Instructions K — 12 Report Cards

Step 1: Login to Main BCeSIS Page.
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Step 3: Check that reporting periods are setup for both Elementary and High School. Note
that the Elementary and High must share a Final Reporting period, as such set it to the
latest date between the High School and Elementary.

Alta Lake

4 |r

Full Year Course 02-5EP-2008 =l

A

ohg Mame Short Ma... End Date arking Start D...
HS Report Card #1 & 30-0CT-2008 | Mark Entry = Jif Mo - =
2 |HS Repont Card #2 RC2 30-JAN-2008 | Mark Entry = ff Mo -
3 ||Final F 01-JUN-2009 | Mark Entry = [l Yes -
4 ||ES Report Card #1 ER1 30-DEC-2008| Mark Entry = lf Mo -
ES Report Card #2 30-MAR-2009) Mark Entry = il Mo -

-

e

Step 4: Check that no two dates are the same. If they are the same, change one of them to
be one day off.

& Independent Schools District A Student Information System

Action Edit Record Query More Info Bavigate Lock Help Window

Alta Lake
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Full Year Course 02-SEP-2008 =
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Lang Marne Shott MNa.. 4~ End Date Marking Start D...
1 |HS Report card#1 RC1 30-DCT-2008 | M3 Entry ~ | Mo = =
2 ||HS Report Card #2 RC2 30-JAN-2008 | Markentty =] Mo =
3 |Final F 01-JUN-2008 | ark Entry = | ves  +
4 |ES Report Gard #1 ER1 30-DEC-2008| Markgentry  + )| Mo =
5 |ES Report Card #2 ER2 \_ [30-MAR-2009[makEnty  ~ 1o =

N_ 7
q I 3

10/22/2008 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 2 of 20



Step 4: Setup the reporting periods for the other course lengths in your school by clicking
on the little scroll bar. (i.e. Semester or Term). Note that the elementary reporting periods
are setup under the full-year course length onl
oS Independent Schools District A Student Information System

Action Edit Re More Info N te  Lock Hel

Alta Lake

4 |r

Full Year Course 02-5EP-2008 =l

A

Long Mame Short Ma... End Date arking Start D...
1 |HS Report Card #1 RCA1 30-0CT-2008 | Mark Entry = Jif Mo - =
2 |HS Repont Card #2 RC2 30-JAN-2008 | Mark Entry = ff Mo -
3 ||Final F 01-JUN-2009 | Mark Entry = [l Yes -
4 ||ES Report Card #1 ER1 30-DEC-2008| Mark Entry = lf Mo -
5 ||ES Report Card #2 ERZ 30-MAR-2009) Mark Entry = il Mo -

-

Once you are done setting up the reporting periods, save, and exit.

Step 5: Go to “School” then “Mark information” then “Elementary” then “Curriculum
Reporting Setup”
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Step 6: Enter in all of the Elementary Reporting Periods, making sure to assign the Final
reporting period. Then save and exit.
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Step 7: Go to “School” then “GPA Module”
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Step 8: Click on School Reporting Dates

& Independent Schools District A Student Information System

GPAModule General Information IS T
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Step 9: Click Add and enter the date of the first High School Report Card.

& Independent Schools District A Student Information System

on Edit ord Mare Info ] ¢ Help nd

Alta Lake -
01-MOW-2008 : Add Delete
Course Lendgth Start Date Reporting Period End Date Weight Mark to be used
-
: . F i
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Step 10: Click ADD
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& Independent Schools District A Student Information System

Action Edit Eecord Query More Info  Mavigate Lock Help Window

Alta Lake -
01-MOY-2003 “1 add ] Delete
Course Lendgth Start Date Reporting Period End Date Weight Mark to be used
=
. ) |l
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=

Step 11: Choose the Course length, start date, and reporting period that you want to show
on this report card. Click Save and then you can add others course lengths (i.e. Semester
reporting periods). Please note that you can only have one of each course length on each
report card. (i.e. only one full-year reporting period).

& Independent Schools District A Student Information System
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Step 12: Repeat Steps 9 though 11 for each of the High School Report Cards.
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Step 13: To setup school-based comment bank go to “School” then “Mark Information”
then “Comments”
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Step 14:. Login to Teacher Assist now to setup teacher-based comment banks.
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Step 15: Click on “Setup Options”

2 Independent Schools District A Student Information System
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Step 17: Click on “My Comments”

& Independent Schools District A Student Information System

i S
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|
|
|
|
|
|

Now you are ready to enter Marks and Comments for Elementary and High School Report
Cards. Steps 19 through 31 are for entering marks and comments for elementary teachers
and Steps 32 through 39 are for entering marks and comments for high school teachers
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Elementary Teacher Mark and Comment Entry.

Step 19: Click on the Navigate button
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Step 20: Type “elem” and click “Find”
B Independent Schools District A Student Information System
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Step 21: Choose the screen called “Elementary Mark Entry by class” (note that you choose
the one with the lower case class) Then click “Navigate to...”

& Independent Schools District A Student Information System
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Step 23: Choose your Reporting Term

Hi1 Select Homeroom
ES Report Card #
Undefined Model
Edit | Migc =
Edit | Misc
Edit | Misc
Edit | Misc
Edit || Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Mizc
Edit | Misc
Edit | Wizt =
1=
Term Comments Senices PerformancefEffort Levels Copy Marks =

Step 24: Click on the Grade you want to mark.

