Use GRD.450 to manually add & Maintain student mark history
Transcript history is automatically updated at the end of each year (GRD.665) with all/any final marks (passes and failures) that a student achieves while attending any school within the division. It also consists of any/all manual additions that a school makes for marks attained outside the division, from summer school, or from completing other non-course specific activities (eg: Cadets, Piano Honors). 

From GRD.450, you can:

· Review a student's complete mark history (all schools & out-of-district credits)

· Edit final marks and or credits 

· Add additional course completions  eg: Summer School, Cadets, Out of district credits …(no need to add the course to SCH.310 first)

· Delete incorrect transcript lines

· Confirm Ministry course & level information for a student's courses (if applicable)

The transcript is different than your report carding files, ie: each year your report carding information cumulates term marks, work habits, exam marks etc … Finally a final mark is established. Posting to transcript takes a copy of the final marks and creates entries into the student history file … it is this file we rely on at a district and ministry level to report on marks.

The transcript file is NOT annual, ie: it is an accumulation of all history to date. There is NO need to change assignment '89' to previous years to see/view the history. Always look in your current student assignment to review history information.

· NEVER leave yourself in a students’ transcript because no 2 people can be accessing the same students transcript concurrently. If you are leaving the transcript task for length of time, choose to ‘E’nd out of the students transcript! 
[image: image1.png]= £ Session A - [24 x 80]

Fle Edt Iransfer Appearance Communicstion Assist Window Help

|- [5]x]

EE| - @ | = ] =] & =] a
Fitscin| _Copy | Peste | _Send | Reov | Display| Color | _Mep | Fecord| Stop | Py | Guit | Clibrd | Support| ndex

7/10/00 FY 88 DEMONSTRATION SCHOOL DISTRICT 17:35:37 QPADEVD002

565 Maintain Student Transcripts Ref: GRD.4501.01
File Id 000000011 CHRISTOPHER BECKETT MALE Age: 26 Class: 9K
Min#: 999999999 Phone: 257-8122 EENE

cgn DIS SCH YEAR Course Description Grade Credit Req

TOP

_ 1006 030 1980 SCT4  SCIENCE c- ¥ 1.000 of 1.000

2006 023 1980 EN 6 ENGLISH A+ Y 3.000 of 3.000

3006 023 1980 GEO 6 GEOGRAPHY ¢ ¥ 1.000 of 1.000

4006 023 1980 HOMEC HOME EC. A+ Y 1.000 of 1.000

5006 023 1980 LA B ENGLISH Cc- ¥ 1.000 of 1.000

6006 023 1980 CHEM 9 CHEMISTRY A+ Y 1.000 of 1.000

7 006 023 1980 SCI 9 SCIENCE B- Y 1.000 of 1.000

5006 023 1980 BUS 9 BUSINESS B Y 1.000 of 1.000

9006 023 1980 LA 11 ENGLISH B Y 1.000 of 1.000

Z 1D 006 023 1980 ENG4  ENGLISH B+ Y 1.000 of 1.000

Z 11 006 023 1980 LAS  ENGLISH A Y 2.000 of 2.000

Z 12 006 004 1981 1971 - 1974 N of

Z 13 006 004 1983 MATH MARK AN of

o 1987 ECOLE PROVENCHER Y 8.000 of 8.000

Z 15 006 023 1988 ENG100 ENGLISH 100 82 Y 1.000 of 1.000

— 16 006 030 1988 FIN PHO105 PHOTO 105 90 Y 1.000 of 1.000 EL +

LOCATE Valid Commands: A CD L F EX Y




History appears in year/course order, ie: the oldest entries are at the top. If you are adding additional lines, it is important to maintain order. Place an 'A' where you want the course to appear after … you may have to page down through the history to find an appropriate spot!

This initial view shows MOST information about mark history, ie: year, course information, mark achieved, and credit value given. If you request to 'L'ook beside a line or 'A'dd a new line, the entire record is shown which includes additional information like teacher name, accumulated absences and internal comment/notes.
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District & School (Required): Input your District value and:

· Input your own sch# if the course is associated with your school or you need to include this course/mark in the next Ministry transmission

· Input appropriate out of district school number to identify these credits as having occurred outside the district IF marks are not to be transmitted to the ministry (MB only) else enter your school number.

· Input Out of Divn School to override the name on transcript print with the appropriate school if record is from outside of district

· In Manitoba, summer school marks are the responsibility of the home school. Once marks arrive, you need to add these under your school# - in out of division input 'SUMMER SCHOOL - NELSON MAC' as appropriate

Fiscal Year (Required): Input the year that the student completed the course. The right year is as of June 30th. Ie if a student completes the course in January 2007 - year will be 2007

Class (Required): Input the grade level of the student at the time of course completion

Term (Required) : Input appropriate semester or 1 as the system requires something. If this is a summer school mark - indicate term 5.

Teacher(Optional): Input the teacher name

Course/Sec (Optional): If a course is entered in this field, the system confirms that the course is valid in your course definitions. If the course matches a course you have in your master schedule go ahead and indicate a valid course and section . If this course is not offered at your location then DO NOT enter a course ID in this field ... use description and title instead to indicate the course ID and description.

Description (Required): Input description for completed course including both course and level information. This appears on the transcript print and when anyone is looking up the student transcript. Make this description mean everything!

Full Title (Optional): Input full title for course completed. You can use this field to also indicate "out of province" or from what location the student achieved the credit.

MB ONLY: Min#/Level: If this course is identifiable to the Ministry, then input the Ministry course ID in the field provided. If this course MUST be transmitted to the ministry at yearend a valid Min# and Level must be entered along with this year as the FY and your school#.

Graduation Requirement(MANDATORY):  Each district defines valid course types to be used by all schools (eg: MAT - Math, SCI - Science ….). Indicate what type this course satisfies.

Final Grade (Required): Input the final letter or percentage grade given to student. If you have not pre-defined this symbol in your valid grading definitions a warning (not error) will be shown.

Credit attempted (Required): Input the credit value for the course

Credit earned: If the mark is a passing mark, then attempted and earned should be the same value. If a credit was not earned because the student hasn't completed or failed, earned = 0.

Grade Points earned (Optional): Enter the grade point equivalency for the grade (if you use cumulative GPA calculations).

Comment (Optional): Internal notes regarding course. These comments do not print on transcripts. They are useful to comment on where the student achieved his credit.
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You can use GRD.550 to print a student transcript which will include ALL years of marks.  You can print it on plain paper or on letterhead. In order to print a history of student marks complete the screen as follows:

Enter student number
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