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INTRODUCTION
CIMS standard report card allows for topics, marks, comment codes, and narrative.

The Elementary Report Card in comparison to our CIMS standard report carding process allows

for additional features, namely:

a) Within any course/subject a school can define and include marks for additional sub-groups or
learning outcomes within that course. For example — instead of just having a mark for English
— in GRE.205 schools can have within English the overall mark PLUS

ENGLISH A
Reading B+
Writing B+

Oral A

b) Schools can determine what subjects/courses will appear per report card and in what order

c) Marks can be shown in either in numeric/letter format or in scale for a visual indication

d) In addition to topics (per course/section) and comments, schools can also define additional
factors (Student working at different grade level than regular, Adaptations provided) that
teachers can select per student/subject when applicable.

The office is responsible for all setup so that when teachers go to input into the report card all of
the appropriate kids, subjects, columns, and selections appear. Any missing setup means that the
teacher should be contacting the office.

History or all marks and comments will be available from within CIMS. As soon as teachers hit
<Save> for their work — that information is immediately in CIMS and available year and year for
review and analysis.

INITIAL SETUP

Grading setup and definitions are usually one-time definitions and in some cases are setup at the
district level for consistency across the district. There are occasions where additional definitions
need to be added or need to be changed.

GRADE TITLES (GRD.201)
Grade titles are codes that you can use to identify grades or grading terms during the school year.

Up to 24 grade titles can be defined to cover different types of grades for different reporting
periods, i.e. TIM (Term 1 mark), T2M (Term2 mark), FIN (Final Mark).
This option is setup by board office.

Schools can modify the column heading titles that display on the report card.
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=i Segsion A - [24 x 80] [EET]

Eilz  Edt ¥iew Communication  Actions  Window  Help

o | 2| ] | %] [eB| @ @[

8/168/10 FY 05 TAKE TWO INC. 13: 25: 23 QPADEYOOOD
SGS Grade Titles Ref: GRD.201 .11
District 444 School 014 SHERWOOD Year 05
DO NOT change order of grade titles IF GRADES have been entered

NO DUPLICATE grade title names or you will hawve problems
DO NOT adjust titles for new year until September

Report
Title Card Cols Description Final Compute Teach Connect Upload
1 FIN [FINL MARK FINAL MARK hd _ _ _
2 TiM T1 M%K TERM1 MARK _ _ _ _
3 T2M T MA TERM2 MARK _ _ _ _
> =2 A\ - - - -
5 - — — — —
53 _ i |
7 Use these 2 columns to change the column heading text |
s — that appears on the report card. -
10 _ |
11 _ — — — |
12 _ _ _ _ _
ONLY FINAL grades will be posted to the transcript file.
Mode: Change F3=Exit Fd=Index F5=Reset Fl2=Cancel
MAR a 09/019
@ 1902 - Session successfully starked HP Color LaserJet 2500 PCL 6 on DOT4_001
NOTES:

1. The order of the grade titles should NOT (cannot) be changed once the school year has started
and grades have been entered.
2. The first grade title must be for your final grade title.

COMMENT TITLES (GRD.203)

Comment titles are codes that you can use to identify comment holding buckets. Up to 24
comment titles can be defined to cover different reporting periods, i.e. C11 (Term 1 comment 1),
C12 (Term 1 comment 2), C21 (Term 2 comment 1), etc. There should be a bucket to house each
of the different comments from each report card. Re-using a bucket means losing the last report
card data. If it is just narrative that will mean requiring only one comment bucket per reporting
period. The only reason to have multiple comment buckets per reporting period is to
accommodate selecting comment codes.

= Secsion & - [24 x BO]

Eil= E icw  Communical tion  fckions  Window Help

D En | | @] s e | &R @] @

816510 FY 05 TAKE TWO INC. 13: 43: 56 QPADEVOOOD
SGS Comment Titles Ref: GRD.203 .11
District dd4dd4 School 014 SHERWOOD Year 05
Title Description Title Description
1 [E11 REP1 COMMENT1 13
2 ci2 REP1 COMMENTZ2 14
3 c21 REP2 COMMENT1 15
4 c22 REP2 COMMENTZ2 16
5 17
=] is
7 19
8 20
=] 21
10 22
11 23
12 24
Mode: Change F3=Exit FA4=Index F5=Reset Fl2=Cancel
MAR a 07/010

54" 1902 - Session successfully started HP Color LaserJet 2500 PCL 6 on DOT4_001
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GRADE SYMBOLS (GRD.250)

Grade symbols define the different marks/grades that are allowable for entry for your school,
their numeric equivalency AND GPA value, if they are included in GPA calculations and if
credits are earned.

NOTE: In most districts grade symbols are defined/maintained at the district level for consistency
across the district so schools can only view/lookup the grade symbols defined for their school
using GRD.250L.

=¥ Spssion A - [24 x B0] =X

File Edt ¥iew Communica tion Actions Window Help

| (%] (@] =] % & @ &l

8/16/10 FY 05 TAKE TWO INC. 13:45: 01 QPADEVOOOD
SGS Grade Sumbols Ref: GRD.250 .11
District 444 School 014 SHERWOOD
Grade B Alternate symbol !__
Include in GPA? hd
Credit Given? hd
Honor Rol1? hd
Right Justify? N
Grade Numeric
Points Equivalent
Regular 3.0000
Mode: Change F3=Exit Fd4=Index F5=Reset F1l2=Cancel
MA  a 05/044

@ 1902 - Session successfully started HPF Color LaserJet 2500 PCL 6 on DOT4_001

All numeric grade symbols (1-100) should be marked as RIGHT JUSTIFY =Y and all letter
symbols (A, B, F) should be marked as RIGHT JUSTIFY = N.

This setup is fundamental to GPA and averages calculation. If your honor roll calculations appear
off - it will probably be because the grade symbol has not been setup appropriately.

All grades AND all work habit responses (Consistently, Usually, Sometimes, Rarely) must be
defined in GRD.250 else teachers will not be able to record the mark (system will indicate mark
invalid).

SPECIAL GRADE SYMBOLS

NM - this will imply NO MARK indicated at report card print time. If NM is used then the
Subject will print but nothing will print in the mark area and for K-3 no scale will print.
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NR - this implies Not reporting this reporting period and this actual text will appear printed on
the report card rather than just value NR. In scale format the scale will print but blank.

PR — this will produce a message ‘Overall, your child is progressing as expected for a child
within a similar age range’. Scale will not print

NP — this will produce a message “Overall, your child is not progressing as expected for a child
within a similar age range.

SCHEDULING DEFINITIONS (SCH.101)

In order to be able to define subjects (commonly referred to in CIMS as courses) the scheduling
definition periods must be enhanced to accommodate placing the course/sections in either real
periods of your day or fake ones.

= Secsion A - [24 x BO]

File Edit Wiew Communica tion  Actions  window  Help

| | e || | tms || ot m| S| @

8/16/10 FY 05 TAKE TWO INC. 13: 50: 43 QPADEYOOOD
SMS Scheduling Options Ref: SCH.220 .11
District: 444 School: 014 School Year: 05
SEQ PER Begin AM End AM Block Rotation
PM PM DAY S M T W R F
o1 EM 8:30 AM 11:10 PM AM AM AM AM AM __ _ __
02 PM 12:10 PM _2:30 PM PM PM PM PM PM __ —__
03 EN Hil o1 o Hilo] o R - o o .
04 MA 00 _ 0o _ - o o . CAUTION
[0} sc 0o _ oo _ s Computer will
(0] Ss oQ _ oo _ s prohibit any
[odry PE o0 _ (o] o R s re-sequencing
o8 WH oo _ (o] o s of a period
[o}=] - oo _ 0o — after course
10 _ 0o 00 ___ — scheduling is
11 _ oo __ 00 ___ — established.
12 _ 00 _ oo _ - o o .
13 _ 0Q _ 0og _ - o o .
14 _ HiL o] o Hilo] o R - o o .
is _ HiLo 1 o Hilo] o R - o o .
USE ALTERMATE PERIODS FOR RESOURCE ALLOCATOR 7 N
Mode: Change F3=Exit Fa4=Index F5=Reset Fl2=Cancel
07/008

54" 1902 - Session successfully started HP Color Laserdet 2500 PCL & on DOT4_001

In the example above, this school has decided to create fake periods (one per subject) rather than
to map our exactly what periods the teachers may be teaching their subjects and creating real
periods of a day. EN — place all English subjects in period EN.