& Independent Schools District A Student Information System

Edit Block Field Record GQuery Lock Help Windo
Alta Lake Hht1 Select Hamaraom
ES Report Card #1 & Grade 2 - Undefined Model
Edit | Misc =
Edit || Misc
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Step 25: Click on the Subject Area you want to mark. Please note that only areas with a *
in front can be assigned marks/comments.

& Independent Schools District A Student Information System

ion Edit Block Field B Lock Help ndowe

Alta Lake HM1 Select Homeroom

ES Feport Card #1 = 1sh La Arts K- 7 (2008) =

+

* SpeakingiListening

Frangais langue premiére M a 7 (1995)

* | ecture -
Smith Sr, Susan Edit | Misc =
Edit | Misc
Edit | Kisc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Wizt |~
=
Term Comments Senices PerformancelEffort Levels Copy Marks =

Step 26: Enter the Mark for the student for this subject area. You can click on the
“Performance/Effort Levels” button to get a list of valid marks for this grade level.

& Independent Schools District A Student Information System

Action Edit Block Field Record Query Lock Help Window

Alta Lake HM1 Select Homeroom

ES Report Card #1 - English Language Arts K- 7 {2008) =

* Reading

*Writing
* SpeakingiListening

Frangais langue premiére M a 7 (1995)

* | ecture -
Smith Sr, Susan Edit | Misc =
~N. Edit | Wizt
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Misc
Edit | Wizt
Edit | fisc
Edit | Misc
Edit | st
Edit | Mist |+
=
Term Comments Senices PerformancelEffort Levels Copy Marks =
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Step 27: Click on “Edit” to enter the comments.

& Independent Schools District A Student Information System

Action Edit Block Field Record Query Lock Help Window
Alta Lake Hi1 Select Homeroom

ES Report Card #1 b English Language Arts k- 7 (2008) |

*Writing

* SpeakingiListening

Frangais langue premiére M & 7 (1995)
* | ecture

EY91025 Smith Sr, Susan z

|l
Term Comments Services FPerfarmancefEffart Levels Copy Marks % EJ

Step 28: The teacher can now just enter the ad-hoc comments that they want for this
subject area in this box.

& Independent Schools District A Student Information System

Alta Lake

ES Report C From curriculurm Nty comments Schoal comments

Description

Gragez- ]

|English Language Ats kK- 7 (2006)  ~
["Reading __________]
I eorking stugend

| Clear —— —=Tell Check...
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Step 29: To use the school or teacher comment banks click “School comments” or “My
Comments” then choose the comment and click “Copy”
& Independent Schools District A Student Information System

Action Edit Block Field B Lock Help

Alta Lake

ES Report C From curriculurm Ity comments School comments

Code Description
[1 |Good Student

I I
[
[

English Language Arts k- 7 {2006) = >
. Add | Del

"Reaging -]

A hard working student
Good Student

Transfer Snell Check...
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Step 30: Click “Transfer” to put the comments onto the report card. Please note that click
the exit door without clicking transfer will not save the comments.
& Independent Schools District A Student Information System

n Edit Block Field Record (¢

Alta Lake

ES Report C From curriculurm Ity comments School comments

Code Description
[1 |Good Student

[
(Engich Language s k-7 oos) <] | l
"Reaging -]

_Add | Del |

A hard working student
Good Student

O 0|
]
5
5

Step 31: Now repeat steps 25 through 30 for each student and each subject area.

10/22/2008 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 16 of 20



High School Teacher Mark and Comment Entry.

Step 32: Click Navigate button

2 Independent Schools District A Student Information System
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Setup Options ]
i o

Save Seguence €2 ¥ i E_

Step 33: Type “ta report” and click “Find”

,@é Independent Schools District A Student Information System
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Step 34: Select TA Report Cycle Marks/Comments and click “Navigate to...”

&

Teacher Assistont — Ly Students

Other Eaatiires:

MGED-12 MGED-12

Fupil Mo. Student Mame ark Mark Comment

4]

Edit comment

Reporting Term Mark Copy First Comment Down @ ¥ l_j

Step 36: ... and your Reporting Term

10/22/2008 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 18 of 20



& Independent Schools District A Student Information System

Action

Lock Help Window

SOTODOP1 MMA-12(MMA-12 - 1) » I HS Report Card #2 -
Pupil Ma. Student Mame Mark Mark Comiment
Smith, Jonmy 0
% Edit comment
. . & ol
Reporting Term Mark Copy First Comment Down @ ‘5‘

Step 37: Enter the mark for the first student in the class

&1

ndependent Schools District A Student Information System

Lock Help

SOTODO P MMA-12(MMA-12 - 1) = || HS Report Card #2 -

Pupil Ma.

Student Mame hark Mark Comiment

691006

Smith, Jonmy

?8}

10/22/2008

% Edit comment

Reporting Term Mark Copy First Comment Down @ Y
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Step 38: Click “Edit Comment” in order to add a comment for this student.

& Independent Schools District A Student Information System

Action My Students s Query Lock Help Window

SOTODO P MMA-12(MMA-12- 1) = I HS Report Card #2 -
Fupil Mo. Student Mame ark Mark Comment
691006 [Smith, Jonny 78 -
Edit comment -
- = A Fi
Reporting Term Mark Copy First Comme own .5‘ —
—

Step 39: Enter any ad-hoc comments and select the comment bank comments that the
teacher wants, then click “OK”

& Independent Schools District A Student Information System

Whind oy

') b4
S0TODOP : -

Good Student = Good Work this semester -

Pupil Mao.
591006 ¢ -

4|

-

Well Done. Good Work this semester

Ok Cancel

Reporting Term Mark Copy First Comment Down @ Y %J

Step 40: Now repeat steps 32 through 39 for each student and each course.
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