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Standards-Based Report Card Grade Entry

Note: K-3 Teachers cannot generate progress reports in Synergy.

Report Card Matrix Report Card ~
Navigation: Synergy 2 Report Card 2> Report Card Matrix
. - . Students
K-3 teachers will not utilize the Report Card Preview screen.
Report Card Matrix
The Report Card Matrix screen will open. |

D mummart T eedl Dirsarices e

e e

Confirm you are in the Homeroom class.

1. The selected class will display at the top, left side of the screen and includes the teacher’s name and
the name of the class. ‘Homeroom’ will be seen when the class is selected.
a. If Homeroom is not selected, point the mouse to the class. A Class Focus window will open.
2. When the schedule displays, click on the first period — Homeroom when it displays in the Class
Focus window.
If you do not see your homeroom class as a selection, report this to your school’s scheduler and ask

that the homeroom class be changed to ‘Included in Grading.” An overnight synchronization is required
for this update to be visible in the gradebook and report card selections. A District-wide sync runs at
4:00 AM each Monday through Friday during the school year.

3. Confirm you are in the current Grading Period (Quarter). Click the current quarter, if needed.

Report Card Matrix n
I.l (YR) Homeroom 2(1) SEC:0101/ Quarter 1 = I £ OPTIONS ~
Terms Class Focus v | Periods 6
School Year School
200 __ ) v Elementary School - Quarter 2 (Grading/Mark Periods)
Quarter 3 (Grading/Mark Periods)
Teacher
Quarter 4 (Grading/Mark Periods)
v
Period Course Section ID Students Term Room Att Taken
YR (08/01/2018 - 05/22/2019) E

4. Select Template - Cobb County (Grade Level/Current Year)

5. Select Report Card Rows 2> Report Card Matrix

The Subject and Quarter I VG Homeroom 2(1) SEC:0101/ Quarter 1 v | £ OFTIONS
needed to enter grades.
Always select the Subject- 6
Template:  CobbCounty 02 SB 2018-19 v |[Report Card ROWS: | == selact == v p—
Quarter association for the TS - e
READING Q1
current grading period, WRITING Q1
. LANGUAGE Q1
matching the Quarter selected — SPEANG L STENNG 01
in the Class Focus. SCIENCE &1

SOCIAL STUDIES Q1

HEALTH 01

PHYSICAL EDUCATION Q1
ART Q1
MUSIC 01
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Enter Grades on Report Card Matrix

The Report Card Matrix screen is helpful when entering the same grade for all students for a particular
standard. Use the green arrows to fill-down the same grade. (Make individual changes as needed on
the matrix screen.) Individual student entries can be done on the Report Card > Students screen and is
described later in this guide.

Enter grades for students for the selected subject area. Save Scores before selecting the next subject.

Note: Use the Slider Tool located at the top and bottom of the screen to scroll right and left ensuring
you see all standard areas for the selected subject and quarter.

Template bCounty 02 S8 s v ReportCard Rows: READING Q1

phs.  FLUENCY Q1

Select Fountas and Pinnell Reading Level on Report Card Matrix

When entering grades for Reading, use the dropdown to select the appropriate A — S letter for the
students’ Fountas and Pinnell Reading Level.

e Use the green fill-down to select the same letter for all students, then go back and make necessary
edits wherever needed.

e Be sure to click Save Scores at the top of the screen often so grades are not lost and always before
selecting a different subject.

e If desired, teachers can select the Fountas and Pinnell Reading Level from the Report Card > Student
screen. The Report Card > Student screen is described later in this guide.

FOUNTAS AND PINNELL READING
LEVEL Q1
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Specialists Teachers

Art, Music, and Physical Education Teachers can enter grades for an entire class, directly on the Report
Card Matrix screen.

The green arrows in each column allow for easy fill-down of the same grade. Then, go back to make
necessary edits wherever needed.

Be sure to click Save Scores at the top of the screen often so grades are not lost and always before
selecting a different subject or class.