COURSE DEFINITIONS (SCH.310)

A Course = subject. Courses must be defined per grade level and subject one time. Definitions
will transfer from year to year.

Many of the fields are not necessary (pertain to high school environment).
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File Edit Wew Communication Actions ‘Wwindow  Help

B 2% B @b %% 2 9 @
B Ba

8/16/10 FY 05 TAKE TWO INC. 13:58:18 QPADEYOOOD
SMS Courses Ref: SCH.310 .11
Course EN1 Title INGLISH GR1 District 444 School 01
ACTIVE
Minimum Students required to offer this course: 5 Clear these 2 fields to
Usual number of students per section: 25 inactivate course

Mark for EXAM Term
Automatically generate requests for selected students? N

Include in Conflict Matrix? N
Maintain Course Long Description ? ¥

Grade Level: 1.00 =xx KN = 50
Mode: Change F3=Exit F4=Index F5=Reset F12=Cancel
MR = 04/027

@ 1902 - Session successfully started HF Color LaserJet 2500 PCL 6 on DOT4_001

Course Code: Simple and consistent code which will be used as the key identifier when working
with a student. EN (English) 1 Grade 1

Grade Level: Indicate what grade level of course this subject is for
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=¥ Sacsion & - [24 x B0]

File Edt Yiew Communication Actions Window Help

| | | [ | e[| [P 3| @[
8/16/10 FY 05 TAKE TWO INC. 14:00: 54 QPADEYOOOD
SMS Courses Ref: SCH.310 .12
Course EN1 Title ENGLISH GR1 District 444 School 014

Transcript credit on completion: !
Credit for current period GPA:

Weighting factor (reports only):

Grades are: S Include in:

S = Symbol Honor Roll17? hd

N = Not Used GPA? ¥

ALT GRD.5917? Y
Level: 1
1 - Regular
District Grouping MANDATORY EN Update course reqs with SCH.S05
Satisfies Graduation Requirement in
Mode: Change F3=Exit Fd4=Index F5=Reset F12=Cancel
MAl A 06/036

@ I902 - Session successfully skarted HP Color Laserlet 2500 PCL 6 on DOT4_001

Credit/Weighting: Leave this blank. There are no credit values for courses K-9.

District Grouping: Identify the appropriate district group which should match the subject
definition. Use F4 for selection.

=0 Session 4 - [24 x B0]

File Edt Yew Communication Actions Window Help

2% B b |t &P O @2
8/16/10 FY 05 TAKE TWO INC. 14:04: 14 QPADEYOOOD
SMS Course Catalog Description Ref: SCH.311 .11
District: 444 School: 014
Course EN1 ENGLISH GR1 Credit

Offered during term 1
23 CHAR CUTOFF FOR GRD.511
| LAST CHARACTER PRINTED IS THIS ONE
FULL COURSE TITLE : English Language Arts

*Word wrap text
from field to
field. WEB wil1l
adjust as needed

BC Subject Code
BCeSIS Course Code: [EN--01

Fd=Index Cancel? N

MAl a 18/021

@ 1902 - Session successfully started HP Color LaserJet 2500 PCL 6 on DOT4_001
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Full Course Title: Identify the text that will appear on the report card as Subject title

BCeSIS Course Code: Mandatory in BC

ADDITIONAL FACTOR CODES (GRE.106)

Use these codes per student and subject to be able to highlight outside of comments additional
considerations. Some schools use this to indicate that student is not working at the same grade
level as the regular grade level for this particular subject. Other uses would be to indicate that
adaptations are being made. Schools can define their own factors and teachers will have this
available to them as they are working with each student and subject.

=¥Session A - [24 x 80]

Fils Edit Wew Communication Actions Window Help

8/16/10 FY 05 TAKE TWO INC. 14:14: 13 QPADEVODOD
CANSMS Elem Report Card Additional Factor Codes Ref: GRE.106 .11
District: 444
School: D14
Factor: WAl

Description: Working at Grade 1 Learning Outcomes

Mode: Change F3=Exit F4=Index Fb5=Reset F1l2=Cancel

MAl a 12/030

@ 1902 - Session successfully skarted HP Color Laserlet 2500 PCL 6 on DOT4_001

LEARNING OUTCOMES (GRE.105) *DISTRICT OFFICE

A district can setup their own learning outcomes or additional sub-groupings for subjects using
GRE.105. If schools wish to mark say PhysEd and then provide additional marks/notification for
‘Daily requirements met’ then an outcome definition is needed. If you want to mark English and
then also subgroups of Oral, Reading, Writing without setting up separate course/subjects than
this can be accomplished using GRE.105

This is also where (in the future) the BCeSIS outcome database information could be merged
into.
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=1 Session 4 - [24 x 80] =]

File Edit Wiew Communical tion Actions Window  Help

= By O @ = S s 2R @ e
8716710 FY 05 TAKE TWO INC. 15:12: 10 QPADEVOBOD
DISSMS Course Learning Outcomes BRef: GRE.105 .11

Course EN 00O
Learning Outcome ENOQOO1

Description [Beading

=1 Sassion A - [24 x 80]

Flle Edt View Communication Actions Window Help

B BD 2% BE) @ %k 22 &l el

8/16/10 FY 05 TAKE TWO INC. 15:16: 23 QPADEVOOOD
DISSMS Course Learning Outcomes Ref: GRE.105L.01
Course EN 000 Learning Outcome ENOOO1
LEARNING OUTCOMES ADDITIONAL DESCRIPTIONS|
CMD Description

EGIN
0001.000 This is the additional text for the outcome in
0002.000 case you want to have more than just a little head
0003.000 ing.

Mode: Change

MB. a

=" 1902 - Session successfully started

COMMANDS: A CD L FTHE POSITION: +n,n.n,-n,Roll-up,Roll-douwn

MR = 06/002

6‘] 1902 - Session successfully started HP Color LaserJek 2500 PCL & on DOT4_001

SCHOOL SETUP

Each school must setup teachers, subjects, and master schedule. They must assign subjects to
students (SCH.410) in order for the appropriate students to appear to teachers when they go to
complete a report card. It is not good enough just to have assigned a student to a homeroom:

a) Define master schedule SCH.320

b) Assign students to subjects (SCH.410, SCH.310/SCH.606/SCH.610, SCH.650 (class
oriented) OR SCH.415/SCH.650 (grade oriented)

Dealing strictly with the report card, each school can control and customize their own report card
for each reporting period and grade level.
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a) Use GRE.204 to decide what subjects will appear and in what order on the report card and to
control what mark values are allowed for teachers to input.

b) Use GRE.106 to define what additional factors you may want to use on a report card

c) Define your report card GRE.211

Master Schedule (SCH.320N)

The master schedule creates class lists for teachers by the subjects that they teach. A homeroom
listing is usually fine for a regular teacher that teaches his students all the standard courses, but
the report card needs to know per kid what subjects they are taking with who.

File Edit Wew Communication Actions ‘Wwindow  Help

B 2% B = s 2 8 @l
B BB

8/17/10 FY 05 TAKE TWO INC. 15:50: 53 QPADEVOOOD
CANSMS Master Schedule Ref: SCH.320 .11
District: 444 ENGLISH GR1 School: 014
Course: EN1 Section: __1 Instructor: [HARRLE L BARRS
MAXIMUM Students Preferred: 25 Limit to: Class __ Sex _
Absolute Maximum: 30
Grade: 1
District Flag STU.899: ¥
Block: __ Fee: _ VYw? N Start: _0/00/00 Time:
Comm : N District Group (SCH.310) OTH Stop : _0/00/00 Time:
Length of Course (SCH.310) 1 Terml(s) Class Attendance ATT.904
Taught: Terms Period Room Rolls Taken Flag
EN - EN Y N N
Mode: Change F3=Exit F4=Index F5=Reset F12=Cancel
MR = 04/059

@ 1902 - Session successfully started HF Color LaserJet 2500 PCL 6 on DOT4_001

Course Code: As defined in SCH.310. There can be only a single EN1 English grade 1 course

but if there are two classes of grade 1 — then there will be two entries in the master schedule ...

