Grade Processing

The basics of Grade Processing is simply ensuring that marking period grades are posted
for every student in a graded section, implementing a process for posting grades in the
absence of a teacher when necessary, providing a means for teachers to correct posted
grades after the posting window has closed, using reports to review the accuracy of the
posted grades, and then carrying out the process of generating report cards.

Teacher Process for Posting Grades

Once the Grade Posting Window is open, elementary and secondary teachers will receive Portal
Alerts for each graded section to let them know it is time to post grades.

F@( E ! !E Select Student ¥ Portal
5

Q Portal - Teacher

|¥| Welcome, Fridda Roxy

- Alerts

(=)
L
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_ You need to Post Final Grades for Semester 2 by Jul 11, 2023
" at 5:00 PM:
o

& Period 2 - ENG 3

i

These alerts will first appear 20 days prior to the end of the posting window and remain until
the teacher has posted and saved the posted grades.

Teachers should use their Missing Grades report to review any ungraded assignments prior to
posting final grades for the marking period.

Assignments can be graded from this report and will autosave to the gradebook.
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Q. Grade Breakdown Graphs

Missing Grades

Failing Grades
~~ Extra Credit Grades
e Highlighted Grades
o Excused Grades

Custom Grades

Select Student v

m Transferred Students
Progress Reports
E:I Blank Gradebook () Search All Sections
CD Gradebook Audit Trail
0 Student Participation
Deleted Assignments
8
4

Reports

124 missing grades
Student

Abe, Charlie Noel

Abe, Charlie Noel

be, Charlie Noel
Abregan, Kenna Jay.
Abregan, Kenna Joy
Abregan, Kenna Joy
Abregan, Kenna Joy
Acevedo, Diem Donna
Acevedo, Diem Donna
Acevedo, Diem Donna
Acevedo, Diem Donna

Fridda Roxy (ERP-MCS... ¥

Teacher v

All students who have at least one ungraded assignment.

Assignment Points
Lord of the Flies Essay - /40
Why is 1984 a Banned Book? - /50
To Kill A Mockingbird Test 1 -.130
English Quiz: Ch. 12 =116
To Kill A Mockingbird Essay -.150

ord of the Flies Essay

Why is 1984 a Banned Book? 2180
English Quiz: Ch_12 L]
To Kill A Mockingbird Essay -.150
Lord of the Flies Essay =140
Why.is 1984 a Banned Book? - 150
English Quiz: Ch. 12 o118
To Kill A Mockingbird Essay 2180

Focus High School - 0041

4th 9 Weeks ¥ 02 - 004 - ENG 3

2022-2023 ¥ SIS

[IShow all courses [ Include Inactive Students | Save |

Comments Assigned

Fri, 30 Jun 23
Wed, 21 Jun 23
Tue, 11 Apr 23
Tue, 11 Apr 23
MP - Sick Sat, 1 Apr 23
Fri, 30 Jun 23
Wed, 21 Jun 23
Tue, 11 Apr 23
Sat, 1 Apr 23
Fri, 30 Jun 23
Wed, 21 Jun 23

Tue, 11 Apr 23

Sat, 1 Apr 23

Due

Fri, 30 Jun 23
Fri, 30 Jun 23
Tue, 11 Apr 23
Tue, 11 Apr 23
Sat, 1 Apr 23
Fri, 30 Jun 23
Fri, 30 Jun 23
Tue, 11 Apr 23
Sat, 1 Apr 23
Fri, 30 Jun 23
Fri, 30 Jun 23
Tue, 11 Apr 23

Sat, 1 Apr 23

The Post Final Grades screen provides a Use Gradebook button to allow the teacher to post en
masse for each section.

4th 9 Weeks Semester 2 Exam Semester 2 Full Year Exam Full Year | 3rd

You can post final grades for this marking period between Thu, 20 Apr 23 & Jul 20, 2023 at 5.0

Note: Your system preferences do not allow you to post Comments and/or Conduct without a g
f you delete an existing grade, all of that student's comments will be lost when changes are sa'

B Use Gradebook

23 Students [

Student

Abe, Charlie Noel %/

Mass assign lor

Student ID Start Date

35879 Mon, 1 Aug 22

Crepiee .

End Grade | 1st9
Date Level | Weeks
10 F

The teacher may use the individual student Use Gradebook Grades link to post student by

student.
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2nd 9 Weeks Use Gradebook Percent & Grade Report Card Comn

Use Gradebook Grades (30) (90 | A %

Use Gradebook Grades (37) I =

Ak

Use Gradebook Grades (B7) I

Use Gradebook Grades (80) I

4k

Use Gradebook Grades (70) I

 —

4k

For students with even one ungraded assignment, the link will say Gradebook Incomplete.
If no grades have been entered, the link will say No Gradebook Grades.

End Grade | 1st9 2nd 9 3rd 9
Student Student ID Start Date n " " Use Gradebook Grade Longer Comments for ENG 3

Date Level | Weeks Weeks Weeks

Abe, Charlie Noel G 2~ 35879 Mon, 1 Aug 22 10 F Gradebook incomplete ~

Abregan, Kenna Joy @ 2~ 61843 Mon, 1 Aug 22 10 k= NG Gradebook incomplete l -

@ Teachers will not be able to post for the entire class using the Use Gradebook button if
there are ungraded assignments in the gradebook. The only exception is for Progress
Periods.

If gradebooks have been combined, teachers must still post grades for each individual section.

If the district has opted to set a Min Quarter Posted Percent or Max Quarter Posted Percent
and a grade falls outside of this score range, a pop-up will appear indicating the posted grade(s)
is lower and/or higher than the set percentage.

Max Quarter Posted Percent 100 %
Min Quarter Posted Percent 50 %
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livedemo.focusschoolsoftware.com says

Posted grades must be above 50 and below 100.
2 grades have been changed to meet this requirement.

When the teacher clicks OK, if the grade was higher than the Max Quarter Posted Percent, the
grade is lowered to the Max allowed. If the grade was lower than the Min Quarter Posted
Percent, then the grade is raised to the minimum allowed.

2nd 9 Weeks Use Gradebook Percent & Grade Report Card Comm

[
Use Gradebook Grades (97) | | % [
Use Gradebook Grades (87) | | % [

[
[

Use Gradebook Grades (80) | | 3
Use Gradebook Grades (70) | | %/

If the district has opted to set the System Preference “Force teachers to enter a comment if they
override posted grade," a pop-up will appear if the teacher changes the grade to something
other than what was in the gradebook.

LEVYEI YWEEKS VYYEEKS VYYEENKS araae

OK  Use gradebook value
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© Once the end date of the Grade Posting Window has passed, the Post Final Grades
Screen (and/or Post Standards Grades) will be locked for teachers.

Monitoring the Posting Process Before and During the Posting
Window

Focus allows districts to hide grades from parents and students while teachers are in the
process of posting grades. Administrators at both the elementary and secondary levels
have reports at their fingertips to ensure teachers are posting grades in a timely manner
and are posting them accurately.