CLICK SAVE SCORES after

e, § .
Template: | CobbCounty 02 SE 201219 v |Report Card Rows:  ART Q1 v enterig scores on the sereen
Save Scores TR

CREATES ART TO EXPRESS INDIVIDUAL IDEAS, THOUGHTS, & FEELINGS USING USES ART TERMINOLOGY TO COMMUNICATE THOUGHTS & FEELINGS ABOUT

Student ELEMENTS OF ART & PRINCIPLES OF DESIGN Q1 ARTWORKS Q1 ART LEARNING SKILLS & BEHAVIORS Q1
2 74 2 74 peld
E v\ 2 T[4 ey
Ea A =14
2 v 2 7|4 N4

e  WAIT for the scores to save. A message will display after the grades are saved — until then, please
wait on the Matrix screen for a few seconds.
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Entering Comments on Report Card Matrix (All Teachers)

Select Teacher Comments from the Report Card Rows dropdown for the correct quarter.
Use the Slider Tool to scroll right and left to view all six comments areas.

3. Enter comments, specific to the subject area for the appropriate text box.
a. Tip: Use the green arrow to fill-down the same comment for all students.

Stdent ELA/READING COMMENTS Q1 MATH COMMENT S Q1 SCIENCE COMMENTS Q1 SOCIAL STUDIES COMMENTS Q1 SPECIALS COMMENTS Q1 GENERAL COMMENTS Q1

Template:  CebbCounty 02 58201319 v |RPOIt Card ROWS:  TEACHER COMMENTS Q1

3 s 3 very good math shudenl ¢+ Il 4 4 [Great student - Nesds 1o stay focused

4. Tip: Begin comments with Q1, Q2, Q3, or Q4 depending on the current period where comments
are being added.

5. Tip: Utilize the green arrow - Enter the appropriate quarter for the first student and click the
arrow to fill down the quarter in all students’ comment fields.

6. Click Save Scores.
Now all students’ comments will begin with the quarter listed at the beginning of the statement.
If a comment is not entered, for a particular subject, the quarter can be removed or left in place
depending on the teachers’ preference.

Template:  CobbCounty 02 SB 2013-19 v Report Card Rows: TEACHER COMMENTS Of v i

10of 8- ELAF

Student ELA/READING COMMENTS Q1 MATH COMMENTS Q1
aput more &ffort into writing n Q1 ey is a very good math student. - n (a3 -
281 Characters Remaining 271 Characters Remaining 311 Characters Remaining
aPut more effort into writing and reading. & aGoodjob in math A Q1 &
267 Characters Remaining 291 Characters Remaining 311 Characters Remaining

Tip: Teachers may want to begin with the same message for all students. If so, type in the comment for
the first student. Then, click the green arrow to fill-down the same message for all students’ comments.

e Click Save Scores.
e Continue updating comments for individual students from this screen, if desired.
e Comments can also be added and edited on the Report Card > Student screen described below.
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Report Card - Students

Complete Report Cards (Homeroom Teachers)

Navigation: Synergy = Report Card = Students _w_
Report Card Matrix

The Report Card > Students screen will display. Hi—Reper-Gard-Rravion—m

il

Ensure the Homeroom class is selected for the correct Quarter grading period.

Click the Options button to make the following selections:
e Report Card Entry Mode: Classicis recommended.
e Check the box to Show Inactive Students, if needed. (More details below)
e Check the box to Hide Student Pictures, if desired.

Students
A (YR Homeroom 2(1) SEC:0201 / Quarter 1 « £ OPTIONS +
Report Card Entry Mode [
Class Report Card Classic v
I ] how Inactive Students [
Report Cards Not Complete I_tde Student Pictures

S m—

Check the box next to Show Inactive Students if you want to see dropped or withdrawn
students in the report card list. The box should be checked if a report card is needed for a
dropped or withdrawn student.

Leave the box unchecked if you do not want to generate a report card for a dropped or
withdrawn student along with the rest of the class.

e Select a student’s report card screen by clicking on the student’s picture and/or name.