EN1 Sectionl and section2. Each grouping is different kids potentially taught by same/different
teachers.

Section: Course code and section make this grouping unique. If there is one group section = 1.

Instructor: Input the teacher ID or F4 to view. Use STU.240 to define teachers
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Limit to Class: (Optional) Important if you want CIMS to automatically assign all kids to
appropriate sections and you have segregated your classes (1A, 1B, 1C) then input which
homeroom of students will get this section.

Period: Identify the real period of day that the course is being taught OR if you have setup your
scheduling options with fake periods — indicate the course acronym. Use F4 to list.

Attendance Taken: Indicate attendance taken, ATT.904 as N if you are taking AM/PM
attendance.

Assign students to subjects (SCH.410)

SCH.410 (Course Requests) will provide 95% of the function necessary for you to review and
maintain student information.

= 1 Session A - [24 x 80] =& x|
File Edit Yiew Communication Actions ‘Window Help
B B3 2 | % et 3] @
2/20/06 FY 05 TAKE TWO INC. 10:34:47 QPADEVYODO3
CANSMS Course Requests Ref: SCH.410 .01

Default ADD _2/20/06 *DROP _2/20/06

Requests for courses at School 001 District 444 THIS YEAR

c File ID Include dropped courses? Y
Add Report Card Format ?
Change
Delete Index: 1 ALL Schools? _
Lookup 1 - Last Name
rocess Procgss: 1 2 - Requests by Class
ndex 1 - Schedule 3 - Req by Course/Sec _
nd Reset? N 4 - Req by Course/Sec WAITLIST
Overfill? N 5 - First Name
ALT MatchGrp? N 6 - Students by Tag __
7 - Courses Offered ACTIVE ONLY? ¥
2 - Print Schedule 8 - Study Halls Assigned
Footer Message _ 9 - Grad Requirements _
3 - Print Timetable A - Display Master Schedule
TERM = 1 B - Student Availability
4 - Print Transcript
07/024
[ 127 franz - SesVuccessfuly started |HP Calor LaserJet 2500 PCL & on DOT4_001

In order to access a student record, select to either 'L'ookup (look only) or 'C'hange. If you will
not be editing information ALWAY'S use 'L'ookup. If you DO NOT know the student number
that you wish to edit, with your cursor positioned beside File ID press "F4" to list all students
alpha in your school. 'C' F4
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= ESession A - [24 x 80] HE

File Edit Transfer Appearance Communication  Assist Window Help

B | &y &= | ¥ = B | B e =] @
PrtScm Copy | Paste Send | Recw Dizplay | Color b4 ap Record| Stop Play Gt Clipbrd Index
5/08/00 FY B8 DEMONSTRATION SCHOOL DISTRICT 16:21:08 QPADEVOOOZ
CANSMS Course Requests Ref: SCH.A10 .01
Default ADD _5/08/00 *DROP _5/08/00
Requests for courses at School 030 District 006 THIS YEAR
C File ID Include dropped courses? Y

SMS Index to Students by Name STU.301W.02

Position to: Dist: 006 Schl: 030 Name: SMI! _

Last Name First Name Sch Student

GILBERT WHITLEY 030 19
HIKOCK JAMES 030 i

HILL BREMDA 030 920080
HUXTABLE THEODORE 030
HUXTABLE VANESSA 030
JEHKINS DANNY 030
F1Z2=Cancel Position Cursor to Desired Code

3 - Print Timetable
TERM = 1

10/056

A "pop up" window will appear. Use <tab> to position your cursor at the Name Field. Input the
first portion of the last name you desire, press ENTER.

When you see the student you require, cursor down directly beside the student and press ENTER
to access the record.

= E Session A - [24 x S0]

File E dit Transfer Sppearance Communical bl s ik s o Hels
| 5= | == | - | | sl =) | = = == | 1= | = =
PrtScrm Copu Paste Send Becw Displaw Calar LR 1=} Recaord Stop Plaw LI ik Clipbrd Support Ides
1zZ2-07-~00 F¥ OO0 DEMOMNSTRATIORN SCHOOL DISTRICT o9 :228:41 OQPADEWOOOZ
CATTSS Course Reguests Re £ : SCH . <110 i
De=fault ADD 12 -~07F 00 * DROEP 1207 ~00
Reguest= for courses at Schoaol oz0 District [ =Y THIS YEAR
- Tnclude dryrophbed couirses=s 2 5
=M= Indezx to Students iy NMame ST, Z01% . 02
FPosition to: Dist: o0os Soh 1oz o=0 IMaome - —
La=t IMName Fir=t IName Sch 1 Student® Birthdat
SaBRAHLAMTS ORT CELE D ozs0 = DFO03I-20 F=2Z320
ADAMS ATTDREW oz=z0 - F034 1 10-03-~-31 —
SaDErAs MET T THESY ozs0 = DTFO0I A= 101393
DAIRTI—I LAITRER oz=z0 = F0343 S~1&a-~-30
SLLE BRELL ozs0 S DT 03D =11 1L 1L52
ALLER CORRIE oz=z0 = F0345 2 1532
EF l==_"orice=1 Position Cursolr to Desdiied Code Poy E= ol — N
= — Print Timetaolle
TERM -— a

If you do not see the student name, either your spelling is "off" or the student is NOT registered
in your school. (If it is a feeder student, press ENTER to exit and use 'I'ndex, All schools "Y' and
ENTER to preview all students in the district. (Described below)
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*DROP - Drop Courses rather than "wipe out"

Student Courses are not usually deleted. Use *DROP directly on top of the course ID in order to
retain history, be able to run new add/drop reports, and be able to more effectively assess student
fees.

= E Session A - [24 x 80]
File Edit Transfer Appearance Communicaybn  éssist Window Help

|% o= | = = -&.|-@ @.‘l@h‘l@lﬁl
Cuit Clipbrd Inde=

Prtscrm Copy Paste Send Fl‘ec: Dizplay Color M ap Record Stop Play
5708500 FY 838 DEMONSTRATION SCHOOL DISTRICT 16:46:19 OJPADEVOOOZ
CANSMS Course Requests Ref: SCH.410 .11

File Id 000000041 CHRISTOPHE J. BECKETT-MYERS MALE Age: 26
DEMO SCHOOL Class: 9K ( THIS YEAR ) Phone: 257-8122
REQUESTS FOR SCHOOL vEAR 88 E E E E W B
Homeroom: 9K Min#: 999999999 Scheduled for
Course 3Sec Pype Grad Link Prf Ad Sts Title Per Day Term
1 GEO100 2/ R GEO _ _ _ H D GEOGRAPHY 100 DONNA A *DROPPED
2 x=DROP | =d PED _ _ _ H S8 PHYS ED 105 D HMTUWRF 1 +
3 HIS100 P ELE _ _ _ H S HISTORY 100 A1 MTWRE 1 +
4 STUDY 3 P _ _ _ HN S8 STUuDY HALL DONNA A3 MTUWRF 1 +
5 LA9 Z R _ _ _ N D LANG. ARTS 9 DOMNA Az *DROPPED
6 PHY100 1 | =d . _ _ H s PHYSICS o7 R 1 +
7 DRA105S 1 P ELE _ _ _ H S8 DRAMA 105 05 HMTW F 1 +
8 CHE100 1 R _ _ _ N D CHEMISTRY DONNA 10 *DROPPED
9 ENG100Q 1 =4 ENG _ _ _ HN S ENMGLISH 100 DONNA D TR 1 +
10
i I -
iz 00000 _ - _ _ _ _
i3 0 0 _ - - - - _
14 - _ - - - - _
15 - o
F2=Sch F4=Mas F6=GrP F7=Trn Fl11=Dat F16=Mrk F17=Fam 18=Att 19=Dsp Can N

09/010

ONLY Occasions when NOT to *DROP:
e At new year startup when classes have not started and there is little/no value to know
that the student decided NOT to take this course.
e Once a student has completed a course there is no reason to either *DROP or remove
the course. If the student withdraws from the school, his only *DROPS would be
those classes he will no longer be attending.

