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TEACHER PROCESSES
Post Grades

PATH: Campus instruction>Post Grades

The Grading Window must be open in order to Post Grades for a Term. (Office Clerk will do this)

Using the Post Grades tool, you have the option of posting grades by task or by student. (see below for
detailed instructions)

hﬂé';':nrﬁ) Campus Instruction  Msile Bsist 1516 AkaBlen g 3 @ B Logorr

Message Center e (0772815 - 10102/15) ] Section [ 10) XZHEDS1-1 HOMEROOM GR K YR [iw | Task [GLO.1: The ability to be responsible for ane's own leaming =]

Planner E [ Fit Percent, Grade, Comment | | MulivPost Grades | Post by [Standara/Grading Task [ ]

.
Students 4. Grade  Report Card Comments

Attendance

91 Student, Grade 1L l:l = 5
Pasitive Attendance -

Roster

91 Stugent, Kinderganen 18487 [ [4]] -
Roster Verification

Sesting Charts

i

Student Groups

Class Serve.

Post Grades

Select Post Grades from index
Select the Term
Select the Section
a. Homeroom section contains GLO’s
b. All other standards are attached to the corresponding course (e.g., LCYxxxx contains the
standards for Eng/Lang Arts)

wnh e

Term [ @1 (07/2301% - 10/02/15) [ ] S=ction | 1) LOYD091-2 ENG LANG ARTS GR K || Task | K.Rdg.1: With prompting and support, ask and answer questions sbout key detsils in = text [=]

4. Choose a Post By option (see below for details on each option: Standard/Grading Task or
Student)

Term | Q1 (0T/25/15 - 10/02/15) [ w | Section | 1) LCYD091-3 ENG LANG ARTS GR K || Task | K Rdg.1: With |

| Save | | Fill Percent, Grade, Comment | | MultiFost Grades | Post by | Standard/Grading Task [
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Posting by Standard
When posting by standard, select a Standard from the dropdown list. All students in the selected section are listed.

o —— e ————————————————— e . ———————,——————
Term | Q1 (0729115 - 10/02/16) =] Section | 10) XZH0091-1 HOMEROOM GR K YR |»] Task | GLO.1- The abilty to be responsible for one's oun leaing -
| Fill Percent. Grade, Comment | | Multi-Post Grades | Post by [ Standard/Grading Task [+]

Post by Standard/Grading Task I

Students & Percent  Grade Report Card Comments Canned Comment

91 Student, Grade 1L \—‘ Clear Comments
91 Student, Kindergarten 15-16 T \—‘ Clear Comments

1. Select a Grade from the rubric aligned to the standard.
2. Click Save when finished to post grades.

Note: The comments area shown on this screen will not be used. Comments will be added in a different location.
(see Report Card Comments)

e Report Card Comments Canned Comment
Clear Comments
< — . .
Any entry here will not be displayed
= on the Elementary Report Card.

Fill Options
Rather than entering grades individually for each student, you have the option of using the Fill tool.

Click Fill Percent, Grade, Comment to open the fill window.

Fill: Percent, Grade, Comment

Applies the same value to multiple students

[ Percentage |

]

Grade

[3[=] .

[E] Comment As noted above, you will not use the
COMMENTS WILL NOT BE ENTERED HERE Comments area or Canned

CANNED COMMENTS WILL NOT BE USED

Comments shown here. This is a
customized item that is entered in a

Students . .

[Emety [<] different location.

Canned Comments
Selection Method |

evercosesi[ ]

Choose Commentis):
D ELEMO1: Uses class time effectively

[] ELEMOZ: Takes an active part in group/classroom discussions

|:| ELEMO3: Shows respect for others by listening to their ideas/opinions
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Posting by Student

When posting by student, select a Student from the dropdown list. If you see a Task dropdown list instead, click
Post by Student and then select a student. All standards assigned to that section appear.