2 Ry Homeroom 2(1) SEC:0101/ Quarter 1 ~ | & OPTIONS + + NEW PROGRESSREPORT || ®VIEWREPORT CARDS || (5 EDIT COMMENT BANK

Report Cards Done This Period (0/24)

Class Report Card

Report Cards Not Complete MARK ALL COMPLETE —» & MARK ALL NOT COMPLETE Report Cards Complete
' ’ l ’
B ’ ’

B . )

e When the report card displays, confirm accuracy of all the report card entries if the Report Card
Matrix screen was used.
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o Grades that were entered on the Matrix screen can be edited on this screen.

& (YR)" 7 Homeroom 2(1) SEC 0101/ Quarter 1 v |

Back to W e mmmemy - Grade 02 Nextto
‘CobbCounty 02 SB 2018-19 Report Card

[ Include Audt Detail Cancel/Back fo List | Save/Backto List | Save/Confinue ‘ + SaveMMark Complete | VIEW REPORT CARD Go To Overall Comment:

Report Card Area QUARTER 2 QUARTER 8 QUARTER 4

READING Q1

PHONICS AND WORD RECOGNITION Q1 Distinguish long
vs. short vowels. Know common vowel team diagraphs.

FLUENCY Q1

FOUNTAS AND PINNELL READING LEVEL Q1

FOUNTAS AND PINNELL READING LEVEL LETTER Q1 v

KEY IDEAS AND DETAILS Q1 Asks and answers questions ‘
and describes characters.

overall structure of a story.

CRAFT AND STRUCTURE OF A TEXT Q1 Describes the ‘7' ‘

INTEGRATION OF KNOWLEDGE AND IDEAS Q1 Uses
information from text to demenstrate understanding.

TEXT TYPES AND PURPOSES Q1 Narrative

PRODUCTION AND DISTRIBUTION OF WRITING Q1
Focuses on a topic and strengthens writing by revising and ‘
editing. S

Enter Grades e
READING Q1

PHONICS AND WORD RECOGNITION Q1 Phonics and Word
Recognition

e Scroll down on the screen to see all of the subject FLUENCY Q1
areas and standards listed by Quarter. FOUNTAS AND PINNELL READING LEVEL OF

KEY IDEAS AND DETAILS Q1 Asks and answers questions and
describes characters.

CRAFT AND STRUCTURE OF A TEXT Q1 Describes the overall

e Grades and comments should only be entered for structure of a story.
the current quarter INTEGRATION OF KNOWLEDGE AND IDEAS Q1 Uses information

from text to demonstrate understanding.

TEXT TYPES AND PURPOSES Q1 Narrative

PRODUCTION AND DISTRIBUTION OF WRITING Q1 Focuses on a
topic and strengthens writing by revising and editing.

QUARTER 1
E ] *
. | = ¢
e Use the drop down boxes to make grade selections. ||| S S §
e Use the arrow to fill-down the same grade for the ||| D - ¥
subject area. “l , .o
2 - | +
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Enter Fountas and Pinnell Reading Level on Report Card > Student Screen

Use the dropdown in the Reading area of the report card to enter letters A — S for the student’s Fountas
and Pinnell Reading Level

Report Card Area Score QUARTER 1
READING Q1

PHONICS AND WORD RECOGNITION Q1 Distinguish long 5 . +
vs. short vowels. Know common vowel team diagraphs.
FLUENCY Q1 2 v +
FOUNTAS AND PINNELL READING LEVEL Q1 2 v +
FOUNTAS AND PINNELL READING LEVEL LETTER Q1 D v +
KEY IDEAS AND DETAILS Q1 Asks and answers questions A +
and describes characters. B

c
CRAFT AND STRUCTURE OF A TEXT Q1 Describes the +
overall structure of a story. E

Enter Comments
Comments can be entered, for an individual student, using the Report Card > Student screen.

e Scroll down to see the Teacher Comments area for the current quarter.

e If a comment has already been added, the word —comment— will display.

e Click the edit pencil for a comment area to review and edit existing comments, add comments, or
delete comments.

