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RepoORT CARD/TRANSCRIPT SETUP

OVERVIEW

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.

OBJECTIVES

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.

4T4P Block - Harrison High
585 Peachtree Parkway
Metro City, MN 55436

Abegg, Dylan
2008 - 2007 Report Card
Grade: 10

(987)999-9876
GPA Summary:
ccccc oGP Tom1 Tumz  Tom3 Tem
00 TemGPA 333 267
Attendance Summary:
Tem 1 Term 2 Term 3 Terma Total
[[Puriod |Absent Tardy |Absant Tardy | Absent Tardy | Absent Tardy |Absent Tardy
[or o 0 2 00 o610 07 0
20 N 0 O W0 W O S N
00 7 0 [0 o[ o 07 0|
o [0 0 | 2 0 | 0 00 0|2 0
AV o0 100000 0070
[ArT o010 o[ 0 00 010 0
Tt 0 o 7 o 0o o o o 7 o0
Grade Report
T2 T3 T4
027 20555 Adv Compoion [ans, Mara Jose] )
&6
1) 20255 Algebra T [LAellearn, Dave] BB

PLAINVIEW SCHOOL DISTRICT SCHOOL DISTRICT GRADE 03 REPORT CARD 2005-2006 Page 10f1
R — ELEMENTARY ] INTERMEDIATE/PRIMARY
T Term erm
Student D 127009 Tl2]3]a T]2]3]4
School. 3 Period -Cleveland Elementary GRAMMAR 5 processes, etc. interact
Quarter Grade Understand interactions between 2
Teacher:  Goulet, Chris Rl sl
INTERMEDIATE/PRIMARY. | [ Apptymowledge of people, pisces, 1
Signatures: Tem
— T2 E HISTORY
GRAMMAR Understand chronological organization | 2
[ ATTENDANCE Grammar Quarter Grade [ of history
_Term 1 2 [ 3 [ 4 Write and speak for a variety of 3 Know how to use resources of historical | 2
Days Present 503 [ 60 | 50 | 38 purposes & audiences || inuiry
Days Absent ori [ 0 [0 [0 Write and speak using conventional 2 Understand that societies are diverse & | 1
Periods Tardy 0 0 [ o 50 grammer, usage, etc. have changed
PERFORMING ARTS Know how science, technology, 2
Performing Arts Work Habils economic activity have developed
| PHYSICAL EDUCATION Understand political institutions & 2
Physical Education Work Habits theories
READING Know that philosophicel idees have 1
T b rful forces
I:;a‘e ;u:ﬂers:irr |a V;‘nely ovdma:ew N e
inking skills to their reading,
b e Write & speak for a variety of purposes | 2
& audiences
Read tolocate, select, and make use of | 1 1
relevant information from a variety
7

Read and recognize literature as a
record of human history

Visual Arts Work Habits
WRITING

Wite & speak using conventional
grammar, usage, etc.

SCIENCE
Scientific and design 4
Physical Science

Life Science 2

Earth and Space Science |EA|

Interrelationships among science,
technology, human activity

WORK HABITS, STUDY SKILLS
o

erm
1234

Science connections 2
SOCIAL STUDIES
GEOGRAPHY

6.1 Participation
6.2 Difficut or challenging tasks

6.3 Class work completion

Construct maps, globes, and other
geographic todls

6.4 Homework completion

Know physical, human characteristics
f places

i

2

Understand how physical processes T

shape Earth's surface
2

6.5 Cooperation

6.6 Shows respect
6.7 Works

6.8 Conflict resolution

Understand how cultural, social

6.9 Quality Work

To Parent/Guardian of Mikkel Puttrich
2499 OAKMEDE Blvd. S.
Bancroft , MD 14378
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Record Card & Transcript Setup

Creatmg a Report Card Template

2.
3.
4
5

10.
I1.
12.

13.

14.

15.

16.

Expand System Administration.
Expand Preferences.

SeleCt Reports JIZ'::WDSEVExDEPEIE
Click New. | teporzein e
Enter a name for the report - e

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 D e

the report card available for iz ot

parents in the Reports area Dlrermsra

of the Portal. o

Choose the Report Type - s comments it
conventional secondary or oot Compoant ted s

standards-based.

If using the secondary
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.

Select the display options needed on the report card.

Period will indicate the period next to the course name.