Hide Posted Grades from Parent/Student Portal

This option may be set at the district level, and if allowed, school administrators may be
able to modify the setting. Posted grades can be hidden for a district or school for a
specified number of days after the posting window has closed.

1. Go to Setup > System Preferences > choose Default School Preferences or School
Preferences > Grading.

2. Scroll down to the middle of the screen to find, set and/or modify Hide Posted Grades from
parents and students until grade posting closes.

3. If applicable, enter a value in the box for Hide grades until X days after posting closes.
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[ School Preferences T Default School Preferences I Default User Preferences ] District Preferences ] Single Sign-on _
[General I Grading IRttendanceT Enroliment TSchedulingJ Localization | Billing | Online Application T Parent Registration _
o o e

TOTIgCT GO

Conduct Comments
Comment Maxlength @
Force teachers o enter a comment if they override posted grades
[JHide Comments, Conduct Comments and local posting fields for all marking periods not set up as quarters &
Report Card Comments Max Length D

Allow Teachers to modify the gradebook after grade posting closes

Hide posted grades from parents and students until grade posting closes

[ZIHide grades until X days after posting closes (only use if above option is checked)
Default Credits |.5 |

["luse course catalog credits first before using default credits (where applicable)

[IHide Class Rank

4. Click the Save button if changes are made.

Teacher Gradebook Usage Report

This report allows administrators to monitor teacher activity within the gradebook at any
time during the marking period. The report displays the number of assignments, most
recent assigned and due dates and most recent grade changes for each teacher with a
graded section.

1. Go to the Grades menu and select the Teacher Gradebook Usage report.
2. Click on any column header to sort the report by the data in the selected column.

3. Click the Excel icon to download the report or use the print icon in the footer to generate a
PDF of the report.

4. Use the Search box to filter the report to view a specific teacher.
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Eonly Include Graded Sections

45 Teachers B
Teacher MNumber of Assignments Maost Recent Assignment Due Most Recent Assignment Assigned Most Recent Grade Change

Abrego, Nora Libby Mar 31, 2022 Mar 25, 2022 Apr 25, 2022 01:30 PM

Alanis, Henry ¥

Alonso,_JoAnne Civil

Bravo, Harry P

Bueno, Frankie B

Burgass, Carlo Blake

Cabell, Helena Dism

Cano, Varya Klara

Capote, Tiffany B

Carson, Dawkins R May 18, 2022 May 18, 2022 May 20, 2022 10:55 AM

Casancva, Adelle Gaga May 18, 2022 May 18, 2022 May 18, 2022 03:11 PM

Cabalios, Marty Bryde

Currie, Bethany W

Decker, Simon Birch

Dominguez. Fermina G

Doss. Robert Powers May 11, 2021 May 11, 2021

Fonseca. Afrodisio M.

Henley, Olympia L

Hoover, Lowen B

Huffman, Kathy Ward

2 © 2 @ @ M @ @ ° @ £ N O @ @ © O @ O © @

Huxley, Aldous A, May 20, 2022 May 20, 2022 May 20, 2022 10:59 AM

Grade Breakdown Report

This report displays how many and what percentage of each letter grade has been posted
by the teacher. It can be viewed for an individual or all teachers. There are several options
for displaying data in the report:

* By the grades in the gradebook for the current quarter
+ By the posted grades for the current quarter, semester, full year or an exam
+ By Teacher, Teacher & Course, or by Section

1. Go to the Grades menu and select Grade Breakdown.

2. Search for a teacher or display all Teachers by clicking Search without making an entry in the
search box.

3. Select the grading period or the grading period (Gradebook) from the pull-down at the left.
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B — — e VAR
s

1st 8 Weeks (Gradebook)
+ Semester 1

Semester 1 Exam

Full Year
Full Year Exam
egurer h E c
Becerra, Leonardo 1] 1] o
0 0 0

4. Choose to display the selection by Teacher, Teacher & Course, or by Section.

Grade Breakdown by Teacher:

1zt O Weaks Teacher & Course Section
1 Teacher ng Customize Columns Filter Search
Teacher A B C D F NG P WF WP T Total
Becerra, Leonardo 27 - 5d% 10 - 20% 6-12% 1-2% 0 6-12% 0 0 Q 0 50
27 - 54% 10 - 20% 6-12% 1-2% 0 6-12% o 0 1] 0 50

Grade Breakdown by Teacher & Course (can use the Search bar to view a specific teacher):

13t O Weeks Teacher Teacher & Course Section
5 Courses Lé Customize Columns Filter Search -3
Teacher Course A B C D F NG P WF WP T Total
Becerra, Leonardo  CREATIVE PHOTO 3 HON 0 0 0 Q 0 1-100% 0 0 a1
Becerra, Leonardo  CREATIVE PHOTO 1 0 0 0 0 0 1-100% 0 0 a1
Becerra, Leonardo  CREATIVE PHOTO 2 0 0 0 Q 0 1-100% 0 0 a1
Becerra, Leonardo ENG HOM 1 14-53.8% 6-231% 4-154% 1-38% 0 1-38% 0 0 0 26
Becerra, Leonardo ENG 1 13-61.9% 4-18% 2-95% 0 0 2-85% 0 0 0 21

27 - 54% 10-20% 6-12% 1-2% 0 6-12% 0 0 0 50

Grade Breakdown by Section:
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1st 9 Weeks Teacher Teacher & Course Section
el

8 Sections ‘_é Customize Columns Filter Search -
Teacher Course Section A B Cc D F NG P W
Becerra, Leonardo CREATIVE PHOTO 3 HON 01 - 023 - Leonardo Becerra 0 Q 0 0 0 1-100% 0 0
Becerra, Leonardo CREATIVE PHOTO 1 01 - 021 - Leonardo Becerra 0 Q 0 0 0 1-100%% 0O 0
Becerra, Leonardo CREATIVE PHOTO 2 01 - 017 - Leonardo Becerra O Q Q 0 0 1-100%% 0 0
Becerra, Leonardo ENG HOM 1 Q2 - 004 - Leonardo Becerra 14 - 56%  6-24% 4 - 16% 1-4% 0 0 o 0
Becerra, Leonardo  ENG 1 04 - 001 - Leonardo Becerra 0 0 0 0 0 1-100% 0 0
Becerra, Leonardo ENG HOM 1 06 - 003 - Leonardo Becerra 0 0 0 0 0 1-100% 0 Q@
Becerra, Leonardo  ENG 1 07 - 003 - Leonardo Becerra 0 0 0 0 0 1-100% 0 0
Becerra, Leonardo  ENG 1 03 - 002 - Leonardo Becerra 13-68.4% 4-211% 2-105% 0 00 00
27-54% 0-  6-12% )., 0 6-12% 0 0

Teacher Completion Report

The Teacher Completion Report contains two tabs; the Final Grades tab displays the
teachers who have not yet posted marking period grades for any graded section. The
Standard Grades tab displays the teachers who have not yet posted standards grades for
any graded section with standards assigned to the course. In the event a teacher is absent
or for some other reason is unable to post their own grades, this report can be used to post
grades for the teacher.