It is Critical that all staff understand that it is extremely dangerous to type over existing course

and or section information once reporting card input has begun (anytime after mid September).

e |f a student changes homerooms, *DROP the existing records, add the new sections records at
the bottom.

e If astudent selects a different course in lieu of an existing one, *DROP the existing one - then
add the new course and section at the bottom.

SPECIAL NOTE: If you delete any course/section that has report card information — that
grading information will be lost.

Assign students to subjects — all at once — Grade Oriented

For those schools who use class to mean grade (i.e.: have a grade of 03 in the class field rather
than 3K) the easiest way to automate mass assigning appropriate students to the appropriate
subjects/sections is to:

a) Manually assign one subject/section to each student in the class SCH.415
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b) Use SCH.650 to assign the remainder of subject/sections
¢) Random check a few students to confirm schedules are intact SCH.410

KEEP IN MIND: If there is only 1 group of students per grade level (i.e.: only one group of
grade 3’s, one group of grade 4’s) then you should use the other option “Assign students to
subjects — class oriented”

Assign Students to first subject — SCH.415

Run a homeroom list (STU.998G) or something that has the student number on it. This will make
SCH.415 easy to fill in:

= Session A - [24 x 80] CEEK

File Edit Wew Communication Actions ‘Wwindow  Help

B 2 8 e % 2 3 @

10/13/10 FY 05 TAKE TWO INC. 09: 46: 28 QPADEVOOOG
SCH Class List Maintenance Ref: SCH.415 .11
District 444 School 001 Term 1 Period 01
Teacher Room Class Held 1 Subject ACCOUNTINGL1
DO NOT USE "D"ELETE OR "M"OVE ONCE COURSE HAS STARTED. USE =DROP IN SCH.
CMD File ID Name Course Sec CMD File ID Name Course Sec
A 123456 ENG1 1 A 33456 ENG1 1
A 445667 ENG1 1 A 33333! ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
_ ENG1 1 ENG1 1
More. ..
Valid Commands: A D M F3=Exit F12=Cancel
MR = 09/050

@ 1902 - Session successfully started HF Color LaserJet 2500 PCL 6 on DOT4_001

Use ‘A’ and the student number to assign each student to the appropriate subject/section
grouping.

Press <ENTER> to save your work. Use ‘C’hange again to confirm your students as when you
return into this option it will show you the student names making it easy to check against your
list.
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£ Segsion A - [24 x 80] C)E)X)

File Edit Wew Communication Actions ‘Wwindow  Help

B 2% B = s 2 8 @l
B BB

10/13/10 FY 05 TAKE TWO INC. 09:49: 48 QPADEVOOOG
SCH Class List Maintenance Ref: SCH.415 .11
District 444 School 001 Term 1 Period 01
Teacher D. GRABOWESKI Room 136 Class Held 34 Subject ACCOUNTINGL1
DO NOT USE "D"ELETE OR "M"OVE ONCE COURSE HAS STARTED. USE =DROP IN SCH.
CMD File ID Name Course Sec CMD File ID Name Course Sec
! 9860319 AFINOGENOY, AD AC 101 _ 1 _ 9833513 BOUCK, KX AC 101 _ 1
_ 9861412 AFINOGENOY, AD AC 101 _ 1 _ 9833528 BRYZGALOY, JES AC 101 _ 1
_ 9839116 AFINOGENOV-LAS AC 101 _ 1 _ 9834837 BURROWS, CHAYD AC 101 _ 1
_ 9843521 AFINOGENOY, AL AC 101 _ 1 _ 9830503 CROWE, DANE F. AC 101 _ 1
_ 9839925 AFINOGENOYV, AL AC 101 _ 1 _ 9860345 CROWE, GILLIAN AC 101 _ 1
_ 9836337 AFINOGENOY, EL AC 101 _ 1 _ 9833576 DARBY, DEVIN AC 101 _ 1
_ 9835020 AUBIN, JOLENE AC 101 _ 1 _ 9835002 DICKENSON, KEE AC 101 _ 1
_ 98349832 AUBIN, KYLE AC 101 1 _ 9828670 DICKENSON, SCO AC 101 _ 1
_ 9857376 BERGEVIN, SAMA AC 101 _ 1 _ 9833205 DIMAIO, JAMIE AC 101 _ 1
_ 9847546 BERTUZ2Z2I, AIDE AC 1081 _ 1 _ 9855824 DRAKE, JESSE AC 101 _ 1
_ 9846431 BERTUZZI, STEP AC 101 _ 1 _ 9834894 ESSENSA, MATHE AC 101 1
_ 9835879 BETTS, CHRISTI AC 101 _ 1 _ 9857306 FAHEY, SEAN W. AC 101 _ 1
_ 9833178 BOUCK, AARON AC 101 _ 1 _ 9830504 GOC, JUSTIN A. AC 101 _ 1
_ 9836570 BOUCK, KARLEE AC 101 1 _ 9836348 HOLIK, KAYLI A AC 101 1
More. ..
Valid Commands: A D M F3=Exit F12=Cancel
08/002

@ 1902 - Session successfully started HF Color LaserJet 2500 PCL 6 on DOT4_001

You can correct errors by ‘D’eleting Students or ‘M’oving them to a different section.

Mass assign remaining subjects — SCH.650

Once all students have one of their subjects in place — it is simple to mass assign all remaining
subjects for each group of students using SCH.650

e SCH.650 must be run separately for each group of students.

e You can assign up to 5 subjects at one time and press ENTER to add remaining subjects if
necessary

e A report will be produced. Use OUTQ and #5 to check the results and then #4 delete the
reports from your queue **NO need to print the report(s).
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File Edit Wew Communication Actions ‘Wwindow  Help

B 2% B @b %% 2 9 @
B Ba

10/13/10 FY 05 TAKE TWO INC. 09:53: 07 QPADEVOOOG
SCH Mass Change Course Requests Ref: SCH.GB50P.01
District: 444 xx IF YOU ALLOW ALTERNATE REQS AND DO NOT SPECIFY
School: 001 xx A TYPE ON THE LOCATE SIDE BUT DO PUT ONE ON THE
Print Audit: Y x* CREATE SIDE AND REPLACE THE REQS THEN YOU WILL
Class : _ xx LOSE THE ALTERNATE TYPE ON THOSE REQS
Locate this combination: Create this combination:
Remove Course Ty Sec Tr Grad Link Grades Course Ty Sec Tr Grad Link Grades
N ENG1 R 1 _ _ _ MA1l R 1 _ _ _
- - — - - - sC1 R 1 _ - - -
- — - - - - 351 B 1 __ - - -
- - — - - - PP1 R 1 __ - - -
Grad Graduation Requirement

Link = Linkage code Item.
Grades = Grading information Item.
Ty = Course Type PR C A E.
Tr = Preferred Term.
Grad, Link, & Grades are transferred by matching item numbers.
Any items left blank will not be transferred.
F3=Exit F4=Index F5=Reset F12=Cancel
MR = 13/056

@ 1902 - Session successfully started HF Color LaserJet 2500 PCL 6 on DOT4_001

In the above example:
e Look for any student who has ENG1 Sectionl
e Inaddition to that course/section also give them MAL sectionl, SC1 sectionl .....

Press ENTER and the screen will acknowledge that request and allow you to queue up additional
requests (if you have). Press ENTER a second time to execute your requests.

A report will be generated to confirm who it has changed. Review the report (#5 to view) and
consider deleting that output rather than to print it out (unnecessary paper).

Make sure to check your work. Use SCH.410 and select a student for each of the scenarios
you have mass assigned to confirm that you see the appropriate scheduled courses on that
student.