ELA/READING COMMENTS Q1 ﬁ -comment- rd
MATH COMMENTS Q1 R Vs
SCIENCE COMMENTS Q1 -comment- rd
SOCIAL STUDIES COMMENTS @1 -no comment- Vd
SPECIALS COMMENTS Q1 -no comment- rd
GENERAL COMMENTS Q1 -no comment- rd
_____|

PLEASE NOTE: In Chrome, after clicking the edit pencil, users may need to manually scroll down to the
bottom of Quarter 4 to see the comment area (shown below.) When using Internet Explorer or Edge,
the screen will automatically scroll down to the bottom when the edit pencil is clicked.
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e Comments that were entered on the Matrix screen, will display in the comment area.
e Edit, delete, or add any comments necessary.
e Click Save Comments.
e Enter a comment in the Add to Comment Bank area and click the green ‘Add to Comment
Bank’ button, if desired.

e Toadd a comment from the Comment Bank to a student’s comment area, click the blue +

(plus) that will display next to the comment.

Go To Top

Quarter 1 ELA/READING COMMENTS Q1 |

Q1 Your student is reading on grade level

Enter comments in this area for the

selected student's report card.
y

T -

¥Comment Bank

E: Filte x
= Your student is reading on grade level Enter comments here to
save to the comment
Comments saved in the comment bank bank.
display here. Click the + to add it to the p
comment area. e | s

e After all comments are entered and saved, follow the steps below.

Mark Students’ Complete
Teachers can work on individual students’ report cards as needed. When each report card is finished,
mark it complete so the students’ names display on the right side of the Report Card > Student screen.

Be sure to click Save/Continue often so data will not be lost.

Report cards can still be edited even if they are marked as complete.

Back to "%, n R Grade 02 Next to -
CobbCounty 02 2017-18 Report Card

Cancel/Back to List + Save/Mark Complete VIEW REPORT CARD

e Click Save/Mark Complete to move the student’s name to the right/complete area of the Report
Card > Student screen. (Use this option if all report card entries are complete.)
e Save & Back to List returns you to the list but does not mark the student complete.
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e Cancel/Back to List returns you to the list of students without saving anything for the current
student.

e The View Report Card option is not available until the page is saved, IF additions or changes
were made.

e The selected student’s report card will open in a PDF for review when the View Report Card
button is clicked.

VIEW REFORT CARD

e After reviewing and completing the report cards, all of the students’ names should appear on the
right, complete side of the Report Card > Students screen, if they were marked complete during the
saving process described above. (see below)

e If students’ report cards are complete and need to be moved to the right side -

o Use the Mark All Complete button to move all students at once.
OR
o Click the green arrow next to a student’s name to move that one student to the completed
side of the screen.
e When all students’ are complete, click the button to View Report Cards.

Students @\ Lock Sgn

2 (R Homeroom 2(1) SEC0201 / Quarter 1 v || €3 OPTIONS =

Class Report Card Report Cards Dene This Period (2021)

Report Cards Not Complete

. []

Report Cards Complete

‘ .
g

.
‘ .

Digital Report Cards in ParentVUE/StudentVUE

When your school’s Administrator or ParentVUE Coordinator has enabled the online report card option
in ParentVUE and StudentVUE, as soon as a student’s name is moved to the complete side of the screen,
parents and students will immediately be able to view the digital report card grades.

Moving students’ names to the complete side (right side of the Report Card > Students screen) is
required for the report card grades to display in PVUE and SVUE.
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Generating Report Cards from the Gradebook

If teachers are printing report cards for their class, confirm that the network copier accepts the ledger
paper required for the Standards-Based Report Card. If that option is not available, report cards
should be printed from the office.

e Ifa Spanish version is needed, see the next section of this guide before generating report cards.

e When students have been marked complete on the Report Card > Students screen, the word
Complete displays in the current quarter’s column.

e To generate a report card for one student, click View next to the student’s name.

e Click the button, Back To Students, to return to the Report Card > Students screen.