Term | Q1 (07/29/15 - 10/02/15) [ v | Section | 10) XZH0091-1 HOMEROOM GRK YR [+ | Student | Student, Kindergarten 15-16 T [+ |

| save | | Fiter | | Fil Percent, Grade, Comment | | Muti-Post Grades | Postby [ Student =]

Post by Student

Term Standard/Grading Task

a1l GLO.1: The abilty to be respensible for one’s ewn learning l:l

Percent Grade Report Card

a1 GLO.2: The understanding that it is es=ential for human beings to work together l:l

a1 GLO.3: The ability to demonstrate critical thinking and problem-gsolving strategies l:l

a1 GLO.4: The ability to recognize and produce guality performance and guality products l:l

a1 GLO.5: The ability to communicate effectively l:l

Term | Q1 (07/26/16 - 10/0TH1E) :I Section |MMX} MMX0081-1 MATH GR K lzl Student | Student, Kindergarten P :
| Save | | Fill Percent, Grade, Comment | ‘ Multi-Post Grades | Post by | Student :I

Post by Student I

Term Standard/Grading Task Percent Grade

Qi KCC.1: Countto 100 by ones and by tens ]

a1 K.CC:2: Count forward beginning from a given number within the known seguence (instead of having to begin at 1) l:l
at K.CC.3: Write numbers from 0 to 20. Represent a number of objects with a written numeral 0-20 l:l
-

Q1 K.CC.4: Understand the relationship between numbers and guantities, including the fellowing: when counting a set of objects, the last word in
the counting sequence names the quantity for that set and that each successive number name refers to a quantity that is one larger :l

at K.CC.5: Given a number from 1-20, count out that many objects. Use counting to answer guestions such as, "How many objects are there?” l:l
-

(4} K.CC.6: dentify whether the number of objects in ene group is greater than, less than, or equal to the number of cbjects in another group l:l
1. Select a Grade from the rubric for each standard.

2. Comments will not be entered here.

3. Click Save when finished to post grades.
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Upper/Lower Case Letters & Sounds
Grade Entry (Kindergarten Only)

PATH: Campus Instruction>Custom Links and Reports>Custom Grades/Comments

mé:;:%@sp Campus Insfruction ~ Maile Bajet

Seating Charts Custom Links and Reports (2)

Student Groups Elementary Report Card
Custom GradesiComments

Class Serve

Post Grades

Assignment Overview

Standardized Test

Reports (Attendance)

Reports (Grade Book)

m

Reports (Planner)

Reports (Roster)

Custom Links and

Reports

1. Click Custom Links and Reports

2. Select Custom Grades/Comments

3. Select Term, Section, Score Type (Lower Case, Upper Case or Sounds)

4. Choose Select All or individually select the Lower Case/Upper Case letters or Sounds you need
to indicate

5. Click Save

Save

T(sl"llm[UWEBiEUﬂS—10#0212015) - S\_eg\“EEQW—E ENG LANG ARTS GR K - Slfonv’:rse.rrf:se -

Custom Grade Entry

Student Lower Case Letters

#1 Aualuloseta, Julsianna I aBs BeHa@e BfEg Hn i B Bk B Bm o Bo Bp Bq By Bs Bt By By Bw By By B,

#2001600125 [ SelectAll [£] Deselect Al

91 Amato, Lowmacc T

#2001600122 [ gelectan [ Deselect Al
91 Aviles, Christian A

#2001600521 [ selectan [ Deselect Al
91 Baniaga, Aries A

#2001600454 [ selectan [ Deselect Al
91 Donner, Maddox C

#2001600547 [ Select Al [Z] Deselect Al
91 Eria, Max E

#2001600232 [] SelectAll [7] Deselect Al

[[a Fp Oc Malle MfCg On B O Dk B Bm Bn Elo Elp Og B Bs Bt By By Blw Clx Oy Fg|

O:0p0c0a0e OrOgOn 00O Ox O Bm Bn 0o Op Hq O, Os Ot Ow Ov Ow Ox Oy B

OalbOp OcBaOe OfOg On 0 O Ok B Bm Bn Oo Op g Ef Os Ot Ouw Ov Ow Ox Cy 02

FaWpBcHaFe Do FnEi @ Hx B Em Bn Fo Ep Hgq ¥ Fs Ft Fu Fv Bw Fx By @F:

Oabp OcDad0e OrOg On Oi @ Ok O Om Bn Eo Hp Oq O Os Ot Ou Oy Ow Ox Oy D2
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Report Card Comments

PATH: Campus Instruction>Custom Links and Reports>Custom Grades/Comments

%ﬁj Campus Instruction = Maile Bajet

~ —

Seating Charts Custom Links and Reports (2)

Student Groups Elementary Report Card
Custom Grades/Comments

Class Serve

Post Grades

Assignment Overview

Standardized Test

Reports (Attendance)

Reports (Grade Book)

m

Reports (Planner)

Reports (Roster)

Custom Links and
Reports

1. Click Custom Links and Reports

2. Select Custom Grades/Comments

3. Select Term

4. Select Section (for comments you will use XZH — Homeroom Course/Section)
5. Select Score Type = Comments

Term Section Score Type -Clear
Q1 (07/29/2015 - 10/02/2015) ~ XZH0091-1 HOMEROOM GR K YR ~ Comments -
Custom Grade Entry

Student Comments C“Ck the paper

icon to view and

91 Student, Grade 1L B X >/ select canned
#2001600654 - comments.

91 Student, Kindergarten 1516 T
#2001600159 @x

Comments can be typed in the box or can use the canned comments option to see a list of pre populated
comments. There is a 2400 character limit in the comments box.
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NOTE: Comments can also be copied and pasted from a Word Document.