CONFIRMING YOUR WORK: Use SCH.560 report to confirm the enroliment numbers. The
numbers in the course/sections must match and balance to your homeroom grouping numbers
STU.996.
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Assign students to subjects — all at once — Class Oriented

For those schools who use class to manage the homeroom groupings (i.e.: have class field like 3K
rather than just 03) the easiest way to automate mass assigning appropriate students to the

appropriate subjects/sections is to:

d)
e)
f)

9)

Ensure that your master schedule SCH.320 has all course/sections appropriately limited to

class

Use SCH.310 and SCH.550 (report) to confirm that course definitions are setup appropriately

to auto-generate for all classes

Use SCH.606 to automatically do the work setup in step b). This will put the subject/courses
in all students.
Use SCH.610 in order to automatically fill in the sections for all students based on their class

grouping

KEEP IN MIND: If you have particular subject areas that are random where students are not in
their regular class groupings then you must use SCH.415 for those particular subject areas to be
able to control who gets that particular course/section. Auto-assign should NOT be on for these
types of situations.

Limit Master Schedule to class — SCH.320
Use ‘I’ndex to confirm that all of your subject/sections have been limited to the appropriate group

of students:
ENG1 1 1 AD AD 1A 30 26 26 English 1 K. DOZENKO 099
ENG1 2 1 AD AD 1B 30 25 25 English 1 J. PASTERNAK 099
ENG2 11 AD AD 2A 30 26 26 English 2 A. MICHALCHYSHY 099
ENG3 1 1 AD AD 3A 30 27 27 English 3 S. CARSON 099
ENG3 2 1 AD AD 3B 30 26 26 English 3 S. HATHOUT 099
ENG4 11 AD AD 4A 30 26 26 English 4 B. GAJDA 099

Define courses to auto-generate — SCH.310 and SCH.550
For all courses that need to auto-generate for students SCH.310 must be confirmed. This means:

the auto-generate flag must be set to Y

the classes must be included on the last screen of the definition
Use SCH.550 check for Auto-Generate Y

elemreportcard
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= §Session A - [24 x 80] g@

File Edit Wiew Communication Actions Window Help

B3 2% @5 @ %% 2 8 e

10/13/10 FY 05 TAKE TWO INC. 12:12:39 QPADEVOOOG
SMS Courses Ref: SCH.310 .11
Course EN1 Title ENGLISH GR1 District 444 School 01

ACTIVE
Minimum Students required to offer this course: 5 Clear these 2 fields to
Usual number of students per section: 25 inactivate course

=1 Session A - [24 x 80]

Hu File Edit Wiew Communication Actions ‘Window Help
Inc Bl B 2 @ @) b 2l 8] elel
Mai 10/13/10 FY 05 TAKE TWO INC. 12:14: 28 QPADEVOOOG
SMS Automatic Request Definition Ref: SCH.313 .11
Course EN1 ENGLISH GR1 School D14 District 444
Grea
Mode B 8 - - - - — - - — - - —
R 1B _ - - - -
MR a
@1902-5555\0\ - - - - - - I - - -
R = Required N Tag 0 N Tag 0 N Tag 0 N Tag
E = Elective o] ro ro ro
C = Assigned t t t t
Cancel? N
MR = 09/018

@ 1902 - Session successfully started HP Color LaserJet 2500 PCL 6 on DOT4_001

In the above example - EN1 course will automatically be given to all of the 1A and 1B students.

Auto-Generate Courses — SCH.606

Use this option once you have confirmed that SCH.310 has been setup for auto-generate. It is not
dangerous to run the option more than once as a student will not receive the same course more
than once!

No questions are asked. The prompt screen reminds you to check SCH.550 report first so that you
are fully aware of what courses will be generated.

REMINDER: Use SCH.410 to random check some students to confirm that the system has done
what you are expecting. You will see appropriate courses filled in BUT NO SECTION.
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Mass Schedule all students into sections — SCH.610

Once students have the subjects in place — the purpose of SCH.610 is to automatically assign
section numbers according to the rules setup in the master schedule (SCH.320).

= 1Session B - [ 24 x 80]

File Edit Wiew Communication Actions Window Help

BB A% 20 =@ % 2L 2 @

10/13/10 FY ©5 TAKE TWO INC. 12:%7:31 QPADEVOO1X
SCH Automatic Student Scheduling Refy SCH.610P.01

Scheduling for District: Iﬂﬂ School: 001

##% Run SCH.901 to ensure course req class is corrdct ##
## Run SCH.B1B to backup course requests before pun **

PRE-SORT students prior to scheduling run? N

Do you want to RESET any prior scheduling?

-

Only Term: _

Allow Courses to FILL beyond absolute max?

1=

[

Try ALL possible combinations (if needed)?

MONITOR scheduling progress by student?

1=

Use Alternate Match Group Numbers?

1=

SCHOOL YEAR BEING PROCESSED IS [ol:¥guls

F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N

@ 1902 - Session successfully started HP Color LaserJet 2500 PCL 6 on DOT4_001

|MHI b 04/035

e Cancel is automatically defaulted to Y ... You must change this to N else your operation
does not run

e RESET Y/N is important to understand. If RESET = N it will not change any scheduled
students. It will look to complete section numbers for anyone that has not already been done.
RESET Y will clear all previous scheduling and then do it all over again. If you had
previously defined things incorrectly and need to undo and re-do that is a perfect reason for
RESET=Y.

CONFIRMING YOUR WORK: Use SCH.560 report to confirm the enroliment numbers. The
numbers in the course/sections must match and balance to your homeroom grouping numbers
STU.996.
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What to do when a student changes homerooms
When a student changes homerooms there are now report card considerations!

a) If report card process for the year has not begun — you can simply overwrite the section
number(s) to move the kid from the one group of courses to the appropriate new grouping.

b) If report cards have been issued — then it is critical that the original courses be *DROPPED
and the new course/sections be added Failure to do so means you will have no access to the
report card information that already exists.

What to do when a student withdraws from School

If report card information has been inputted for a student it is important that this information not
get “lost” or deleted upon the student withdrawing. The withdrawal process should occur as
normal — do not go into SCH.410 and delete any course/sections for the student. You can *DROP
the courses but we recommend that you just leave the course/sections intact for the student.

Report Card Setup

Report Card definitions carry from year to year. The purpose of these setup items are to:

a) GRE.204 - for each reporting period identify what subjects are to be included on this report
card and in what order. You can also control allowable mark values per subject.

b) GRE.205 - for each reporting period determine what outcomes will be reported per subject

¢) GRE.211 - for each reporting period set the global parameters for the report card (title,
whether to include attendance or not and for what date range, whether to use grade symbols
or scale, whether to show next year placement or not, what mark values to show, etc.)

CRITICAL: At the beginning of each reporting period — all of these items MUST be reviewed to
ensure that the teachers will be shown the appropriate information and grading buckets.

Determine what Subjects will be on report card and what order — GRE.204

Each school will have their own preferences as to what subjects they will be marking during this
reporting period and what order the subjects should appear.

1. We recommend that the order of the
courses appear the same for all
reporting periods in the year else
parents may get confused.

2. If you are showing marks for all
reporting periods accumulating then
all reporting periods should include
all courses and in the same order.

elemreportcard

Eie Bt v Gomeieicetion: dichone” ot
B | ] ] s o] B @@

Dist/Sch: 444 014 Format: R21 Grade: 03

[ELEM REPORT CARD COURSE SELECT/PRINT
CHD ree _______________ Grads Tableg
BEGIN

0001.000 MA3 MATH GR3 NUM NUM NUM
0002.000 EN3 ENGLISH GR3 LTR LTR NUM
0003,000 FRA3 FINE ARTS 3 WH WH WH

COMMANDS: RC DL FTHE POSITION: #n.n.n,-n,Rell-up,Roll-down

08/002

25" 102 - Sonmon soeuituby stated 8 Color Lmvor et 52500 PEL 6 on BOTH_ 01
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Notice that per subject and per reporting period (grade title) you can limit what mark values may
be inputted by the teacher. You have all possible grade symbols defined in GRD.250 but by using
additional grade tables you can ensure that certain subjects receive certain things (e.g.: Only
allow G,S,N in work habits so teachers don’t select A,B,C). Use GRD.270H to create a few
grade tables — NUM (numbers only), WH (just G,S,N), LTR (Letters only) ....

