Report Cards- Secondary
Printing/Publishing report cards for the entire school
a. Enter the school message to appear on all report cards:

e School Top Tab>Setup Side Tab>Preferences Leaf>Category Drop Down>Grade
e Type in the message to appear on the report card. This may be customized for each term.
e C(lick Save
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b. Comment Bank

If a school is intending to use only a school comment bank, comments can be created, edited and
deleted directly within the school comment bank. Teachers will see the school comment bank and
can add their comments to the school comment bank. It is important to note that comments added
to the school comment bank by an individual teacher are scoped to that teacher and are not visible
to other teacher users.

e School view
e C(Click on the Admin top tab.
e Select the Comments side tab.
e If a school comment bank has been converted, it is visible here. Click the blue hyperlink on
the name and the comments entries are displayed.
e C(Click on the icon and change the filter to All Records.
See Appendix A of this document for details on editing school comment banks.

c. Run the Grade Post Verification Report
This will indicate which teachers have and have not posted marks to the office.

e Grades Top Tab>Grade Input Side Tab>Reports Drop Down Menu>Grade Post Verification
e Select the term

e Select Post Type

o Exclude Empty will not produce reports for classes without students enrolled



e Choose the sort order
e Click Run
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The result will indicate which teachers have not posted grades for the selected term.
Communication with the teacher can then take place.

Grade Post Verification
Page 1 July 30, 2015
Grading Term: Tri3
Post Type: Term grades for all students
Grade Final Mark
Course Description Teacher Students | Grades | Posted On osted By
QLT‘E)“MM;M AM Attendance Donohue, Gayla 2 Nt Posted
MEN=06---04 ENGLISH LANGUAGE | 0. Gayle 1 Nt Posted
ARTS 6
MMA-06—04___| MATHEMATICS 6 Donohue, Gayla 1 Not Posted
MPE-06--05 | PHYSICAL EDUCATION | pongnug Gayle 1 Not Posted
XAT-05CRLO4 | SRACE 8 CORE Donohue, Gayle 1 Nt Posted
DAILY PHYSICAL
XOPAG6F-04 | papt PO Donohue, Gayle 1 Not Postad
ATT—AM-
ot AM Attandance Eastman, Ann 25 Not Postad
ATT-AM- ;
v AM Attendance Entington, Carlo 25 Not Posted
ﬁﬂrﬁﬂ;n AM Attendance Jordan, Hanya 24 Not Posted
ATT-AM-
oy AM Attendance Matthews, Kaarina 1 Not Posted
ATT-AM-
i AM Attendance Munz, Kara 25 Not Postd
MEN-08-11 | ERCLISHLANGUAGE 4 wara 25 071302015 01:38 PM janzan6t
MFR-08--11 | FRENCHB Munz, Kara 25 0B/15/2015 11:13 AM
MMA—0B—11 | MATHEMATICS 8 Munz, Kara 25 Mot Posted
MPE-8--11 | FHYSICALEDUGATION oy eary 25 07129/2015 0347 P janzan61
MSC—07--08 | SCIENCE 7 Munz, Kara 25 071302015 11:41 AM janzenét
MSC_08—08 | SCIENCE 8 Munz, Kara 25 Not Posted
MSC—08—11 | SCIENCE 8 Munz, Kara 25 Not Posted
‘GRADE 8 CORE
XAT-08CRL11 | S0 ncie Munz, Kara 25 Not Postad
XoPASF-11 | DALY PHYSICAL Munz, Kara 25 Not Posted
ATT-AM- ALl hendanas Bhiinnn Uimn ae blas Pianiea
= — ——— =

d. Run the Transcript Audit Report
This will indicate which students do not have a mark posted for the chosen grade column.

e Grades Top Tab>Reports Drop Down window>Transcript Audit
e Select the Grade Column

e Select the sort order (Teacher)