Save

Term Section Score Type |:
Q1 (07/29/2015 - 10/02/2015) ~ XZH0091-1 HOMEROOM GR K YR ~ Comments -

Custom Grade Entry

Student Comments
Add Comments for Grade 1 Student (Reading: Literature) x
91 Student, Grade 1L
HL i Enter Codes: (7]
-OR-

91 Student, Kindergarten 1516 T Select Comments:

ELEMO1: Uses class time effectively
ELEMO2: Takes an active part in group/classroom discussions

] ELEMOZ: Shows respect for others by listening to their ideasfopinions =

["] ELEMO4: Produces a variety of options in solving problems or making
decisions —

ELEMO5: Does accurate work; consistently strives to do the best work

ELEMOG: Recognizes quality and can evaluate own work and the work
of others for quality

["1 ELEMOT: Reads and understands various forms of written
communication

[Z1 ELEMOS: Expresses ideas clearly

Update Comment Cancel

6. Click the % icon to enter Canned Comments (2400 character limit in the comment box)
7. Click Update Comment
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Print Report Card (Teacher)

PATH: Campus Instruction>Custom Links and Reports>Elementary Report Card

Following these steps will give Teachers the ability to print their own report cards. The office will also be
able to print report cards, but the path to access is different. See steps for Batch or Individual Print
Report Cards (Office).

Infinite (7" - o et
Campus Campus Instruction = Maile Bajet

ey —
-

Seating Charts Custom Links and Reports (2)

Student Groups
Custom Grades/Comments

Class Serve

Post Grades

Assignment Overview

Standardized Test

Reports (Attendance)

Reports (Grade Book)

m

Reports (Planner)

Reports (Roster)

Custom Links and
Reports

1. Select Custom Links and Reports
2. Select Elementary Report Card
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Hawaii Custom Report Card

This report will batch print the Custom Report Card.

FEETEINEE Grade 16 '@ Kindergarten

‘Which students would you like to include in the report?

Section ¥ZH0091-1 HOMERCOM GR K YR -
Students Student, Grade 1
Student, Kindergarten 15-18

CTRL-click or SHIFT-click to select multiple

Active Only 7

Effective 08/122018 (4] SelectTerm Termi
Date

Print Multiple Mailing Address Print Front/Badk
Print Teacher Comments ¥
Frint Student/Parent Comments [V

Print Next Year Grade Level If blank will print next sequential grade level

Sort Options (g Student Name Grade/Student Name Homeroom Teacher

Generate Report || Submit to Batch

w

Select Report Type (Grade 1-6 or Kindergarten)

a. This determines what GLO’s and Standards will print on the report card.
Select Section or Student(s)
Select Effective Date
Select Term
Choose other options as needed

a. Print Multiple Mailing Addresses (if student(s) has more than one Mailing Address —
dual custody, etc)
Print Front/Back
Print Teacher Comments (prints boxes with the comments entered by teachers)
Print Student/Parent Comments (prints empty boxes for Parent/Student comments)
Print Next Year Grade Level (when checked will automatically print the student’s next
sequential grade level. If it needs to be different, enter the grade level to print in the box)

f. Select Sort Options

8. Click Generate Report

Nooks

Poo0vo
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OFFICE PROCESSES
Grading Window

PATH: Grading & Standards>Grading Window

Opening the Grading Window
Year and Calendar

The first screen of the wizard includes Year and Calendar selection.

Grading Window Wizard

This tool batch edits the Active Mask for Grading Tasks and Standards. The Active Mask is what ds
Calendars from a School Year.

Select School Year
Changing the selected School Year will update the Calendar list below.