1. Go to the Grades menu and select Teacher Completion. Select the appropriate tab.

The Grade posting period dates are indicated at the top of the report. Once the time
indicated has passed, teachers will be locked out from posting grades.
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‘ F@%! !§ Select Student/Staff ¥ Teacher Completion
5

Final Grades Standard Grades

4th 9 Weeks Semester 2 Semester 2 Exam Full Year Full Year Exam

Y Click the red Xs to post grades for the teacher

AF 14 Teachers who haven't entered grades |

ot Teacher Staff ID Period 1 Period 2 Period 3 Period 4
g | Avemethy. Nora 3105 ~A ~
q Alanis, Mateo 3803
| Carson, Dawkins 2978 A
- Casanova, Adelle 26815 A A
o Heller, Kramer 2041 A

¢ Administrators can post grades for teachers outside of the Grade Posting Window
dates.

A red X indicates that the teacher has not yet posted grades for that period.

A blank displays if a teacher does not have a class scheduled during that period, has a class
scheduled that is not set to be graded, or has already posted grades for the marking period
for that section.

Final Grades  Standard Grades

4th 9 Weeks  Semester2 Semester 2 Exam Full Year Full Year Exam

i iod: \ - Jul 20, : .
Sh;‘ade posting period: Thu, 20 Apr 2023 - Jul 20, 2023 at 5:00 @ Click the red Xs to post grades for the teacher.

14 Teachers who haven't entered grades ||
Teacher Staff ID Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8
Abernathy, Nora 3105 -~ A
Alanis, Mateo 3893 A
Carson, Dawkins 2978 A
Casanova, Adelle 26815 A A
Heller, Kramer 2941 A F .

Huffman, Kathy 3861 A
Huxley, Aldous 3655 A
Martinez, Fabiola 3517 P
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Missing Final Grades Report

This report shows a list of all students that are missing a posted grade for any class for the
marking period. It is recommended to review this report prior to generating report cards.

1. Go to the Grades menu and select Missing Final Grades.

2. Search for a specific student or all students by leaving the search bar blank and clicking

Search.

4th 9 Weeks

Search Screen Simple List Customized List

190 missing grades |

Photo

s
&
T
i
@1

-

g ]

Student

Abe, Charlie Noel ‘; /
Abe, Charlie Noel @
Abe, Charlie Noel ‘;

Abe, Charlie Noel '6 4
Abe, Charlie Noel '*"

Abe, Charlie Noel
Abregan, Kenna Joy @!

Abregan, Kenna Joy @k

Semester 2 Semester 2 Exam Full Year Full Year Exam

Grade Course

10

US HIST

CHEM 1 HON

AVID 3

AP SPANISH LANG & CU

LEAD SKLS DEV

ALG 2

AP SPANISH LANG & CU

AVID 3

Customize Columns Search B

Course Num Section Num Teacher

2100310

2003350

1700410

0708400

2400300

1200330

0708400

1700410

oot

004

oo2

001

o003

oo

001

ooz

Varela, Suzi Mylene

Casanova, Adelle Gaga

Huxley, Aldous A.

Carson, Dawkins R

Samson, Elena Bonnie

Heller, Kramer Mickey

Carson, Dawkins R

Huxley, Aldous A.

Period

Period 7

Period 1

Period 4

Period 3

Period 5

Period 6

Pariod 3

Period 4

Term

Full Year

Full Year

Full Year

Full Year

Full Year

Full Year

Full Year

Full Year

Start Date

Tue, 2 May 2023

Tue, 2 May 2023

Tue, 2 May 2023

Tue, 2 May 2023

Tue, 2 May 2023

Tue, 2 May 2023

Maon, 1 Aug 2022

Mon, 1 Aug 2022

End Date

Students appear multiple times if multiple teachers did not post a grade for that student.

An End Date displays if the student withdrew from the course before grades were posted.

Resort any column data by clicking the column header.

Use the Excel icon to download or the print icon to print the list.

Grade Processing

Page 11



Posting Marking Period Grades for an Absent Teacher

When a teacher is unable to post prior to the grade posting window closing, one option
administrators or office staff have is to post the academic and/or standard grades from the
Teacher Completion Report.

Posting Academic Grades

Because the Post Final Grades screen pulls the report card grade from the gradebook,

office staff can post grades for the teacher; however it may not be feasible to post report

card comments and/or conduct grades unless that information has been shared in advance

or the district has some other process in place.

1. Go to the Grades menu, select Teacher Completion Report; the report defaults to the Final

Grades tab.

2. Click a red X for the relevant teacher and period.

4th 9 Weeks

'Fl:.-‘:hqade posting period: Thu, 20 Apr 2023 - Jul 20, 2023 at 5:00

Standard Grades

Semester 2 Semester 2 Exam Full Year Full Year Exam

Y Click the red Xs to post grades for the teacher.

14 Teachers who haven't entered grades A

Teacher

- Romero, Ginnie
Roxy, Fridda
Abernathy, Mora
Casanova, Adelle
Heller, Kramer
Snow, Benton
Alanis, Mateo

Carson, Dawkins

Staff ID Period 1 Period 2 Period 3 Period 4 Period 5 Period 6

3213 A

3014 E

3105

26815 A
2041

4782 A
3893 X
2978 ~

H AN
o’ X

The Teacher Program pop-up opens to Post Final Grades for the selected course.

Grade Processing
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3. Use the course pull-down under Teacher Program to select a different course.
Administrators can post for an entire class or for individual students.

Post Final Grades

Lizette Garcia  Focus High School - 0041 ¥ sIs

Admin ¥ 2022-2023 ¥ 3rd 9 Weeks ¥ m
Teacher Program
& |02-004- 1001370 ENG 3 [/}
| #
D 3rd @ Weeks  Semester 2 Exam Semester 2 Full Year Exam Full Year | 4th 9 Weeks
You can't currently post final grades for 3rd 9 Weeks. Grade posting for this marking period is already closed. [Cinclude Inactive Students

* INote: Your system preferences do not allow you to post Comments and/or Conduct without a grade.

If you delete an existing grade, all of that student's comments will be lost when changes are saved.

- Mass assign longer course comments: ‘Lengr Grades & Comment Codes
&

. # Copy Comments from Previous Quarter B Save
2 B Use Gradebook

“ )
: Replace || Append || Prepend
b

|| 2esuens [Mass Uit | (I o7

3

Grade | 1st9 2nd 9

i Student Student ID  Start Date End Date race | s " Use Gradebook Grade Longer Comments for ENG 3

e Level | Weeks Weeks
i

Sherwood Anderson Aguilar @ & ¥ 057667 Mon, Aug 1, 2022 10 B c Gradebook incomplete =

To post grades for an entire class click Use Gradebook at the top of the student list. If there
are missing grades, the system will ask that all missing grades are entered prior to posting
grades for all students. If all grades have been entered, the system will display a confirmation
message prior to posting final grades. Click Ok to post final grades.