e Click Run



Pages School Student Staff  Attendance Conduct | Grades  Assessment  Schedule Global Tools  Admin
Options Reports Help
lasses w S[E] %
[ trn.myeducation.gov.bc.ca/aspen/runTool.do [c}
Grade Terms 4 9 P All Records
) |Course i i Term Teacher Clssrm
[T Transcript Audit
() |ATT-AM-DIVOMatthe Y Matthews, Kaarina
/T\[t?!‘tflflnpl Column () |ATT-AM-DIV1 1Munz School Colquitz Middle School SD61 FY Munz, Kara 101
rbutes
() |ATT-AM-DIVI2N FY Nuyens, Vel
uven School year 2015 Q, uyens, Velma
Credit Adjustments () |ATT-AM-DIV13Sandy FY Sandy, Chrissy
Grade Column Final Mark O,
Grads Inout () |ATT-AM-DIVI5Shock FY Schock, Giles
rade Inpu 8 v
P () |ATT-AM-DIV2Plazza Students to include All ] FY Piazza, Gayla
Input Grid
Reporting Standards | - |ATT-AM-DIV3Eastma Search value [ FY Eastman, Ann
Grade Posts () |ATT-AM-DIV4Donchu Sort students by [Teacher v FY Donohue, Gayle
rade Post Contrors | =M MR S Adobs Acrabet (POF) 7 Y Pollock, Bianca
() |ATT-AM-DIVEEring FY Eriington. Carlo
GPA () |ATT-AM-DIV7dordan Y Jordan, Hanya
! FY Donohue, Gayle 106
[ Y Munz, Kara 19
[ Y Munz, Kara 115
\ 04 MATHEMATICS & FY Donohue, Gayle 106
[ 1" MATHEMATICS 8 Y Munz, Kara 115
{ 05 PHYSICAL EDUCATION 6 FY Donohue, Gayle 107
[ " PHYSICAL EDUCATION & FY Munz, Kara 115
[ 08 SCIENCE 7 Y Munz, Kara 112
\ 08 SCIENCE 8 FY Munz, Kara 112
() |Msc-08—11 1 SCIENCE 8 Y Munz, Kara 115

The result will be a list of students who do not have a mark for the selected grade column.
Communication with the teacher can then take place.

Greater Victoria Colquitz Middle School SD61
Transcript Audit
Page 14 July 30, 2015
Column: Final Mark
School Year: 2014-2015
Teacher [Student - YOG Section Description S.Term
Troughton, Somer - 2021 ATT-AM-  |AM Attendance FY
DIV5Pelloc
Tuttle, Russ - 2021 ATT--AM- AM Attendance FY
DIV5Pelloc
Vaz, Conny - 2021 ATT-AM- AM Attendance FY
DIV5Polloc
Wallner, Lennette - 2020 ATT-AM- AM Attendance FY¥
DIvsPolloc
Woodworth, Pam - 2020 ATT--AM- AM Attendance FY
DIVSPolloc
Sandy, Chrissy Afifi, Elain - 2020 ATT--AM- AM Attendance FY
DIV13Sandy
Donaldson, Suman - 2019 ATT-AM- AM Attendance FY
DIV13Sandy
Eastwood, Sanwan - 2020 ATT-AM- AM Attendance FY
DIV13Sandy
Gammon, Silvana - 2018 ATT-AM- AM Attendance FY¥
DIV13Sandy
Habib, Renda - 2019 ATT--AM- AM Attendance FY
DIV13Sandy
Kenwood, Bemadine - 2019 ATT--AM- AM Attendance FY
DIV13Sandy
Laval, Nina - 2020 ATT--AM- AM Attendance FY
DIVi3Sandy
McKeachie, Bridget - 2019 ATT-AM- AM Attendance FY
DIVi3Sandy
Pantella, Seeta - 2019 ATT--AM- AM Atendance FY
DIVi3Sandy
Plaxton, Tatiana - 2019 ATT--AM- AM Attendance FY
DIV13Sandy
Prevost, Marin - 2019 ATT--AM- AM Attendance FY
DIV13Sandy
Raine, Harmony - 2019 ATT--AM- AM Attendance FY
DIV13Sandy

The user may also sort the list from the Transcripts side tab to locate any empty fields, using a
custom field set that contains the required columns (Q1 Grade, Q1 Comment, Q1 WH, etc.)

e. Printing/Publishing Report Cards

When the school is satisfied all marks have been posted report cards can then be run.




Student Top Tab>Reports Drop Down Menu>Report Cards>Middle Years and Secondary

Or...

Grades Top Tab>Transcripts Side Tab>Reports Drop Down Menu>Report Cards>Middle Years and
Secondary

e Report Card Type=Secondary

e Verify School Year

e Select the current term

e Select the desired sort order

e Make all other selections as required
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Search value
Sort students by Homeroom ¥
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Include Blended Mark if Available
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Print Info Page <
Display Attendance Summary Cd
Display School Message '
Teacher Signature Required L

Parent Signature Required
Include Term Comments

Display GPA

Include Behaviour, Attitudes and Social
Responsibility

Print on Legal Size Paper v

Format Adobe Acrobat (PDF) v




Field

Description

Report Card Type

Select the report card required for the grade level of students:
Middle: displays letter grades only when the report card is run.

Secondary: displays letter grade and percentages when the report card
is run.