20112 -

Select Calendars
CTRL-click and SHIFT-click for multiple

2011-12 Adult Academic Program
2011-12 Creative Play

2011-12 Early Childhood/Cavana
2011-12 ECFE

201112 ESC

2011-12 FAIR School (nen-repor
2011-12 Forest Elementary
2011-12 Highview Alternative P
2011-12 Home School

2011-12 IDDS (non-reporting)
2011-12 Infinite Campus High 5
2011-12 Kindergarten Prep
2011-12 Lakeview Elementary
2011-12 Meadow Lake Elementary
2011-12 Neill Elementary
2011-12 New Hope School

2011-12 Noble Elementary Schoo
201117 Mnn-Atendinm Mon Puk

»

m

Update Active Masks «Back || Mexts

Image 2: Selecting a Year and Calendars

1. Selectthe School Year. Calendars will populate in the list below based on the Year.

10
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2. Select the Calendar(s) for which the Grading Window should be opened.
3. Click Next to proceed to the next screen of the wizard.

Grading Tasks and Standards

The second screen of the wizard lists Grading Tasks and Standards aligned to Courses in the selected
Calendar(s).

Grading Window Wizard

This tool batch edits the Active Mask for Grading Tasks and Standards. The Active Mask is what determines whether teachers can edit students scores for g
number of Calendars from a School Year.

Select the Grading Tasks and Standards for which you'd like the Active Mask changed.

Select Grading Tasks Select Standards

CTRL-click and SHIFT-click for muttiple CTRL-click and SHIFT-click for multiple

Mid-Quarter « | | Addttional Content Areas -
Quarter Health =
Semester *Health '
Exam Physical Education

Final *Physical Education

‘World Languages
“World Languages
Career and Technical Education
*Career and Technical Education
Additional Content Areas
Fing Arts
Visual
Visual (Year End Grade)
Performance
Performance (Year End Grade)
Fine Aris
General Learner Outcomes (GLOs)
GLO 1: Self-Directed Learner
The ability to be responsible for one’s own learning
GLO 2: Community Contributor
The understanding that it is essential for human beings to work to
- GLO 3: Complex Thinker <

Image 3: Selecting Grading Tasks and Standards

1. Select the Grading Tasks and/or Standards for which the Grading Window should be opened.
2. Click Next to proceed to the next screen of the wizard and select specific Terms.

Terms

Users have the option of only opening the Grading Window for the selected Terms.

Select Terms
Choose the Terms that you want to make active for grading.

MNOTE: To turn off grading, leave all checkboxes unchecked.
MOTE: This owerwrites ALL current Active Masks for the calendars and tasks you've selected.

DT&rm1 NOTE: All of these flags default to being unchecked. The display does not
represent the current active mask flags for the calendar(s) and task(zs)

[l Term 2 you've selected.

D Term 3
D Term 4

| Update Active Masks Next »

Image 4: Selecting Terms

1. Mark the checkbox next to the Terms for which the Grading Window should be opened.

11
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2. Click Update Active Masks to open the grading window for the selected items in the selected
terms.

The Active Mask checkboxes for the Terms marked will be selected on the Course's Grading Tasks
and/or Standards.

Any selections made in this wizard will override existing settings. Terms that are not marked in the wizard
will not be changed from their existing setting.

Closing the Grading Window

1. To close the Grading Window for the selected tasks and standards, leave all Term checkboxes
unmarked in the last screen of the wizard.

2. Click Update Active Masks and the grading window will be closed for any Term that is not
checked.

Select Terms
Choose the Terms that you want to make active for grading.

MOTE: To turn off grading, leave all checkboxes unchecked.
MOTE: This overwrites ALL current Active Masks for the calendars and tasks you've selected.

DTerm'I HOTE: All of these flags default to being unchecked. The display does not
D represent the current active mask flags for the calendar|{s) and task(s)
DTE“T'E you've selected.

Term 3

D Term 4

Update Active Masks Next »

12
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Change Posted Grades

Grading By Task (Section)
PATH: Scheduling > Courses > Section > Grading by Task

The Grading by Task tool allows office personnel to enter scores for grading tasks. A list of grading tasks
and standards assigned to the course displays at the top. When selected, scores will be entered for that
task/standard.

XZH0091-1 HOMEROOM GR K YR

Teacher: Bajet, Maile

Section Staff History Roster Aftendance Grading By Task Grading By Student Roster Setup Roster Batch Edit
Save
Q1 - GLO.1: The ability to be responsible for ene's own learning -
Show/Hide Rubric
Fill Grades
Task | Percent | Score | Comments
@1 - GLO.1: The ability te be responsible for one’s own learming - @ x

Select items to i [ | parcent || Score || Comments

Name Percent Score Comments
51 Student, Grade 1 L
#2001600854 + - B X

51 Student, Kindergarten 15-16 T
#2001600159 4 - % x

Section Grading by Task

Enter Individual Scores for Students

Select the Grading Task to assign scores from the dropdown list.
Select the Score for the student from the dropdown list.