To post grades for an individual student click Use Gradebook Grades next to the individual
student name. Students with missing assignments will display Gradebook Incomplete and
students with NO graded assignments will display No Gradebook Grades. Administrators
will not be able to post a grade for these students using Use Gradebook Grades.

Grade Processing
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Teacher Program

02 - 004 - 1001370 ENG 3 E

4th 9 Weeks  Semester 2 Exam Semester 2 Full Year Exam Full Year | 3rd 9 Weeks
You can't currently post final grades for 4th @ Weeks. Grade posting for this marking period is already closed. Uinclude Inactive Students
INote: Your system preferences do not allow you to post Comments and/or Conduct without a grade.

If you delete an existing grade, all of that student's comments will be lost when changes are saved.
Mass assign longer course comments: (&l Letter Grades & Comment Codes

# Copy Comments from Previous Quarter B Save

B Use Gradebook
p
Replace | Append Prepend

24 Students Mass Update @E: |Ssarcn @

End Grade 2nd 9 3rd 9 Conduct
Student Student ID  Start Date 1st 9 Weeks Use Gradebook Grade Longer Comments for ENG 3

Date Level Weeks Weeks Comments
Kenna Joy Abregan @ ) 2~ 061843 Mon, Aug 1, 2022 10 A A A B v (|

VA
-

Kurt V August % f 086669 Mon, Aug 1, 2022 10 B B Gradebook incomplete hd

Manually post grades for students by entering grades in the Percent & Grade text box.
When a value is entered, the letter grade will populate according to the grading scale
assigned to the section.

Report card comments can be copied from the previous quarter by clicking Copy Comments
from Previous [Marking Period].

The display and use of Conduct Grades and Conduct Comments depends on district setup.
4. Click Save when all changes have been made.
5. Use the course pull-down to post for the next section if applicable.

6. Close the pop-up window. Do not close by clicking the X next to the teacher name as this will
NOT close the pop-up window even though the Completion Report displays.

Elementary Report Card comments may use the One Longer Comment per Student
option. Follow district procedure for posting report card comments for elementary
students when the teacher has not.

Grade Processing Page 14



Posting Standard Grades

Typically used for the Elementary Homeroom/Attendance course, Standard Grades can also
be posted from the Teacher Completion Report Standard Grades tab in a teacher’s
absence.

1. Go to the Grades menu and select Teacher Completion Report.
2. Select the Standard Grades tab.

3. Click a red X for the relevant teacher for the selected period.

) Lizette Garcia  Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Teacher Completion

Final Grades Standard Grades

4th 9 Weeks  Semester 2 Full Year

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Grade posting period: Thu, 20 Apr 2023 - Jul 20, 2023 at 5:00 PM 4 Click the red Xs to post grades for the teacher.

1 Teacher who hasn't entered grades | |

Teacher Staff ID Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8

Abemathy, Nora 3105
4 —

The Teacher Program pop-up opens to Post Standard Grades for the selected course.

4. Administrators have several options to post from the Post Standard Grades screen, as
described below.

a. Click Copy Standard Grades from the Last Marking Period. If standard grades have
been posted for a previous marking period, administrators will see the option to Copy
Standard Grades from the Previous Marking Period. Any students with missing grades from
the previous marking period will remain blank after clicking this link.
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Teacher Program

03 - 006 - 2109310 WORLD HIST .

3rd 9 Weeks  Semester2 | d4th 9 Weeks
You can post standard grades and make changes in this marking period until Dec 7, 2022 at 12:00 AM.
Switch to Detail View [ Include Inactive Students

Copy Standard Grades from the Last Marking @ Comment Codes

Period

5 Students [ Mass Update | [Search |
Student StudentID StartDate ENd Grade | pps 910 RH.24 LAFS.910.RH.25 LAFS910.RH26 LAFS.S10.RH37 LAFS910.RH38 L
Lind, Jenna Marie 12034 Aug 1, 2022 08 L] [v] L] [¥] [¥]
Smith, Penelope 1927 Aug 1, 2022 09 [v] v K2 v [v]
Wills, Eliza Anna 1159 Aug 1, 2022 09 [v] [v) [v] v v
Young, Joseph 5872 Aug 1, 2022 08 = [v] [v] [+] v
Zackery, Steven %4 3892 Aug 1, 2022 08 [v] [*] [¥] [¥] [¥)

@© fthe district has used the option Post Default Standard Grades, this option will not
display on the Post Standard Grades screen.

b. Click Mass Update. Administrators can mass update the grades for a standard for all
students by selecting Mass Update. Select the standard and the grade to be assigned to all
students. Click Run Mass Update.

You can post standard grades and make changes in this marking period until Jun 30, 2023 at 12:00 AM.

Switch to Detail View [Jinclude Inactive Students
il Comment Codes
Ea
MASS UPDATE
| Shows Effort | 3: Successful progress .

11 Students Mass Update || [Search

Follows .
Student StudentID StartDate End Grade Shows bbbl [ sl %ar:\s:o?“ LAFSKL11 LAFSK.L.11a LAFSKL1.1b LAFS.KL1.1.c

ules

‘Brooks, Gioseppina 16217 Aug 15, 2022 KG 3:Suc... [¥) ® (2:Pop.. ¥ [¥] B B ) v
Carrillo, Antolin 15998 Aug 15, 2022 KG v v [v] = ] B ] LJ]
Edmonds, Anna Samuel 17923 Aug 15, 2022 KG v v [v] ® ] ] ¥ v
Frazier, Cielo 7683 Aug 15, 2022 KG v v [v] [v] ] B ] L]
Lewis, Clark 11938 Aug 15, 2022 KG K] v ] [v) ] ] ] ]

c. Individually Enter Standard Grades: Enter a value in each box for each student. Use the
tab or arrow key to move across the screen and the enter or down arrow to move down the
screen.
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5. Click the Save button after Mass Updating or individually entering grades.

Pulling Grades

Grades can be Pulled by district or school administration for the grade posting process. This
process takes a snapshot of teacher gradebooks to create the final grade records which are
then displayed on Report Cards and in Course History as when grades are posted by
teachers.

Pulling Grades is also another option to get grade records posted in a teacher’s absence.
1. Go to the Grades menu and select Pull Grades for Report Cards.

2. Select the applicable School(s) from the pull-down. If the user has access to multiple schools,
this will appear as a pull-down.

Lizette Garcia  Focus High School - 0041 Y sIs

Select Student/Staff ¥ Pull Grades for Report Cards =
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m
[ ] i
School(s): Grade Level(s): Marking Period(s):
& Focus High School - 0041 v All [v] - Please select -- [v]
9
How should gradebook blanks be handled? Mode: Pull Type:
" ® Exclude the assignment from the grade calculation (*) ® Update existing & create new grades ® Pull Grades & Comments
. Assign 0 points to the assignment (0) Only update existing grades Only pull comments
<4
> Don't give the student a grade Only create new grades - don't update existing grades
=| Effective Date
2 16 ~  August v 2023 v~
&
= Recalculate GPAs Recalculate Class Rank
1\ Course Numbers to Include: Course Numbers to Exclude: Students to Include:
H All None All
dks
y

3. Select the Grade Level(s) to be pulled if school is combo or leave set to All.
4. Select the appropriate Marking Period(s) to pull.