Determine what outcomes per Subject will be on report card — GRE.205

Each school will have their own preferences as to what subject outcomes they will be marking
during this reporting period.

1. If you are showing outcome marks for all reporting periods accumulating then all reporting
periods should include all courses and outcomes.

on B - [24 x 80]

10/13/10 FY 05 TAKE TWO INC. 15:28: 56 QPADEVOO1X
CANSMS ELEM Master Sched Rep Card Learning Outcomes Ref: GRE.205L.01
Schl: 444 014 SHERWOOD ELEMENTARY SCHOOL Report Card: R1
Course: EN1 1 ENGLISH GR1

CMD [ofeT=1-] Description Table
BEGIN

0001.008 READ Reading
0EE2.008 WRITE Writing

COMMANDS: AR C DL FTHE POSITION: +n.n.n,-n,Roll-up,Roll-down

MA b 07/002
00

=89 1902 - Session success! Fully storte d HP Color Laserdst 2500 PCL 6 on DOT4_001

Define Report Card — GRE.211
The Report card format sets the global parameters for each reporting period. This will allow the

=¥ Session # - [24 x 80] [NENET]
Elle Edit Wiew Communi ication  Actions  Window  Help
| i B BE w8 ] &2 @] @le
10/13/10 F¥Y 05 TAKE TWO INC. 15: 30: 55 QPADEVOOOG
CANSMS ELEM Report Card Formats Ref: GRE.211 .11
District 444 School 014 Report Card: R1
Overlay REPO14 Description: FIRST REPORTING PERIOD SEP 6/0CT 23
Teacher Connect Y/N/L: ¥
Print? Parent Connect Y/N: N
hd Education Plan Indicator
hd ESL/EAL Indicator
hd Next Year Placement Y/N/G
N Scale Format
N Outstanding Fees * D = DETAIL ASSESSMENT/PAYMENT
Absence Totals Include Absences unexcused [(AU) Y
Absences excused [AE) Y
School excused [EX) N
Mode: Change F3=Exit F4=Index F5=Reset F1l2=Cancel
MAR a 05/020

37 [1902 - Session successfully started HP Color Laserlet 2500 PCL 6 on DOT4_001
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schools additional flexibility in including overlays, requesting attendance etc.

Overlay: If you are printing on plain paper but want an image (logo, watermarks etc.) to be
rendered onto the report card on plain paper then Take Two can take your word document image
and integrate it with the report card at printing time.

Teacher/Parent Connect: Indicate Y when you are ready to show the report card results to Parent
Connect. Indicate Y when you are ready for teachers to be working on this report card and
change to L once you no longer want teachers to be able to edit that reporting period.

Print Options: These Y/N items allow you to include additional already existing CIMS
information on the report card such as whether the student has been flagged IEP/AEP, whether
student has been marked ESL/EAL etc.

Attendance: Indicate what absence types you wish to include in the attendance summary values
on the report card.

Scale Format: Y means that instead of showing numeric/alpha values that a scale bar will be used
instead for the K-3 grade levels only.

=8 Session A - [24 x 80]

File Edit view Communication Actions ‘Window Help

| o @[ ] | & @ &le

7/15/11 FY 05 TAKE TWO INC. 15:21:51 QPADEVOOOC
CANSMS ELEM Report Card Formats Ref: GRE.211 .12
Report Card: R21 REPORT CARD 2 Applicable only for K-3 and only if scale has

been chosen Y.
Absence Date Range: WO/00/00 Thru: _0/00/00

Print:
Grade titles: TiM T2M FIN
Allow Changes to Grades: N Y, r s s s
2

Grade title for Scale: T
Comment titles: [

Additional Factors Title: ADDITIONAL FACTORS

Suppress Topic if Student has an Additional Factor? ¥

Mode: Change F3=Exit F4=Index F5=Reset Fl1l2=Cancel

MAl a 06/022

(53" 1902 - Session successfully started HP Color LaserJet 2500 PCL & on DOT4_001

No need to create separate formats for K-3 versus 4-6. Logic is written into the program so
that scale Y will apply only for course grade levels K-3.

Use Allow changes to grades to control which grade titles you will allow teachers to edit for this
reporting period. You may choose to show T1, T2 and FIN but not want any T1 marks changed
in the final reporting period.
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Print Grade Titles: Indicate what reporting marks should be included on this report card. In
report period 1 it would only be T1 .. but by the end of the year that report card format may
include T1,T2,T3,T4,FIN ....

Print Comment Titles: Indicate what comments you wish to include on this report card. If you are
only wanting comments from the existing reporting period your comment code should match
your reporting period (C11 — Rep period 1, C41 — reporting period 4)

Additional Factors Title: This is the title that will precede the additional factor(s) that teachers
may assign to specific students and courses.

Suppress Topic if Student has an Additional Factor: Topics typically indicate what work is being
done in the classroom for this reporting period. If you use factors to identify students working at
a different grade level or on an adapted program — you may not want the standard class topic to
print for these particular students.
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Sample Screen — What Report Card input looks like

The Teacher can input report card two different ways:
a) Deal per student and fill-in all of the subject marks, narrative for that student all subjects
b) Deal per subject area and work only on that subject with the whole class of students

Select Grades and Report Card

File Edit ‘ew Favorites Tools Help

]

'l,r

bt )

StudentList | Attendance || Discipline | Fees | Grades | Download | Send.Msg | Display.Msg f Calendar | Pas:

Select Subject to add topic information
for that subject AND to be able to see
and edit marks and narrative by subject

BARRLE DIV05

TC-0003  |Attertion Teachers - Staff meeting is on F?at 300 - evevery

Report Card Format | FIRST REPORTING PERIOD SEF B/OCT 23 b

Pl

Subject |EN1 1 - English Language Arts V|

Subject Topic

This is in colour. We are appreciating Kim effort and will for sure t.{st, EKim again and
will test colour again.

y [JSave Report Card to £
i (Repor Card Format Reg

>
check®

Change \
- . Ignore ¥
[Cinclude Withdrawn Students [COtdake Changes to Grades and Narrative 5 9
1
Horme A T1 TZ FIML
Select Room First Mame Last Mame Class MARK MARK Magk C12 Factor CutComes
owerall, your child iz not
Connor is doing very well in English  progressing as 111212
DIvosS COMMOR ALUBIN o1 24 4 ME and understands all of the concepts  espectedWorking at
q A 141516
far this term, Grade 1 Learning
Qutcomes
DIVOS DANIEL BRIND'4MOUR @2 7@ g g CoOMmEnEs i o sel G5N
student has been in this class,
DIvOS MACKEMZIE CROWE oz ioo A I Student three
DIv0s ZAHA DESROCHERS oz Zaha fully understands the concepts
This iz a test of easy antry whera I
just cormment on ry stuff and expect
e BRG] RS e em o b as an end userfor everything to line Av3
>
&] Dore  Internet

a) Select the appropriateeporting period — Report Card Format

b) (Optional) If you want towork with a particular subject or define a topic for it then select to

limit to subject. Otherwise th
cards for students.
c) Use <Select> to work with the report card for an individual student

IS no reason to filter to subject when working on report

<PRINT> will print the report cards for everyone in the homeroom

<click on> Save Report Card to Student Folder and then <PRINT> - the report cards will be

presented in Adobe and at the same time an electronic copy of each report card will be posted to

each student folder.

Select a Subject, Edit Subject Topic and <SAVE> in order to add topic content onto each
student’s report card for the subject content.

<Include Withdrawn Students> Use this checkmark to show students who had
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Editing Marks and Comments per Student

<A CIMS Teacher, Connect - Student Report Card - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help O Back ~ > ] Iﬂ IELI ;\J /.- ) Search ‘J'/ Fawat VieW PreVious efi Ied report Cards
E——— and/or attachments.