School year

This will default to the current school year.

Term

Select the term for which report cards are being run.

Students to include

Current selection: the report will run for all students in the student list
when you selected the report.

All: the report will run for all students.

YOG: the report will run for all students with a specified YOG.

Snapshot: the report will run for the students in the snapshot identified in
the Search value field.

Search value

Contains the value to apply when running the report by YOG or Snapshot.
It is important to note that this is a free-form, typed-in value and must be
exactly as the data on the student record is displayed.

Alternate mailings

This has no functionality at this time.

Exclude classes without
term grades

This will exclude any courses on the student schedule that do not have a
mark or comment.

First Name Format

Determines whether the preferred or legal first name will be displayed on
the report card.

Last Name Format

Determines whether the preferred or legal last name will be displayed on
the report card.

Suppress Course
Teacher Name

Checking this box will prevent the teacher's name from being displayed
beside the course on the report card.

French Language

Generates the report card in the French language.
Note: It does not translate data entered into the system in English.

Display School Final
Exam

Checking this box will display the school final exam mark, if a transcript
definition with a school final exam column was used.

Include Blended Mark if
Available

Checking this box will display a blended mark for the course if the mark
has been pushed to the transcript record exam field in MyEd BC.

Print on Both Sides

Checking this box will insert a spare page where the report card exceeds
2 pages. For example, this will prevent the third page from printing with
the first page of another student.

Print Info Page The bottom of the report card will display an explanation of the letter
grades associated with the report card.

Display Attendance If this box is checked, the daily attendance summary will show at the top

Summary of the report card. If it is unchecked, only class attendance will display on

the course against which it was recorded.

Display School Message

This box must be checked to display the report card message entered in
School top tab > Setup side tab > Preferences > Category = Grade >
Report card message.

Teacher Signature Checking this box will cause the report to have a teacher signature box at
Required the bottom.

Parent Signature Checking this box will cause the report to have a parent signature box at
Required the bottom.

Include Term Comments

Check this box if the XTC course has been used to generate a term
comment box at the bottom of the report card. This functionality is specific
to the XTC course.

Display GPA Displays a system-generated GPA when the report card is run.

Include Behaviour, If this box is checked, XSR course will display at the bottom of the report
Attitudes and Social card for the middle school report card.

Responsibility

Print on Legal Size Paper

Causes the report to be generated on legal size paper.

Format

Provides options to generate the report card in different formats. PDF is
recommended.

When family and student portal accounts are created schools will have the option to publish report

cards for viewing from within the portal.

e To print report cards set delivery type to blank.




e To publish report cards to the portal click on the Publish tab

e Set Delivery type to Publish
Enter in an email message that will automatically be sent to notify contacts designated to

°
receive emails that report cards are available for viewing/downloading, for a specified time
period, within the portal.

e Click Run

t MyEducation BC: Report Cards - Middle Years and Secondary - Google Chrome (= J
£ https://sdt.myeducation.gov.bc.ca/aspen/runTool.do Q
Report Cards - Middle Years and Secondary

Publish
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- BRITISH - . Set Preferences  Log Of
coLumsia | MyEducationB( _Family View

iges Family Academics Groups Calendar

/\ { Tahi_
Home

Page
Directory

Welcome to MyEducation BC SDTrain

Last 30 days v
Search | Attendance ¥/ Grades Filename Datel Creator D
¥ Bodner, Rena (6) = [ Report Cards - Middle Years and Secondary 6 KB 7/30/2015 2:09 PMJanzen, BarryReport card for Bodner, Rena
* 07/30/2015 - Term Grades Posted (ENGLISH LANGUAGE ARTS 8) Teacher: - 1-10f1
Munz, K f1-12en
* 07/30/2015 - Term Grades Posted (ENGLISH LANGUAGE ARTS 8) Teacher:

Munz, K
« 07/30/2015 - Term Grades Posted (SCIENCE 7) Teacher: Munz, K B

« 07/30/2015 - Term Grades Posted (ENGLISH LANGUAGE ARTS 8) Teacher:
Munz, K
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Munz, K

« 07/29/2015 - Term Grades Posted (PHYSICAL EDUCATION 8) Teacher:

Figure 1 Family Portal home page after a report card has been published

Using the Transcript Side Tab to Identify Students at Risk

e Create a custom field set to include the desired field such as Q1 Grade.
e Sort the list to group the list by student name, course, teacher, grade, etc.
e Exportas a CSV to save or print

Query the list to view only student failing or in danger of failing a course in a given term.

Based on the results of the above query, perform a group quick report to group students and courses in
which they are not passing together.