5. How should gradebook blanks be handled?: Specify how ungraded gradebook
assignments will be handled by selecting the appropriate option. The first two options will
artificially inflate or deflate the grade for affected students.
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6. Select the Mode to determine how to handle any grades which have already been posted by
the teacher (if applicable).

Update existing & create new grades will override any grades a teacher has already posted
and/or modified when pulling the current grades from the gradebook. It will create new
grades if students had no posted grade.

Only update existing grades will only override any grades a teacher has already posted
and/or modified when pulling the current grades from the gradebook. It will not post new
grades even if students have no grades posted.

Only create new grades - don’t update existing grades will not override any grades
posted and/or modified by the teacher. It will only post new grades based on the gradebook
grades for students with no posted grades.

@ Updating existing & create new grades and Only update existing grades (the first and
second options above) will override any grades the teacher has already posted or
modified.

7. Select whether to Pull Grades & Comments or Only pull comments from the Pull Type
section.

8. Select an Effective Date if different from the current date.

9. Select the Recalculate GPAs check box to recalculate GPAs based on the term and the
school/district system preferences for consideration of weighted GPAs.

@ If GPA should not be calculated using weights (for example, the GPA for Qtr 1 should
be unweighted regardless of the preference set for the school), then do not recalculate
GPA on this screen. See the Calculate GPA and Class Rank section for more details.

10. Course Numbers to Include, Course Numbers to Exclude, and/or Students to Include:
These boxes are defaulted to “All” and “None.”

To only pull grades for specific courses, or to exclude certain courses from the pull, enter
their course numbers in the corresponding boxes one course number per line.

To pull grades only for specific students, enter their student IDs one ID per line.

11. Click Run Pull to create grade records for the selected marking period.

Grade Processing Page 18



@ Ifthe posting window has been closed for more than 30 days, the following message
displays: Errors were encountered when trying to pull, Please correct the errors
and try again. You can't pull grades for [School] [Marking Period] because the
term posting window closed more than 30 days ago.

A pop-up indicates that the system is running in the background.

12. Click Continue.

Confirm Pull
The following school(s) and marking period(s) will be pulled for Grade Levels 09:
Owl High School - 0041 - 1st 9 Weeks (Q1)

After pressing Continue this process will be run in the background. You may navigate away from this page and return later to check its
progress.

€ The user can navigate away from the screen while pulling grades. The pull will continue
in the background and display a status upon returning to the screen. If a user has
begun to pull grades, all other users will see the status and the user's name to ensure
another pull is not started.

Using Pull Grades to Post Grades For Absent Teachers

The Pull Grades option can be used as an alternative to the Teacher Completion Report to
post report card grades for students in a teacher’s absence. Note: This does not apply for
Standard Grades.

Follow the Steps as described in the previous section EXCEPT:

On Step 3: Select the Grade Level(s) applicable for the teacher’s course(s).
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On Step 10: Enter the teacher Course Numbers to INCLUDE and enter a list of Student IDs
(one per line) in the Students to Include text box.

Reviewing Posted Grades Prior To and After Printing Report
Cards

Before printing or publishing report cards, posted grades should be reviewed by
administrators and/or teachers for accuracy. Depending on the school/district processes,
teachers may have made adjustments to gradebook grades which may result in the need to
recalculate the posted grade. The Posted Grades Verification report can be viewed to
ensure a match between gradebook grades & posted grades. If teachers have the option to
post a grade different from the gradebook grade, this report can be critical.

Processing Grade Change Requests

The Approve Grade Changes screen allows administrators to approve/deny teacher
requests to have final grades changed after the grade posting window has closed. Users
must have profile permission to view this screen.

Administrators will receive a Portal Alert stating how many grade change requests are awaiting
review.
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F@ Select Student/Staff ¥ Port
— s

| Portal - System Administrator [ ¥ Welcome, Lizette Gan

Alerts

e » N

E] 14 new referrals

AF A¢ There are 2 pending grade change requests

An update for your version of State Reporting is
= available!

©

a 3

’ 10 Online Re-enroliment(s) are awaiting approval.

&=

@ Active Students Updated (1)

il

1. Click on the Portal Alert or go to the Grades menu and select Approve Grade Changes.

2. Due to the many columns on the Approve Grade Changes screen, it may be helpful to click
the modal icon next to the student name to display the columns in a two-column table.

Lizette Garcia  Focus High School - 0041 Y sIs

Select Student/Staff ¥ Approve Grade Changes

Admin ¥  2022-2023 ¥  4th 9 Weeks ¥ m

=
[ ] Student § StudentID § Term4 | Standard § Date Submitted § Teacher § | Course § Course Section § Period §  Conduct § CurrentGrade% § Current Grade Letts
& Abe

Student Abe Charlie Noel Student ID 4400055879
"D + 4 Abregan, Keni

| ) : : Acevedo, Died IRELW Q1 Standard ELA.11.R.24.C1

A

Date Submitted 12/09/2022 02:41PM Teacher Roxy, Fridda
-

Course ENG 3 Course Section 004
=

Period Period 2 New Grade Letter A
&j
= Explanation Mistake Status Explanation
& £
F
L
. o
"

3. Click Approve or Deny in the Status column (or row if viewing expanded table).

4. Click the Close button to save the entry (or press the Return/Enter key if not viewing the
expanded table).
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Depending on district setup, when a request is approved, the Grade and GPA is updated and
is reflected in the student’s course history for the affected term.

Teachers can view the Status on their Request Grade Change screen through the Teacher
Portal.

Export =] Fitter: L1

Student § Term § Date Submitted § Status Explanation § Status § | Status By 4  Status Date §
L -]
ra i
= [ 1 |Abe, Charlie Noel M (a4 ¥ 07/12/2022 12:12 PM Pending
= : : |Barron, Debbie . |Q3 . 04/22/2022 10:26 AM This reguest is being denied because Pending
= [ 1 |Abe, Charlie Noel E (a3 [¥) | 04/22/2022 10:25 AM Pending
= : : |Barron, Debbie . Q2 . 04/22/2022 10:17 AM  Please update the gradebook assignments. | Pending
: : Abe, Charlie Noel FY Exam 02/14/2022 03:15 PM Approved | Garcia, Lizette 04/22/2022 10:19 AM
S —

Grade Verification Sheets

The Grade Verification Sheets compare teachers’ gradebook grades to their posted grades
and can be printed for teachers to sign, verifying that their posted grades are correct.
Posted grades that don't match with gradebook grades will display in red.

€ Itis aschool based decision whether or not this feature is utilized. If the school decides
to utilize this feature, it is recommended to be completed before printing the report
cards. The office may print for teachers or the district may allow teachers to print their
own.