Back to Student List || Logout

3ARRLE DIv05

Repart Card Format FIRST REFORT A
To the Parent/Guardian of: FIRST REFORT 1
BRINDAMOUR, DANIEL J. (9860892 ) .....Class 02 T
333 MAIN STREET Date: Friday, August 19,2011 ... HrmRrn D05
DOG RIVER 5K S0K4W4 Perdt 000000000 ... Teacher L BARRS FitﬁSI REPtORTI PERICD SEF &/
attachmen
" []Save Report Card to FDF Only Attach FIRST REPORTING FERIOD SEP &/
) Studon Folde
{(Uncheck after Print) Attachment |:| attach 1
- ach 1%
| Resolve %name %he %He %him %Him %his %His l Description
COURSE TiIM T2M FIN
1z
WORK HAB GR2 20 21 22 Learning Cutco
In this semester we covered: M Completes assig) Outcomes
1. How to work nicely with others. ¥ou should always consider how the point form will w

Displays attentive behaviour T

. Displays neat work and work
el 3 (S >

Displays respect towards aduls |5
I am pleased with Daniel's progress. He should look for ways to challenge himself.

Displ bilit: d
1. Pay wore attention in class so that as I am going through exercises Daniel is in';:pae':‘j::izons‘ fiey an G
understanding and guestioning at that time.
2. It is critieal that you keep going and/but pay attention to the spacing. Student on an Individualized Flan
3. Attend class regularly.
i Mo Factor Selected Factors
R 1
English Language Arts 4 ] 5 Learning Cutcame Tim
Thi=s is the topic portion of English 2. In this period we didn't do much. It was sunny out Reading
and we spent most of the term smelling flowers.
Wlriting G
m ~| |Chanae| |lanore Speaking G n
< >
€] Done & Internst

Each Subject (Course/section) has its own grades, subgroups or outcomes, factors, and narrative.

e Grades: Input an appropriate grade value in the bucket(s) available to you. For previous
grading periods the office chooses to allow/disallow teachers to update previous term marks.
There is no pulldown list for allowed marks. If an incorrect grade is inputted an error message
will appear once <save> is pressed and the mark will clear.

e Outcomes: Input appropriate grade values into the outcome buckets. Invalid entries will clear
when <Save> is pressed — watch for error message on save

e Factors: Use pulldown to select appropriate factor(s) for this student and subject.

e Narrative: Input as much information as necessary for this student. You can copy, paste from
other students, use point form, and use spellcheck. There is no possibility to change font, size,
or bold.

The optional Topic shown is from the previous screen where a teacher can add topic information
per course and per grading period.

<SAVE> is critical. No work is updated until Save is clicked. The user upon every <SAVE>
should review the message box to confirm there were no errors or invalid mark messages. There
are several <Save> boxes only for convenience to save frequently and be at a position convenient
to you. You do not have to save at each subject or press any particular save ... they all do the
same single task, i.e.: to save your entire page.
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Student Report Card can be printed from this screen

E-File Report Card

Student Report Cards can be e-filed to the student folder for online access by the office or from
within ParentConnect. (click on efile — then ask to <PRINT>). EFiling timing is important as

you should eFile once all changes have been done and when you are ready to let others see the

completed report card.

You can Re-Efile — the new copy will overwrite the previous copy.

You can e-File per student or from the main view of the whole class if you choose to <Print> and
<eFile> it will do it for the whole class at once.

Attach Supporting Documents

Use the <Browse> and <ATTACH> in order to save additional document(s) with a student report
card. Note that the attachment is independent. It will not automatically print when a report card is
printed. It is saved as a separate document in the report card listings.

A CIMS Teacher Connect - Student Report Card - Microsoft Internet E... E][E|Pg|

¥» »
File Edit Yiew Favorites  Took Gﬁack - EESHEQ"Z E 5} '1,

FIRST REFORT 1 -
[ 9BE03Y2 ) ... .Class 02

4 View Report Card
Date: Friday, August 19, 2011 ... HmFm D05

FPen# 000000000 ... Teacher L BARRES FLRS-II REFLORTING FE
attachmen
FOF Only FIRST REPORTING PE
Attachment
Description | Attach 1% v
¥ >
&] & Internet

1. Browse for the appropriate document

2. Provide a meaningful description

3. Select the attachment# (Can attach up to 5 documents per report card period)
4. Press <ATTACH>

Editing Marks and Comments all at once — By Subject

If you:
a) select a Subject on the main student list
b) Select to <Make changes to grades and narrative>
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All students from your homeroom will appear on the list where you can ‘en mass’ change factors,
outcomes, marks and narrative.

CAREFUL.: Students in the homeroom that do not have this course will appear in blue.

TOP PORTION of View: Is all Subject and Topic Related. You can edit the subject topic, use
SpellCheck, and <Save>

A http://192.168.0.30 - CIMS Teacher Connect - Report Cand List - Microsoft Internet Exploren
2 : a — n - »
© File Edit Wew Favorites Tools  Help e Back ~ \_) Iﬂ Iﬁ lj P ) Search ‘i‘\'( Favorites @3 @ Snagit E = '.".

TAKE  Teacher Co
TWO

P
Powered by CIMS = "=

l StudentL ist I Attendance I Discipline I Fees I Grades I Download I Send.Msg I Display.Msg I Calendar I PassWord I Help I L ogout _ 0

BARRLE DIV05 TC-0003  |Attention Teachers - Staff meeting is on Friday at 3:00 - eveverybody MUST sttend
Report Card Format | FIRST REPORT | *Marrative Saved -Invalid Grade Nat PTL__E-.-. L1 Save Report Card to &
Saved *Grade(s) Saved *OutCpme(s) L (Report Card Format Regr
Subject ENT : 1 - English Language Ars w| Saved
Subject Tapic J | . e | K P"u!t‘b" [“]Print Narrative

English This is the topic portion of English 2. In this period we didn't do wmuch. It was spe"
sunny out and we spent most of the term smelling flowers. This is the Topic to save and h %‘
sgpellcheck. Make sure to disallow the tsh chec
| Change \
Cinclude Withdrawn Students - Subject Required [“Itake Changes to Grades and Narrative lgnore ¥

AdtoFill Column  [00:Nene  v| AutoFilMark | | I Chack to Fil Mark e
| Resol\)Q Yname %he %He %him %Him 2
1
Home _. Ti T2 FIML TiM TiM  TiM )
Select - First Mame LastMame Class MARK MARK MARK Factorl Factor2 READ WRITE ORAL Marrative

Hake sure e comments show
And will bhraak but not rab

DIYOS CONNOR  AUBIN o1 |DVER2 Crverall, your oh | | AT “Working 2t Grade 1 v\

DIVOS DANIEL BRIND'AMOUR 02 l:ll"No Factor || Mo Factor v \l:l
W
< |

&] Dore ] Intern%(

|

Select to ‘Make Changes to Grades’ in order to be able to edit all content.

Choosing to <SAVE> is critical as all work will be lost without choosing <SAVE>. Upon
pressing <SAVE> look to the top message area for any errors as they will be identified in RED

Auto-Fill Mark or Outcome for all students in the subject

Use the Auto-Fill Column in order to mass fill a mark or outcome to all students.
1. Select which column you wish to fill

2. Indicate a Mark Value

3. Select the “‘Check to Fill Mark” in order to complete the request

4. <SAVE>
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Print Options

From the Class View there are 2 print options
e Print Report Cards for all students in the classroom
e Print Checklist for Report Card and an option to include narrative on that checklist

SAMPLE REPORT CARD

File Edt View Document Tools

Er—

BX Elementary School
5849 Silver Star Road, Vernon, BC
Phome: 230 542 4013 Fax: 250 345 1726
hitp: b sd 22 be.ca BN Weleome himl
‘Blazing Trails since 1962"

FIRST REFORTING FERIOD SEE 6/0CT 23
BRIND'AMOUR, DANIEL J. { 9ss0es2 | class o2
1333 MAIN STREET Date: NOV18/10 HmRm DIVOS
DOG RIVER EK  SOK 4Vd MIN: D SCHIORN

ATTENDANCE Ssp Oct HNov Dec Jan Feb Mar Apr May Jun

Zbsent 0 .0 .0 .0 .0 . .0 .0 .0 .0
Late ¢ o o o o o o ©o o o
we -
SUBJECT TL T2 PINL
MARK MARK MARK
e -
WORK HAB GR2 1oz 2

Completes assignments cntime

Displays attentive behaviour

Displays neat work and work area
Displays respect towards adults
Displays responeibility and independence
Displays respect towards peers
Participates in class and activities

Hwnaansa
HEamnamn
ZEmEnng

EXTRA STUFF TC CONSIDER:
Student on an Individualized Plan

I am pleased with Daniel's progress. He should lock for ways to challenge himself.

