaRd/tRansCRipt setup
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Creating a Report Card Template
Expand System Administration.1.	
Expand Preferences.2.	
Select Reports.3.	
Click New.4.	
Enter a name for the report 5.	
card. This name will be 
seen in the dropdown menu 
used to select report cards 
when printing, so the name 
should be descriptive of the 
setup.
Publish to Portal will make 6.	
the report card available for 
parents in the Reports area 
of the Portal.
Choose the Report Type - 7.	
conventional secondary or 
standards-based. 
If using the secondary 8.	
report card format, select 
the terms the report card should include.  If the report card should 
only include the current grades, click “Exclude all prior terms.”
Select the layout of the report card.9.	
Select the display options needed on the report card.10.	
Period will indicate the period next to the course name.11.	
Score Comments are the comments teachers entered in Grading 12.	
by Task or Grading by Student.  Select which term(s) comments 
should be included on the report card. 
Select the grading task(s) and/or standards that should be included 13.	
on the report card, or click Select All.  Only the grading tasks and 
standards that were assigned to the classes the student has a 
roster entry for will show for each class.
To include a grading scale or rubric on the report card as a key, 14.	
select a score group.
The School Comment will print at the bottom of the report card for 15.	
all students. Common uses include announcements about parent/
teacher conferences, next term’s grading dates, etc.
Click Save when finished.16.	

T
As the permanent academic record of a student, transcripts in Campus 
are separate from report card grades.  A tool called Post to Transcript 
can be used to enter report card grades on the transcript; keep in mind 
that this tool is designed to avoid duplicates on the transcript.  Once 
this tool is run, a student’s grade in a course for a particular term 
cannot be copied again by the tool; any changes to the grade will need 
to be made on the transcript manually.
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Transcript Templates
A template for a transcript may be created in System Administration 
and then used to batch print or individually print transcripts. Templates 
are built on a school by school basis and may be copied forward from 
year to year. The courses on a transcript may be grouped by year (all 
credits earned in 10th grade in 2006-2007), or by term (all courses in 
1st term 2006-2007, 2nd term 2006-2007, etc).

Creating a Transcript Template
Expand System Administration.1.	
Expand Preferences.2.	
Select Reports.3.	
Click New.4.	
Enter a name for the transcript. This name will be seen in the drop-5.	
down menu used to select the template when printing, so the name 
should be descriptive of the setup.
Select transcript in the report type options.6.	
Publish to Portal will make the transcript available for parents in the 7.	
Reports area of the Portal.
Choose how courses should 8.	
be grouped, by year or by 
term.
The School Year Options 9.	
dropdown may be used to 
exclude any grades from 
years after the selected year.
Select the GPA to include 10.	
on the transcript.  Once 
checked, a pop-up will open 
showing the options asso-
ciated with GPA, such as 
a weighted or unweighted 
GPA, as well as class rank 
and percentile.
Select the credit and stan-11.	
dard groups that should be 
included on the transcript.  If 
a group is selected, credits 
from other groups will be 
excluded.  If no credit group 
is checked, all credits will 
display.
Select which test scores 12.	
should print on the transcript.
Select the display options.  13.	
Depending on the grouping 
type chosen, different display 
options may or may not be 
selectable. 
Click Save when finished.14.	
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O
This lesson will provide an overview of the processes involved in creat-
ing student schedule templates. 

O
At the conclusion of this lesson, the learner will be able to create a 
schedule template.

Schedules
A template for a student sched-
ule may be created in System 
Administration and then used to 
batch print or individually print 
schedules. Templates are built 
on a building-by-building basis 
and may be copied forward 
from year to year.

Select New. 1.	
Enter a Name for this 2.	
schedule.  This name 
should reflect the type 
of schedule it is so 
that users can quickly 
generate the correct 
report. 
Select the Schedule 3.	
option from the Type 
dropdown list.  
If this report should be 4.	
available on the Portal, 
check the Publish to 
Portal box. 
If desired, enter a Description for this schedule. 5.	
Select the appropriate Report Options for the schedule.   6.	
Click Save when finished.  The new schedule will be listed in the 7.	
Reports Editor and can also be selected on students’ Schedule tab 
and Schedule Batch wizard in the Scheduling Reports section.  

sChedule setup
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