1. Go to the Grades menu and select Print Grade Verification Sheets.
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Teacher:
L]

Grade LE\I%S}:

Sort Type:

Period Number E
Terms:

et Caz2(]s1 Exam (81
Cea®@aallsz2 Exam[]s2
S Exam s

CIFY Exam L FY

CJcomments [ Conduct

) No Gradebook Grades @ Calculated Gradebook Grades () Stored (DT) Gradebook Grades
"l include Inactive Students

Directions
Gradebook Grades and Calculated Semester
grades are highlighted in red if they are
different from what is posted for report
cards.

Please review all grades for accuracy and

Course Numbers to Include  Course Numbers to Exclude
All None

i

iCreats PDF | | Create CsV | | Preview |

2. Select the Teacher(s) name(s) from the pull-down menu.
3. Select the applicable Grade Level(s) from the pull-down.

4. Select the Sort Type to determine how verification sheets will be sorted. The options are
Period Number, Course Name, and Course Number.

5. Select the Terms check boxes to identify the proper marking period for which to print.

6. Select the Comments and/or Conduct check boxes (Conduct may not be an option
depending on your district).

7. Select the No Gradebook Grades check box to display only posted grades for the marking
period.

8. Select the Calculated Gradebook Grades check box to display calculated grades. For
example, for Semester 1, Focus will calculate the semester grade using the posted Quarter One
grade and the current Quarter Two Gradebook grade.

9. Select the Stored (DT) Gradebook Grades check box to display the stored gradebook grade
for the term, along with the posted grade.

10. Use the Directions text box to relay any directions to the teachers, which will be printed on
the sheets.

11. Use the Course Numbers to Include text box to print for specific courses only. Enter one
course number per line. Leave the All value in this box to print all courses.

12. Use the Course Numbers to Exclude text box if there are specific courses that need to be
excluded from printing; otherwise leave the None value
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13. Click Create PDF to a generate a PDF of the Grade Verification Sheets.

€) Return To Focus

=  Modules.php

ENG 3 1001370 Period 2 - 004 - Fridda Lizette Roxy ** Gradebook Grades and Calculated § grades are highlighted in red if they are
different from what is posted for report cards.

Please review all grades for accuracy and return this sheet Lo the office.
24 Students

Student Info Q4

Student Student ID Grade Level Posted Gradebook
Abe Sebastian Agregor 60059 12 (B)
Bruce Lee Burgess-Garcia T9450 09 (C)
Charlie Noel Abe 55879 10 B (A)
Colleen Joan Alec Aal1891 10 (B)
Debbie Barron 52679 11 (B)
Dexter D Acosta BE6RS 10 A (B)
Douglas Adam Alvarez 75191 10 (B)
Edgar Allan Ahrens 57390 12 {B)
Emarald Vonn Acevedo 56443 12 B {A)
Emily Dickinson Aguilar 12481 12 (B)
Gabriel Marquez Anthony 51001 10 (B)
Harry P Acosta SBTRO 10 C {A)
Tsabella Belly Alonso SET09 09 (B)
Joseph Quinn Ali-Hazelwood A0094 12 {B)
Kenna Joy Abregan G1843 10 B

Kurt ¥ August HO66Y 10 (B)
Mary Shelley Alonso 5961 09 {B)
Olive Jennifer Austen 75329 10 (B)
Peter Kavinsky Adams 20236 10 B

Ponyboy Henry Adams 6404 (] (B)
Potter Ron Alegory 59241 11 (B)
ISy B e 0 mn

Each period per teacher will display on a separate sheet.

The gradebook grade will display in red font if it is different from the posted final grade. If it
is the end of the semester, the calculated Semester grade will be red if it too is different from
what was posted.

a. Click Return to Focus in the upper far left corner to close the PDF view.

Student Final Grades Report

The Student Final Grades Report gives administrators an overview of the data that will
appear on the report cards in a table format. This too, is an optional report.

1. Go to the Grades menu and select Student Final Grades.

2. Check the options to determine which columns will be included in the Student Final Grades
report.
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Lizette Garcia  Focus High School - 0041 ¥ sis
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Student Search

Select Student/Staff ¥ Student Final Grades

&
]
L Studem| | Include on Report Card
2 More Search Options l .'Le“m Grade §
e [Teacher Creriod
e credits Attempted [Gredits Eamed
4 [Ccourse Number [Herm
4] [CIcomments [Caffects GPA
— CPul-Down Comments
o CPeriod-by-Period Tardies OPeriod-by-Period Absences
ot Oienger Comment per Course
o Ccenduct CLong Comments CIGrades from Concurrent Schools
3
- [Cstate Fields
= Display marking period names using: | Short Name (e.g. Q1, Q2) |
. Marking period from which to pull data |
™ [ Use data from most recent term if there is no grade in the term selected
Marking Periods 01 Oa1 (Gradebook) 002 DGz (@radebook) (51 Exam 081 [FY Exam CFY CFinal Exam [CJFinal Grade

Cas a3 (Gradebook) )04 (04 (Gradebook) (52 Exam [Js2

Sort Report Cards  Alphabetically by Student Name ~
Grade Row Grouping:  Course Number [ITeacher [JCourse Period

[_JAbbreviate Marking Periods
[CAbbreviate Other Columns |

3. Scroll to the bottom of the same screen to continue making additional selections.

[Cionger Comment per Course
Cconduet OLong Comments [CGrades from Concurrent Schools

[state Fields
Display marking period names using: | Short Name (e.g. Q1, Q2) v
Marking period from which to pull data ~|
[T Use data from most recent term if there is no grade in the term selected

a1 Dat (Gradebook) a2 [ae (Gradebook) g1 Exam [Js1

LFY Exam UFY UFinal Exam UFinal Grade
Cas Daa (Gradebook) (a4 a4 (Gradebook) [IS2 Exam sz

Marking Periods

Sort Report Cards  Alpt i by Student Name ~

Grade Row Grouping: - Course Number [Teacher [Course Period

ClAbbreviate Marking Periods
[Clabbreviate Other Columns

CIshow Abbreviation Legend

B abbreviate Teacher & Course Name
EHide percent symbol

Effective Date |16 | August 2023 ~| [ Two-Sided Printing

Student Group .
Cinclude Inactive Students

Continue... | Reset |

4. Click Continue when all selections have been made.
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Lizette Garcia  Focus High School - 0041 ¥ sis