English Language Arts 4 s &
This is the topic portion of Emglish 2. In this period we didn't do much. Tt was sunny out
and we spent most of the term smelling flowsrs.

Readipg

L2 13 BARRLE[2].PDF - Adobe Reader
Spaak!

Elle Edit Wew Document Toals ‘Window Help

- Eay - Pl

Student on an Individualized Plan
Adaptations Provided

I am satisfied with Connor's effort this term. He could use some work on following
instruction and respecting adults.

Not Yet
. Mesting Approaching  Meeting Exceeding
English Language Arts \ | [rwwwwwwns] |
Reading 11 12
Writing 13 14
Scale Y Option oral Language 15 16

for K-3
reporting

EXTRA STUFF TO CONSIDER:
Adaptations Provided
Working at Grade 1 Learning Cutcomes

Connor is doing very well in English and understands all of the concepts for this term.

Not Yet
. Meeting Approaching  Meeting Exceedi
Mathematics Grade 1 [ [ [ P

(CONTINUED ON NEXT PAGCE)
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The checklist is an excellent report to double-check your work by subject area.

#8 BARRLE[1].PDF - Adobe Acrobat CEEX
®

File Edit Wiew Document Comments Forms Tools Advanced  Window  Help

? Create ~ @ Combine * %i] Collaborate - Ia Secure ¥ f Sign ~ |§| Farms = /_? Comment =
OB P &0z KO &K @8[] S (G [ |

____________________________________________________________________________________________________________________________________ Y
School 014 FIRST REPCRT L BRHRS
Course EN1 ENGLISH GR1
Section 1 TERM
Number  Student TIM T2M FIN COMMENTS
TOPICS
English This is the topic portion of English 2. In this period we didn't do much. It was W
sunny out and we spent most of the term smelling flowers. This is the Topic to save and
spellcheck. Make sure to disallow the tab
9858003 AITKEN, JORDE M. P
9858027 ARNOTT, HANNAH V. 100 .
ORAL
RERD
WRITE PR
9854813 AUBIN, CONNOR 95 90 91 . .
Make sure the comments show
And will break but not rab
ORAL G B0 ME
READ N B EX
WRITE S5 N EX
9860892 BRIND'AMOUR, DANIEL J. G99 A .
ORAL G .
READ N
WRITE PN
9855001 CROWE, MACKENZIE M. 8 . .. ..
&Name has done really well this term. %He understands the concepts and %his skill set is
adequate.
ORAL G
READ N 2
JrIms

Thoughts at Narrative

1. You should consider creating a narrative bank in word. You can keep this in the background
and appropriately copy/paste comments from word directly to the report card

2. Reminder that narrative comments can resolve so consider this in creating your
comment/narrative bank.

%name

%he to resolve he or she

%He to resolve He or She (sentence start)

%him to resolve him or her

%Him to resolve Him or Her (sentence start)

%his  to resolve his or her

%His to resolve His or Her (sentence start)

Troubleshooting — Scale not Printing for K-3 Student

The report card format GRE.211 indicates what column should be used to print scale. If a mark
has not been entered in that grading bucket — scale will not print.
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If it is say Report Card 2 ... and you print a report and for a student notice for say one subject
that the scale is not printing. This means that for this particular subject — a mark has not been
entered in the T2 bucket. If there is a mark in T1 — it will appear but not in scale format.

Subject Level Teachers Inputting their marks/comments

For some subject areas the regular homeroom teachers is not the teacher hence someone else
needs access to the report card for that subject area.

Providing the office has indicated the appropriate teacherlID in the master schedule these teachers
can access report card at a subject level.

2 CIMS Teacher Connect - Teacher, Master Schedule - Microsoft Internet Explorer

s : » ) e
: Fle Edt view Favortes Tools Help eaa(k A > \ﬂ @ ,h fJSEar(h '\_:_Wt(FaantEs ‘E‘} :@5"-39& B = _:",'—

 Address ‘@ http:jf192.168.0.30/schoolconnect | TeacherMaster  aspx

& Tw/0 Teacher Co
MyCourses I All My Students I Download H Snd.Msg H Dsp.Msy I Catalogue H Mast.Schd I Reports I Calendar H PassWord H Access H Help H Bulletin I Logout -
TC-0001 ‘ ‘
@ Sort by Term/Course
ERICRU 1 Re 2
Select Term Freshl' C Sort by Term/Black/Course
1
Attend

Student Toke mcefoUTSe  Section  SubjectName i Block  Period  Days Room 5::.:3 d St

' Attend [JEnz 1 ENGLISH GR3 1 EN MTWRF Mo 3

' Attend [lENd 1 ENGLISH GR4 1 EN MTWRF Mo 5

. Attend [IFaz 1 FINE ARTS 3 1 WH MTWRF Mo 3

. Attend [{mas 1 MATH GR3 1 Ma MTWRF Mo 3

. Attend [{maq 1 MATH GR4 1 Ma MTWRF Mo 4

At M CIMS Teacher Connect - Report Card|List - Microsoft Internet Explorern |L”-E|E|
L L " 5 N pas - E3E

.. . AIIEE File Edit Wiew Favorites Tools Help @ Back * () |ﬂ @ (gl ) search ¢ Favories &3 B snaoit B i "'l
Afte * Address ‘@ http: /192, 168.0. 30/schoolconnect [HomeRoomRepList . aspix v| Go
L L

[List JI[ Atte -
mex] TAKE  Teacher Connet N

List | Atte E T

! L TWO Powered by CIMS E

&] pone StudentList ' Attendance H Discipline H Fees F Grades || Download || Send.Msg H Display.Msyg H Calendar H PassWord ' Help H Logout _
— - Transcript Grades
ERICRU Tc.oong |4 - Repertcard 2eting is on Friday at 3:00 - eveverybody MUST attend
- 1704 Achievement K-3
Report Card Format | FIRST REPORT ~|
Subject EM3: 1 - 4 i
Subject Topic ! | | Pr!‘g-t.% Print Marrative
==

Spell
check®
| Change

[Jinclude Withdrawn Students - Subject Required [¥IMake Changes to Grades and Marralive % lgnore V¥
Auto Fill Column Adto Fil Mark || [JCheck to Fill Mark

| Resolve %name %he %He %him %Him 3
1

Selact M2 Bice ama Last Mame Clas I e
Room

T1 .
 MARK MARK MARK T25%rL Factorz Narrative

CARGLIME CHAPMAN 03 |"No Factar ~ || Mo Fastor ~|

——i——i——

£

<

|

] http:j{192.168.0.30/schonlcannectfHomeRoomR epList. st @ Internet
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OFFICE Considerations and Reporting

Reporting
1. Consider GRE.5XX to print off per subject by teacher class listings of marks and comments.

2. Consider GRD.558 for more specific reporting on marks only (not comments)

e Students with specific marks (everything incomplete, all the A+’s ....)
e Students with missing marks
e Mark summary by Teacher/Subject

3. Consider GRE.511 to print report cards from the office. Important to note that attachments
will not print with the report cards.

4. Use GRD.292 (create format) and GRD.590 to prepare a mark spreadsheet of students by
homeroom all subjects and marks on a single row.

Auto-Filling Mark Values

GRE.866: The Office can autofill a value for an outcome. In occasions like physical education
where RM-requirements met is common, you can choose to mass fill this for all students meaning
the teacher only has to edit those few that do not meet requirements rather than inputting a value
for all student manually. Each teacher also has an autofill option in their own course/section.

GRD.864: The Office can autofill a grade value or term mark automatically.
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