On the Report Card View screen, click the button to Generate Class Report Cards. \Wait while the report
card file generates.

Report Card View

A (YR) Homeroom 2(1) SEC:0201/ Quarter 1 ~ L OPTIONS ~ BACK TO STUDENTS GENERATE CLASS REPORT CARDS GENERATE BLANK REPORT CARDS

Print Report Cards For: | Homeroom 2(1)

Student Name Language Quarter 1

View English v Complete
View English v Complete
View English v Complete
View English v Complete
View English v Complete
View English v Complete
View English v Complete

View English v Complete

e Open the PDF file for the report cards. Review the file on screen before printing to confirm all
report cards are accurate and complete.

e [Ifinactive students’ report cards were included but are not needed in the class report card file,
close the file without printing or saving.

e Uncheck the option to Show Inactive Students on the Report Card > Students screen. Then,
navigate back to the View Report Cards screen and generate the class file again.

e To print the report card file, hover the mouse near the bottom or upper portion of the PDF and
click on the printer icon. Placement of the icons depends on the browser used.

e Save the PDF file, if desired. It is recommended that an electronic file of the Quarter 4 report
cards (end of year) be saved for each homeroom class.

e Note: Report Card Administrators and Gradebook Managers have access to save a PDF file for a
teacher, a grade level, and the entire school.
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Selecting Spanish Version Report Cards

If a Spanish version of the report card is needed, teachers must follow the steps below to save
the language setting for students in their homeroom class.

If a homeroom teacher is unavailable to complete the steps below, the gradebook manager
has access to change and save the language settings as described.

Even if the teacher is not going to generate individual or class report cards themselves from the
gradebook, the steps below are required for the students to receive a Spanish version in either

a printed or a digital PDF document (online in ParentVUE).

1. Navigate to Report Card > Students and click View Report Cards located in the upper
right corner of the screen.

& VIEW REPORT CARDS

2. Confirm that the Homeroom class is selected for the current quarter.
3. Select Spanish in the language dropdown for students who need that format.

4. Click the green button to Save Language Settings.

Report Card View
A4 (YR) Homeroom 1(1) SEC:0005 / Quarter 1 - £ OPTIONS ~ BACK TO STUDENTS GEMERATE CLASS REPORT CARDS GEMERATE BELANK REPORT CARDS [
Print Report Cards For: (YR) ™" ~ Homeroom 1(1) SEC:0005
Student Name Language Quarter 1 Quarter 2

@ View ! Spanish v Complete Complete

5. Click Generate Class Report Cards to generate a class file. (Note: The class generated
file will group the Spanish version report cards together rather than in alphabetical
order. The grouping could come at the beginning or the end of the class file.)

6. To generate a report card for an individual student, click View next to the student’s

name.

When a printed Spanish version is needed, it must be generated from the teacher’s Report
Card View screen (shown in the screen shot above), or by a Gradebook Manager/Report Card
Administrator using the GBK201 Report.
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Grade Placement for Next Year

Grade placement for next year, located on the individual report cards is in the bottom right corner.
Entries for this area must be handwritten. Handwritten selections and entries will NOT display on the
digital report card screen or PDF’s.

PLACEMENT INFORMATION
\:, Promoted to 2nd grade D Placed in 2nd grade D Additional Year in 1st Grade

~ =3 r Py

The best practice is for all teachers to use the free-form comments to communicate the next year’s
grade placement at the end of the school year. Since the report cards are available online, the
comments will display in PVUE/SVUE. Additionally, in the event that a printed report card cannot be
sent from the school, by recording the next year’s grade placement in the free-form comments, the
parents will have the option to print their own copy using the PDF document attached in PVUE/SVUE.

Grade placement selections and entries must be handwritten, on the individual printed report cards.
Handwritten selections and entries will NOT display on the digital report card screen or PDF’s.

End-Of-Year: Final Grade Entry

At the end of the year, Kindergarten through Third Grade teachers will enter Final Grades as part of the
Quarter 4 grades. The Final Grade entries are in addition to the Standards-Based subject area grades
that still need to be entered. Final Grades can be entered using either the Report Card Matrix screen or
individually on the Report Card > Student screen.