Select Student/Staff ¥ Student Final Grades

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m
32 grades |} [E[7 OFF | Search
& Student Grade Level Student ID Course Num Course Section Teacher Period 3rd 9 Weeks (Gradebook)
Abe, Charlie Noe| 10 155879 2003350 CHEM 1 HOM 004 Casanova, Adelle Period 1 A
gﬁ Abe, Charlie Noel 10 055879 1001370 ENG 3 004 Roxy, Fridda Period2 A
2 Abe, Charlie Noe| 10 155879 0708400 AP SPANISH LANG & CU 001 Carson, Dawkins Period 3 A
-~ Abe, Charlis Noal 10 155879 1700410 AVID 3 002 Huxley, Aldous Period 4 A
= Abe, Charlie Noel 10 155879 2400300 LEAD SKLS DEV 003 Samson, Elena Period 5 B
| Abe, Charlie Noel 10 156879 1200330 ALG 2 001 Heller, Kramer Period & A
= Abe, Charlie Noe! 10 155879 2100310 USHIST 00 Warela, Suzi Period 7 B
= Abregan, Kenna Joy 10 161843 2003350 GHEM 1 HON 004 Casanova, Adelle Period 1 B
% | Abregan, Kenna Joy 10 61843 1001370 ENG 3 ooa Roxy, Fridda Period 2 A
@ Acevedo, Diem Donna ] 123057 2003350 CHEM 1 HOMN 004 Casanova, Adelle Period 1 B
P Acevedo, Emarald Vionn 12 156443 1001370 ENG 3 004 Roxy, Fridda Period 2 A
= Acosta, Dexter D 10 186685 1001370 ENG 3 004 Roxy, Fridda Period 2 A
. | Acosta Harry P 10 158780 1001370 ENG 3 004 Roxy, Fridda Period2 A
: Adams, Peter Kavinsky 10 120236 1001370 ENG 3 004 Roxy, Fridda Period 2 A
= Adams, Panyboy Henry ] 186404 1001370 ENG 3 004 Roxy, Fridda Perlod2 D
Agregor, Abe Sebastian 12 160059 1001370 ENG 3 004 Roxy, Fridda Period2  C
Aquilar, Emily Dickinson 12 122481 1001370 ENG 3 004 Rouy, Fridda Period 2 [
Aguilar, Sherwood Anderson 10 057667 1001370 ENG 3 004 Roxy, Fridda Period 2 B
Ahrens, Edgar Allan 12 157390 1001370 ENG 3 004 Roxy, Fridda Period 2 B
Alec, Colleen 10 Je189 1001370 ENG 3 004 Roxy, Fridda Period 2 B
Alegory, Potter Ron 1 159241 1001370 ENG 3 004 Aoy, Fridda Period 2 B

Click column headers to resort how the data displays.

Use the Search text box to search for specific criteria, such as the names of specific students
or teachers.

The report can be downloaded to Excel or saved as a dynamic report.

Focus High School - 0041 ¥ sIs

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Lizette Garcia
Select Student/Staff ¥ Student Final Grades

32 grades = oFF)

8 Student Grade Level Student ID Course Num Course Section  Teacher Period 3rd 0 Weeks (Gradebook)
Abe, Charlie Noel| 10 155879 2003350 CHEM 1 HOMN ong Casanova, Adelle Period 1 A
JJ Ave, Charlie Noel 10 155879 1001370 ENG3 004 Roxy, Fridda Period2 A
% Abe, Charlie Noel 10 155879 0708400 AP SPANISH LANG & CU 001 Carson, Dawkins. Period3 A
| Abe, Charlie Noel 10 156879 1700410 AVID 3 002 Huxley, Aldous Period4 A
“* | Abe, Charlie Noel 10 155879 2400300 LEAD SKLS DEY 003 Samson, Elena Perod5 B
“ | Abe, Charlie Moal 10 156879 1200330 ALG 2 001 Heller, Kramer Period6 A
¥ | Abe, Charlie Noel 10 155879 2100310 US HIST 001 Varela, Suzi Period7 B
£ | Abregan, Kenna Joy, 10 161843 2003350 GHEM 1 HON 004 Casanova, Adelle Period1 B
&+ | Abregan, Kenna Joy 10 161843 1001370 ENG3 004 Roxy, Fridda Perod2 A
@ | Acevedo, Diem Donna 03 123057 2003350 CHEM 1 HON 004 Casanova, Adells Period 1 B
1 | Acevedo, Emarald Vonn 12 156443 1001370 ENG3 004 Raxy, Fridda Perod2 A
-y | Acoste, Dexter D 10 186685 1001370 ENG3 004 Roxy, Fridda Period2 A
.| Acosta, Harry P 10 158780 1001370 ENG3 004 Roxy, Fridda Period2 A
- e Kavinsky 10 120236 1001370 ENG3 o004 Raxy, Fridda Perod2 A
— Adams, Ponyboy Henry, 09 186404 1001370 ENG3 004 Raxy, Fridda Pefiod2 D
Agregor, Abe Sebastian 12 160059 1001370 ENG 3 o004 Raxy, Fridda Period2  C
Aquilar, Emily Dickinson 12 122481 1001370 ENG3 004 Roxy, Fridda Period2  C
Aquilar, Sherwood Anderson 10 157667 1001370 ENG3 004 Roxy, Fridda Period2 B
Ahrens,_Edgar Allan 12 157390 1001370 ENG 3 ona FRoxy, Fridda Period 2 B
Alec, Collean Joan 10 161891 1001370 ENG 3 004 Roxy, Fridda Period 2 B
Alegory, Potter Ron ki 159241 1001370 ENG 3 004 Roxy, Fridda Period 2 B

] Q 4 Create Report @ Help & Logout |
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Generating Report Cards

Districts may use one of two options for the report card: the built-in Focus Report card for
which a template has been developed specifically for the district or the Sequel Server
Reporting Services (SSRS) report card (also customized for the district in the configuration

file).

Generating District Report Cards

The Generate tab of the District Report Cards & Transcripts screen is used to generate a zip
file of district report cards. Each school is generated as a separate PDF file included in the

zip file.

1. In the Grades menu, select District Report Cards & Transcripts.

The Generate tab is opened by default.

Generate History Publish

Generate Report Cards
Adding schools to the table will run each school as an independent process. After each schools' report cards have fully been processed, they will be compressed and zipped into a single file.

Mass Update

Zip FileName :[(Optional) |
File Name School Grade Levels Report Card Types Letterhead Templates Has Multilingual Template? Include Inactive Sort Order Rotation Days

| Focu. .. . | . ‘ Report Cards . | Acceptance Letter . | O O Alphabetic. .. . | .

Clear All Generate

2. If desired, enter a Zip File Name.

If no zip file name is entered, the zip file will be given the default name "District Report Cards
& Transcripts - (Date)."

3. In the blank row, enter a File Name.

The name of the school selected in the School field will be used by default if no file name is
entered.

4. Select the School for which to generate report cards or transcripts.

The school selected at the top-right of the screen is automatically selected.
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5. Select the Grade Levels for which to generate report cards or transcripts.

The options that are displayed for selection depend on the school selected in the School
field. If no grade levels are selected, then students in all grade levels will be included.

6. Select the Report Card Type: Report Cards, Standard Based Report Cards, or Transcripts.
7. Select the letterhead template to use in the Letterhead Templates pull-down.

The options saved as default for the letterhead template on the Report Cards screen,
Standard Grades Report Cards screen, or Transcripts screen will be used to generate the
report cards or transcripts.

