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Creating Reports:

Reports (including report cards, transcripts, and schedules) are created by year and school. However, these
reports may be rolled from one year to the next.

1. Choose the Year and School from the tool bar. ;ZMW H:memm |

2. Select the Index tab. —— -
3. Select System Administration. o

4. Select Preferences. o

5. Select Reports.

6. Click New. s - - e
NOTE: Report Cards may be created by Term (i.e. 6" — e — E

I |
Report Type ] Select sl graing asks

* Systsm Administration

Attendance

grade Q1, 6" grade Q2), by grade (i.e. 6™ grade, 5

Auditing {®) Conventionsl Report Card
. Batch Queue O Standards.Sased Report Cara
grade), or by group (i.e. upper elementary, lower et L

Census Temal TemQ2  Tema3

elementary). To differentiate the final report card =

Data Defining Tools ) Exlude o prio Terors fam ping

Data Interchange Page Layout
® Porirait {_ Landseape

[] addional space for tems

(which may include next year’s class placement),

Data Utiities
Grading & Standards

create a “final” report card format (i.e. 6 grade, 6t

Medicaid

Display Options
Header Options

[ student D
Oststein

portal ] Student Gounselor

[ pstertime Stamp
T Preferences.
db Reports

7. Give the report a Name and select the Type. (For a seprs T
report that includes a combination of letter grades and
standards, select Standards-Based Report Card and Reports
proceed to number 13 below.) fou DY sere B 0o

8. For a Conventional Report Card, choose the Terms (if
choosing the last term, all terms will print unless the )
Exclude all prior Terms from printing box is checked). &

9. Select the Display Grades you wish to display.

10. Select Layout and Display Options.

11. Choose the Grading Tasks and Score Groups/Rubrics
that will appear on the printed report card.

12. Type any School Comment that will appear on all report
cards and choose to print them at the beginning or end.

13. Click Save.

14. For a Standards-Based Report Card, choose the

Messenger

grade final).

[ attendance summary
[ cumutative GPA

[ Ciass Rank: TRL< i
SRS

Publish to Portal

Available in Campus Instruction

Beport Type.
(®) Conventional Report Card

Grading Tasks * Select all grading tasks

Grading Tasks
Follovis Oral Directions
Follows SDAR Expectations

() Standards-Based Report Card

Display Grades *
Posted Grades

[ in-Progress Grades

Report on Terms *

Main - Quarters
[JTerm @t [ Term a2 [ ferm a3
B erm Q4

Final Grade
Final Grade OT

BAND

CHORUS

Overall Grade

Library

MUSIC

Physical Education
COMMUNICATION ARTS: READING
SOCIAL HABITS

—Follows directions and uses listening skills

—Uses seff conri or work & beh ™

Choose Score Groups/RDIics to be printed
[ Print GPA values associated vith scores
st-2nd Rubric

(D teacher signature Line

Standards Display Options (to print by Term, select
Display All Scores).
15. Select Placement and Signature Options, Page Layout

[ principal Signature Line:

[ parent signature Line
Page Layout

(® Portrait () Landscape

al space for terms

4-65cale-Print
K-3 Grading Scale
K33coreGroup

CTRL-click and SHIFT-click for multiple

[ Prepare:report for full duplex printing

(Landscape works best), and Display Grades, and Display
Options.

16. Choose the Grading Tasks and Score Groups/Rubrics
that will appear on the printed report card.

17. Type any School Comment that will appear on all report
cards and choose to print them at the beginning or end.

18. Click Save.

Header Options
[ stugent o
[ state In
[ student Counseior

(] Homeroom Teacher

September 2020 Creating Report Cards 2



Printing Report Cards by Group

Users assigned to the Teachers group do not have the rights necessary to print report cards.
Further, it is recommended that the grading window be closed prior to printing report cards.

1.

2.
3.
4

5.

From the Index, select Grading & Standards.
Select Reports.
Select Report Card.

Index Search Help

Michael Agostinelli

Choose a previously created report from the
report Options field or select the Display s
Options link (no option to save the created -
report).

Choose the Grade and Sort Options.

6. Click Generate Report.

NOTE

: To print report cards for a class of students,

create a Selection Editor Ad Hoc Filter or within the
report card Sort Options, choose Teacher and print

only t

hose pages.

Printing Report Cards by Student

Individual report cards may be printed from the Student Information module.

1.
2.
3.

b

From the Index, select Student Information.

Select General.

Search the student by entering their last name, then
first name in the search box. Click Go.

Select the student from the list generated.

Click the students’ Grades tab.

Select a report from the Choose a Report Card
Format dropdown.

The report will open in PDF format for viewing
and/or printing.

For more information, contact the AIM Help

Desk at 1- 877-464-6681 or

Submit an AIM Help Desk Ticket
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Auto Grade
Grading Window

Credit Groups

Grading Tasks

Score Groups & Rubrics
Standards Bank

Repaits

Report Card Batch Report.

-~

Tris report
it

batch prints student report cards, one page per student, suitabie for handing out. This is a very complex report try to
batch.

imit the number of students selected per bats|

Report Options
OR
T
AdHocFiter [ 2
=
Grade: __Al Students v
e
Sort Options

® aipha O Grageraipha O zip O Teacher

Batch Queue Options

[ et | Sront0p[50 ek sbmite btwoen 0872075 ] [os742075 |7

s Rank G e | Report Tite | Status. | Download

Course Credit

Course Standards

Cumuiative Labels

Grades Report

Report Card,

Standards lent
Lockers Graduation Athletics Ad Hoc Letters ‘Waiver Records Transfer Special Data F
Summary Profile Enroliments Schedule Attendance Flags Grades Transcript g

Choose a Report Card Format...

Legend:

Class

Final Grade

SCI 43717 A.P. Chemistry (51)
"

Hefzger

W Detail

SCI 43727 AP, Chemistry (52)
Nefzger, M

iDEIaI

SCI 4471-1 A.P. Physics | (S1)

Blazer, D
W Detail

SCI 44721 A.P. Physics | (S2)

Blazer, D
W Detail

ENG 3361-3 Adv. English 11 (51)

Dubbs, §
W Detail

ENG 3362-3 Adv. English 11 (52)
5

Dubbs, S
W Detail

MA 3561-5 Adv. Math/Pre-Calculus (51)

Dusko, J
W Detail

Task Quarters Q1 Quarters Q2 Quarters Q3 Quarter.

In-Progress Grade || Future In-Progress Grade || Grade Not Available Yet

Quarter Grade B+
89.31%

Exam Grade

Semester Grade B+

Quarter Grade:
Exam Grade
Semester Grade

Quarter Grade B-

Exam Grade

Semester Grade B-

Quarter Grade
Exam Grade
Semester Grade

Quarter Grade A
29.66%

Exam Grade

Semester Grade

Quarter Grade
Exam Grade
Semester Grade

Quarter Grade:

Exam Grade

Semester Grade A
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