Final Grade options are limited to E, M, or N as required for state reporting.
o E = Exceeds Standards and represents all 3’s and 3+s.
o M = Meets Standards and represents predominantly 2’s and 3’s with some 1’s, as
long as the 1’s do not appear in the last quarter the standard is assessed.
o N =Does Not Meet Standards and represents predominantly 1’s, and a student may
be in consideration for retention based on this evidence.

How to Enter Final Grades on the Matrix Screen

Navigate to Report Card > Report Card Matrix

Report Card ~

Students

Report Card Matrix

' Report Card Preview ¢

Page 14 of 17



K-3 Teachers — Standards Based Report Card & Final Grade Entry 2020-21 v.1 Sept. 2020

e The Report Card Matrix screen will display on the screen.
o Confirm you are in the Homeroom class for Quarter 4.
e Select Template = Cobb County (Grade Level/Current Year)
e Select Report Card Rows - Final Grade
o Uses the Slider Tool to scroll, if needed, so all nine Final Grade areas are completed.
o Use the green arrow to fill-down for the same score, and then change individual grades as
needed.

Report Card Matrix [2] ock Sign Oul Support Help
2 VR

Template: Report Card Rows:

v FINAL GRADE

FINAL GRADE ENGLISHILANGUAGE FINAL GRADE PHY SICAL
Student FINAL GRADE READING  ARTS FINAL GRADE MATHEMATICS  FINAL GRADE SOCIAL STUDIES FINAL GRADE SCIENCE  FINAL GRADE HEALTH  FINAL GRADE ART  FINAL GRADE MUSIC  EDUCATION

- Ml MRS T & v vd MY -

M|y Mmrid MES AL AL AL MEY ML

- Ml MRS & v v d v

o Please enter a grade for every student in all nine of the subject areas.
o Click Save Scores.
e Important Note: If grades are required for a withdrawn student, and the screen is not displaying
inactive students, return to the Report Card > Students screen. Use the Options button to Show
Inactive Students.

Specialists - Final Grade Entry

e The Art, Music, and PE Specialist teachers can enter Final Grades, for their subject areas, on the
Report Card Matrix screen, after they enter Quarter 4 Standards-Based grades.
o Standards-Based grades and Final Grades for specials’ classes can be added BEFORE the
other subject area grades are entered.
Enter Subject-area grades for Q4 (save), and then select Final Grade from Report Card Rows.
Specialists - Click Save Scores after entries are made for each class.

Template: Report Card Rows:
CobbCounty 02 2017-18 A FINAL GRADE A Undo
NAL GR, ON
ADE FINAL GRADE
Student LAN PHYSICAL
FINAL GRADE ART FINAL GRADE MUSIC EDUCATION
= - gw o
M|l E | YL
M
mr]d o s
e  WAIT for the scores to save. A message will display - I

after the grades are saved — until then, please wait on
the Matrix screen for a few seconds.

e The message will close on its own after a few seconds. However, you can navigate away from the
screen even if the message displays.
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Report Card > Students: Final Grade Entry
Final grades can also be entered individually for the students as teachers add their Quarter 4 standards-
based grades.

Scroll to the end of the Quarter 4 subjects and comment areas to see the FINAL GRADE
options for Final Grade.

e Select from E, M, or N for all nine subject areas.
o E = Exceeds Standards and represents all 3’s and 3+s.
o M = Meets Standards and represents predominantly 2’s and 3’s with some 1’s, as
long as the 1’s do not appear in the last quarter the standard is assessed.
o N =Does Not Meet Standards and represents predominantly 1’s, and a student may
be in consideration for retention based on this evidence.