8. Select Has Multilingual Template? to generate report cards using the student's primary
language.

Ensure the system preference "Enable multi-lingual report cards" is enabled, the letterhead
template is set up for the appropriate languages in Setup > Letterhead Templates, and the
"Multilingual Report Cards" option is saved as default to the letterhead template on the
Report Cards or Standards Grades Report Cards screen.

9. Select Include Inactive to include inactive students.
10. Select a Sort Order option to sort report cards or transcripts.
11. If applicable, select the Rotation Days for which to sort report cards or transcripts.

12. Press Enter to add the row.

Generate History Publish

Generate Report Cards

Adding schools to the table will run each school as an independent process. After each schools' report cards have fully been processed, they will be compressed and zipped into a single file.

Zip File Name :| (Optional

File Name School Grade Levels Report Card Types Letterhead Templates Has Multilingual Template? Include Inactive Sort Order Rotation Days

Focus High S | [Focu... [¥l 2] 7] 2]} (] 7] ]
== | Focus High Sc [Focu... [¥] (09,1011, 12 [§] |Report Cards [¥] |High School ReporiCard  [¥] [ O Alphabetic. . [¥] L]

Clear All Generate

13. Continue adding additional rows as needed.
14. When ready to generate the report cards or transcripts, click Generate.

The History tab is opened. A pop-up message will display indicating the file generation has
started.

15. Click OK to close the pop-up window.
The History tab displays the progress of the file.
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Generate History Publish

Report Card History
Active and inactive report card tasks. You may resume, pause and delete tasks as well as preview and download completed report cards.
File Name » Progress §  Actions RunTime j CreatedBy ;  Preview Dewnload Errors

&= | District Report Cards - 01-26-2022 10-05-09 100% 00:00:06 Patricia @ Preview &, Download

SSRS Report Cards

Once teachers have successfully posted grades and administrators have posted for any
absent teachers, the school can print or publish report cards.

1. Go to the Reports menu and select SSRS Reports.
2. Select the applicable report option from the SSRS Report pull-down.

Focus High School - 0041 ¥ sIs

Lizette Garcia
.Fq Select Student/Staff ¥ SSRS Reports
. Admin v 2022-2023 ¥ 4th 9 Weeks ¥ m

|| ssRsReport: Report Cards ¥ I
]
3‘; Generate History Publishing

>

Student Search

A

gl Report Cards

il Student [ |

d

& More Search Options SSRS Template: |MS Report Card . Marking Period: |1st 9 Weeks .

Sort Reports by: | Student Name .

The screen defaults to the Generate tab.

Grade Processing Page 29



SSRS Report: | Report Cards [v]

Generate History Publishing

Student Search

Student | |

— Report Cards

More Search Options SSRAS Template: | MS Report Card E] Marking Period: | 1st 9 Weeks E]
Sort Reports by: | Student Name IB

Apply My Last Settings ]

Student Group E]
[)Search All Schools
") Include Inactive Students

l Search H Resst ]

3. Select the appropriate students. Enter one or multiple student IDs or use More Search
Options to select a grade level (the recommended process is to print one grade level at a time).

4. Select the SSRS Template. Templates are school-level specific, i.e. K-5 schools may only see
KG, 1-2, and 3-5 template options.

5. Select how generated report cards are sorted from the Sort Report by pull-down.
6. Select the Marking Period from the pull-down.
7. Click Search to generate the report cards.

8. Select the check box in front of Student to select all students in the list or choose students
individually by selecting the check box in front of their name(s).
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SSRS Report: Report Cards L

Generate History Publishing

Batch Name (optional) | Generate

Search Screen Simple List Customized List

Grade: 09, 10, 11, 12
37 Students | 3 Selected [Search |

E Student Grade l

Acevedo, Diem Donna

a !v Acosta, Dexter D 10

9. Enter a Batch Name (optional) to name the generated file.

10. Click Generate to create a PDF of the report card for the selected students.

SSRS Report: Report Cards .

Generate History Publishing

|HS Report Cards | Generate

Search Screen Simple List Customized List

Grade: 09, 10, 11, 12
37 Students |1} 3 Selected [Search |
a Photo Student Grade |

Acevedo, Diem Donna

The screen will open to the History tab after generating the reports.
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If an error occurred, a green button to Retry will display along with Error listed in the Status
column.

Click to View or Download the file (optional).

11. Click the Publishing tab to publish the report cards to the Parent/Student Portal for all or
specific schools, grade levels, and marking periods using report templates. This requires the
Edit profile permission to Publish SSRS Reports to Portal.

SSRS Report:|Report Cards v
Generate History Publishing
School: [Focus High School - 0041 = m
[Fiter: 3]
School : Grade Level : S5RS Template : Custom Title : Marking Period : Start Date : Start Time : End Date : End Time : Include Inactive Students :
Focu... . B MS Report Card B | | ‘ 18t 8 Weeks B |08/17/2023 | | |
= [Foou...[8) (10,11 [¥] MSReportCard [¥] RC102 ~  [1st9Weeks  |¥] 07/12/2023  09:00 am 09/01/2023  11:30 pm

€ Astart Dateis required and defaults to the current date.

a. To limit the time the report cards are available on the Parent/Student Portals, enter an
End Date (and End Time if desired).

12. Once all data has been entered, click into a text field and press the Enter/Return key to
save. The saved data will display on a blue line.

€ If other report cards are published, such as Standards Report Cards, Elementary, etc.,
all reports will display simultaneously with only the most recent of each type showing
in the table.

Calculate GPA and Class Rank

On the Grades menu is an option titled Calculate GPA. Depending upon district profile
permissions, only District-level administrators may see the option. This Calculate GPA
screen is used to generate a GPA and Class Rank for students at one or more schools.
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When this option is used, the results will OVERWRITE any existing records.

Because GPA is school-year specific, this option will need to be run when the default
school year is changed. Also, it must be run to calculate Class Rank on an option
outside of the school's System Preferences on the Grading tab. Cohort must be in the
configuration file for it to display as an option on Calculate GPA.

1. Go to the Grades menu and select Calculate GPA.
2. Select the School(s) for which to run the process.

3. The Grade Level(s) and Marking Period(s) will only display what is active at the selected
school(s).

For the example below, the Semester 2 Class Rank will be based on Unweighted GPA instead
of the school’s system preference for using the Weighted GPA.

School(s):

Focus High School - 0041 [v]

Grade Level(s):

09, 10, 11, 12 [v]

Marking Period(s):

Semester 2 - 52 ]E]

Base class rank on Effective Date ‘Weight GPA by Credits

® Unweighted GPA ® Today's Date ® Do not Weight GPA by Credits
Weighted GPA Last Day of School Weight GPA by Credits

Use each School's System Preference Custom Date

Do Not Update Class Rank

Calculate GPAs and Class Ranks

Use each School's System Preference

4. Click Calculate GPAs and Class Ranks after all options have been selected.

After the process runs, a green check mark and confirmation message listing the School(s) and
Marking Period(s), will display at the top of the screen.
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