Score Comments are the comments teachers entered in Grading
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
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,
select a score group.

The School Comment will print at the bottom of the report card for
all students. Common uses include announcements about parent/
teacher conferences, next term’s grading dates, etc.

Click Save when finished.

TRANSCRIPTS

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.

©2009, Infinite Campus. All Rights Reserved. Last modified: 19 August 2009
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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.

Expand Preferences.

Select Reports.

Click New.

Enter a name for the transcript. This name will be seen in the drop-
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.

7. Publish to Portal will make the transcript available for parents in the

Nk W=

@

Reports area of the Portal.
8. Choose how courses should
be grouped, by year or by
term.
9. The School Year Options
dropdown may be used to
exclude any grades from

years after the selected year.

10. Select the GPA to include
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.

11. Select the credit and stan-
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.

12. Select which test scores

should print on the transcript.

13. Select the display options.
Depending on the grouping

type chosen, different display

options may or may not be
selectable.
14. Click Save when finished.

Hame “Type Publish to Portal

0 fficial Transcript Transcript |V
Description

Group Options: (3 Grage (O Term

School Year Options | v
Grade Level Options (] Exclude grades flagged as "Exclude from GPA/Class Rank’
GPAIClass Rank Calculation Options
[lepa  ufw GPA (rank, %)
Credit Groups
[IHigh School (] Middle School
Standard Groups
Owigh senoot [ reapi AT Grage Level [ Reane
[} WRITING, SPEAKING AND LISTENING (] MATH CONCEPTS AND APPLICATIONS
D SCEENTIFIC CONCEPTS AND APPLICATIONS. D DECISION MAKING/PERSONAL HEALTH
[ sociar stupes [ pevsica epucation [ wisuaL ARt [ music:
[ visuac arausic [ltaskwansacement [ eanp [ orchesTRA [ moumy
D READING IN SPANISH D READING IN ENGLISH
[ WRITING, SPEAKING AND LISTERING I SPANISH
D WRITING, LISTENING AND SPEAKING IN ENGLISH D WRITING
[ speakmc AND USTENNG [ Alan STandards [ | MN-CAG Standards [ ] COMMUNICATION
[roms standarss
Standards Display Options
@ No Standards Display
O Display All Scores.
() Display Best Score Only
(O Display Most Recant Score Only.
Standardized Testing
Displav Options.
Display Best Score only
National Tests (Tests flagged as ACT, SAT, PSAT, §4T2)
Stale Tests (State Code & Type defined)
[loistrict vests
Standard Test Format
@) Tests and Strands as List ) Tests and Strands as Tree
Display Options
Report Contents.
Enrolliment History  In Progress Courses [ Activity Courses  [] Credit Summary.
Immunization [ credits Attempted [ Standard Rubric
[ attendance
Report Header & Format
No Shading [ siank Header Official Transcript (7] Official Signature
[ pistrict Hame [Jschool ceen code  [15chool Code [ students Fhone
Student information
Student Picture Race/Ethnicty Plac of Birth Guardian
State I [ counselor
School Comment (printed on all)

155N (Require SSN right to print S51)
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SCHEDULE SETUP (>
OVERVIEW C am PUS

This lesson will provide an overview of the processes involved in creat- 3 .
ing student schedule templates. UI"II‘H’E'I"SItg

OBJECTIVES
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.

1. Select New.

2. Enter a Name for this  preerree—
schedule. This name | suenscreae (soer @ Famento P
should reflect the type |~
of schedule it is so

Report Format (& Table (O List

that users can QUICKlY |cowssy  ©cowee Oome
generate the correct | == © Dixplay Acte Courses Only

) Display Active and Dropped Courses.

report. T ont
erm Sptiens Wain Oe1 Oaez Oaz [as
3. Select the Schedule | eea Cs 1o Ll Cle Ce Lo Ly Cls Do
. Sequence
option from the Type | oeseyosion o
dI'OdeWI’] IiSt_ D Lock Combo D Locker

4. If this report should be | == =mmemenmetent
available on the Portal,
check the Publish to
Portal box.

If desired, enter a Description for this schedule.

Select the appropriate Report Options for the schedule.

Click Save when finished. The new schedule will be listed in the
Reports Editor and can also be selected on students’ Schedule tab
and Schedule Batch wizard in the Scheduling Reports section.

Now
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