Repeat these steps for all students in the section.

Click the Save icon when finished.

el

Mass Enter Scores for Students who do not Currently have Scores

Select the Grading Task to assign scores from the dropdown list.
Enter the Score for the students who do not currently have scores.
Click the Fill Empty button. Scores will be populated for the students.
Click the Save icon when finished.

el e
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Mass Enter Scores for All Student

Select the Grading Task to assign scores from the dropdown list.
Enter the Score for the students who do not currently have scores.
Click the Fill All button. Scores will be populated for the students.
Click the Save icon when finished.

el S

14
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Grading By Student (Section)
PATH: Scheduling > Courses > Section > Grading by Student

The Grading by Student tab allows office staff to enter scores and percents for students in the
selected course section for the selected student.

XZH0091-1 HOMEROOM GR K YR

Teacher: Bajet, Maile

Section Staff History Roster Aftendance Grading By Task Grading By Student
Save
Student, Grade 1 L - #2001600654 -

Task Percent 5core Comments
GLO.1: The ability to be responsible for one's own learning
ShowiHide Rubric

Term Q1 4 -

Merm Q4 1

(GLO.2: The understanding that it is essential for human beings to work together
ShowiHide Rubric

e —

Grading by Student

Enter Scores for Individual Students

1. Select the Student to assign scores to from the dropdown list. A list of grading tasks appears.
2. Select the Score for the student from the dropdown list for each grading task.
3. Click the Save icon when finished.

15
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Upper/Lower Case Letters & Sounds
Grade Entry (Kindergarten Only)

PATH: Index>Grading & Standards>Custom Grades/Comments

Index Search Custom Grades/Comments
- Save
» Attendance '
) Term Sectig
» Schedulin =
g Q1 (07292015 - 1000272015) -~ LCM
» Fees

Custom Grade Entry

m

» (Grading & Standards

Student Lower Ca
Course Masters s

91 Cabatic, Venice Angel U
Auto Grade 2001500002 [ select Al [ Deselectan =~ 2 P
Grading Window o1 Dias, Naile L
' a h
Course Catalogs #2001600504 [ select Al [ Deselect Al
51 Eter, Brandon
Course Group
220015002355 [ select Al [C] Deselect Al &a Mo
Credit Groups 31 lulai, Channing-Snow § Fla B
Custom Grades/Comments 22001600406 || Select Al || Deselect Al 4 b
i

1. Click Grading & Standards

2. Select Custom Grades/Comments

3. Select Term, Section, Score Type (Lower Case, Upper Case or Sounds)

4. Choose Select All or individually select the Lower Case/Upper Case letters or Sounds you need
to indicate

5. Click Save

Save

T(Z"T(DTQQQMS-10!02!2015} - Sf;i’ggg‘l-a ENG LANG ARTS GR K - Slilnvrv:-rryg:se -