Synergy TeacheWE Q s Lock SignOut Support Help

L (¥R)

Homeroom 2(1) SEC:0201 / Quarter 4 + |

Back to . % lwew - Grade 02 Next to
CobbCounty 02 2017-18°  Report Card

© Include Auat Detail Cancel/Back to List  Save/Mark Complete | VIEW REPORT CARD Go To Overall Comments

SHOWS RESPECT FOR PROPERTY Q4

TEACHER COMMENTS Q4

| ‘

~

ELA/READING COMMENTS Q4 -no comment-

.

MATH COMMENTS Q4 no comment.

FINAL GRADE READING E +
FINAL GRADE ENGLISHLANGUAGE ARTS E +
FINAL GRADE MATHEMATICS M +
FINAL GRADE SOCIAL STUDIES | w B 4
FINAL GRADE SCIENCE £ +
FINAL GRADE HEALTH N +
FINAL GRADE ART m P
FINAL GRADE MUSIC m v
FINAL GRADE PHYSICAL EDUCATION m

Follow the steps, described earlier in this guide, to Save and mark student’s report card complete.

Back to Wlsymismin - Grade 02 Next to

ST, e
I

CobbCounty 02 2017-18 Report Card

CancelBack to List + Save/Mark Complete VIEW REPORT CARD

Note: The Final Grade entries will not print on the Quarter 4 report card.

e There will not be a printed report to display the Final Grades for students.
e The Final Grades are reported to the state and not intended for distribution to parents.

It is recommended that a PDF file is save for each homeroom class at the end of Quarter 4. This can
be done by individual teachers or by the gradebook manager/report card administrator.
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How to Make Changes to K - 3rd Grade Report Cards in a Previous
Grading Period

Since teachers in grades K — 3 do not use the gradebook for assignments, changes only need to be made
on the report card or matrix screen if needed.

e Teachers can make edits to report cards during the current school year. If changes are needed in a
prior school year, the gradebook manager or report card administrator will have to make the
changes.

e The normal default setting allows teachers access to edit report cards for 14 calendar days past the
end of the grading period. Once the 14-day window has passed, an administrator should enter a
Web Help ticket with a request to extend the report card window for a specific quarter.

o Please note that in January, the district will automatically extend the teachers’ window to
allow enough time for teachers to complete, distribute, and edit Q2 report cards. The
window will normally remain open about a week past the January distribution day. Refer to
the District’s Staff Use Calendar for actual dates.

e Administrator: Review and change (if needed) the current grading period on the School Setup

screen to match the period in which the changes are needed.
' School Setup r

Menu ~ L

School Name: ™ "B Elementary School School Year: 2018-2019
| Basicinfo | Options SIS Data Options Labels TeacherVUE Mobile Apps
@ Period Definition

Start Period End Period Homeroom Period Homeroom Meeting Day
13
Bell Sched Override

@ Type Information

School Type School Attendance Type Attendance Entry Method for Teachers and Class Attendance School Attendance

Elementary School | ~ || Daily Attendance ~ l| By Section =

Grade Aftendance Calculated Concurrent Enroliment Type

Full Concurrent - Able to send and receive concurrent students -~

ALC school Type Calendar Type  School Category
Regular -

® Grade Selection (® Grading Options

Initial Grade Grading Period
Grade

WPe KK Zo01 %02 Ho3 o4

To5 Woc Wo7 MWoO0B W09 10

W11 W12 W12+ B UNG-Elem B UNG-Sec -
- - |} 1g Definitions

ce School Type

e Teacher: Once the School Setup screen is set to the grading period needed for the change, and
the window is open, the teacher can open the Report Card Matrix or Report Card > Students
screen. Make any needed changes and save.

o Teacher or Administrator: The teacher or the administrator can run and print a new report
card, as needed.

o Administrator: If the school has attached the report card documents to the students, so they
are visible in ParentVUE/StudentVUE, the edited report card needs to be attached. Follow the
steps in this guide to attach the report card document for a single student, a list of students, or
for an entire homeroom class.

e Administrator: When all report cards are complete and edits finished, the School Setup screen
can be set to the current grading period. Notify Technology (through Web Help ticket entered)
that the report card changes are complete, and the teacher-edit window can be reset to the
normal 14-day setting.
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