Custom Grade Entry

Student Lower Case Letters

71 Alualilosefa, Julisianna M Balbp HeFAaFe BrHgFn B B BB Bm Bn B Fp BB Bs Bt By By Bw B¢ By B2

#2001600125 [ Selectall ] Deselect Al

91 Amato, Lowmacc T

#2001600183 [ Setect Al T Deselect Al
91 Aviles, Christian A

#2001600521 ] SelectAll [l Deselect Al

Dab DcdDe TDg Dn D\DjDkDIDm Dn Dn Dp Dq DrDs DIDU DvaDnyDz

O:000. 090 OrOg@On 0000 Em O @O, Oqg@O,0: @10y Oy Ow Oy Oy B

91 Baniaga, Aries A
#2001600464 ] SelectAll Tl Deselect Al
91 Donner, Maddox C
#2001600547 [ Selectall ] Deselect Al

DEDD DchDe DTDQ DI‘I D\DJDKDIDH‘\ Dn Do Dp Dq Drl:‘s Dt':lu DvaDnyDz

a D cd e fg n \Jklm n 0 p q rs tu vwxyz

91 Eria, Max E
#2001600232 [ select Al T Deselect Al

Dan DchDe DTDg Dn D\DjDkDIDm Dn Dn |:|p Dq DrDs DIDU DvaDnyDz

16
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Report Card Comments

PATH: Index>Grading & Standards>Custom Grades/Comments

= Attendance

» Scheduling

* Fees

» (Grading & Standards

Course Masters

Index Search

Custom Grades/Comments

- Save
Term Secty
I Q1 (07292015 - 10V02/2015) -~ LCM

Custom Grade Entry

i Student Lower Ca

m

91 Cabatic, Venice Angel U
Auto Grade 2001600092 ] select Al [ Deselectan — 2~ ©
Grading Window 91 Dias. Naile L
o 'n ena [ M a b
51 Eter, Brandon
Course Group
#2001800255 [ Select All ] Deselect Al “la @b
Credit Groups 21 lulai, Channing-Snow § Fla B
Custom Grades/Comments 22001600206 [_| Select Al [] Deselect Al 4 b
1. Click Custom Links and Reports
2. Select Custom Grades/Comments
3. Select Term
4. Select Section (for comments you will use XZH — Homeroom Course/Section)
5. Select Score Type = Comments
E Save
Term Section Score Type

Q1 (07/29/2015 - 10/02/2015)

Custom Grade Entry

Student Comments

91 Student, Grade 1L

#2001600654

-

KZH0081-1 HOMEROOM GR K YR ~ Comments =

Click the paper
icon to view and

B X >/ select canned
comments.

91 Student, Kindergarten 1516 T
#2001600159

Br ¥

Comments can be typed in the box or can use the canned comments option to see a list of pre populated

comments. There is a 2400 character limit in the comments box.

17
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Save

Term Section Score Type [
Q1 (07/29/2015 - 10/02/2015) » XZH0091-1 HOMEROOM GR K YR + Comments -

Custom Grade Entry

Student Comments

Add Comments for Grade 1 Student (Reading: Literature) %
91 Student, Grade 1L

Enter Codes: 7]

-OR-
91 Student, Kindergarten 15-16 T Select Comments:

59

ELEMO1: Uses class time effectively

ELEMO2: Takes an active part in group/classroom discussions
[C] ELEMO2: Shows respect for others by listening to their ideasfopinions| =

] ELEMO4: Produces a variety of options in solving problems or making
decisions

ELEMOS: Does accurate work; consistently strives to do the best work

ELEMOG: Recognizes quality and can evaluate own work and the work
of others for quality

"] ELEMOT: Reads and understands various farms of written
communication

[“ ELEMOS Expresses ideas clearly

Update Comment Cancel

8. Click the % icon to enter Canned Comments (no limit other than 2400 character limit in the
comment box)
9. Click Update Comment

18
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Batch or Individual Print Report Cards

PATH: Index>Grading & Standards>Reports>Elementary Report Card

This tool allows the office staff the ability to print report cards by section or by individual student.
(Teachers can print their own report cards via the steps listed in Print Report Card (teacher) section.)

Index Search

Lisa Abarcar
Student Information
Census
Attendance
Scheduling
¥ Grading & Standards
Grading Window
¥ Reports
Grades Report

Elementary Report Card

1. Select Grading & Standards
2. Select Reports
3. Select Elementary Report Card

Hawaii Custom Report Card

This report will katch print the Custom Report Card.

Report T¥PE @) Grage 16 ! Kindergarten

Which students would you like to include in the report?

Ad Hoc Fitter -
OR
Grade All Students [IFS
54
93
g2 h

CTRL-click and SHIFT-click for multiple | Clear
OR

Student ==

Active Only 7

Effective Date 081122016 [Ti| SelectTerm Term1 =
Print Multiple Mailing Address Print Front/Back

Print Teacher Comments ¥/

Print Student/Parent Comments. [+

Print Next “Year Grade Level If blank will print next zequential grade level

Sort Optionz.

9! Student Name Grade/Student Name Homeroom Teacher

1. Select Report Type (Grade 1-6 or Kindergarten)
a. This determines what GLO’s and Standards will print on the report card.

19
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akrwn

Select Section or Student(s)
Select Effective Date

Select Term

Choose other options as needed

a.

Pooo

f.

Print Multiple Mailing Addresses (if student(s) has more than one Mailing Address —
dual custody, etc)

Print Front/Back

Print Teacher Comments (prints boxes with the comments entered by teachers)

Print Student/Parent Comments (prints empty boxes for Parent/Student comments)
Print Next Year Grade Level (when checked will automatically print the student’s next
sequential grade level. If it needs to be different, enter the grade level to print in the box)
Select Sort Options

Click Generate Report
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