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The Standards Based Grade Reporting is a self-customizing module that allows a school site to create 
a free form report card. A report card is created from setting up different Grade Reporting Options, 
Categories and Standards and the Report Card Setup for each grade level. This information MUST be 
setup first in order for the grade process to work properly.  
 
Since this report card is a free form customizing report it is suggested that the Print Standards Based 
Report Cards be generated through out each step. This will help visualize what the report card will look 
like prior to printing the report card in the grading period.  Once the Standard Based Grade Report table 
has been created and marks have been submitted, changes should not be made to the Standards or 
Report Card Setup. 

 
Translations can be entered for the Standards, Mark Types, Valid Marks and Filler/Headers with text 
with up to 6 Correspondence Languages. The headings and labels are translated to the students 
Correspondence Language. The translations for the headings and labels are hard coded and include 
only Spanish at this time.  Therefore a report can be printed entirely in Spanish. 
 
 After the Grade Setup and Grade Reporting Terms are complete, student grades can be entered 
manually or scanner sheets can be created and scanned into Aeries.  Aeries Browser Interface can 
also be used to enter grades.  Report cards can then be generated for the term and grade selected. 
 
From View All Forms click the mouse on the GRD button.  Locate Standards Based Grade Reporting 
and double click the mouse on this option.  The Standards Based Grade Reporting form will display. 
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STANDARDS BASED GRADE OPTIONS 
 
The Standard Based Grade Options form is used to select report card options, grade reporting options, 
mark types, valid marks and comments.  
 
From the Standards Based Grade Reporting form click the mouse on the Standards Based Grade 
Options button.  The following form will display.  The General Options tab is used to select certain report 
card and grade reporting options.  This option MUST be selected first to load the default standard 
setup options. 
 

 
 
REPORT CARD OPTIONS 
 

• Use Landscape Report Card will format the report card to print in landscape format and will grow 
or shrink to the size of your setup but will only print 1 page.  

• Use Portrait Report Card will format the report card to print in portrait format and will grow or 
shrink to the size of your setup - can print multiple pages  

• Use 2-Column Portrait Report Card will format the report card to print in a 2 column portrait 
report card. It is designed for double-sided printing on 1 piece of paper. 

• Use 3 Mark Report Card will format the report card to print up to 3 different marking periods 
• Use 4 Mark Report Card will format the report card to print up to 4 different marking periods 
• Show Absences will print the total number of absences the student has on the report card for 

each marking period 
• Show Tardies will print the total number of tardies the student has on the report card for each 

marking period 
• Show days enrolled will print the total number of days the student has been enrolled for each 

marking period 
• Show Student Number will print the student number on report cards 
• Show Perm ID will print students permanent ID number on report cards  
• Show State ID will print assigned State ID on the report card  
• Don’t Show ID Number will not print ANY student numbers report cards 
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REPORT CARD  OPTIONS Cont. 
 

• Adjust width of mark explanation borders will adjust the mark description in the body   
 of the report card 

• Allow non security users ability to change grade reporting options can be utilized   
              by a security level user to give individuals such as a clerk the capabilities to change   
              grade reporting options 

• Allow grade editing for current mark only will only allow changes to the current mark 
• Auto-Number standards auto assign numbers when adding standards/categories 
• Allow plus-minus for mark types 1 & 2 allows a plus or minus to be added to mark  

              types 1 & 2 and prints on scan sheets 
• Show Description in body for mark type 1 will print the Mark Type 1 description and can be                      

deselected to not print  
• Show Description in body for mark type 2 will print the Mark Type 2 description and can be   

deselected to not print  
• Show term dates will print the term dates in the top center of the report card 
• Show next grade labels will print the grade to be promoted in the top right 

              hand corner and is usually used selected for  the final report card of the year 
• Expand comments to fill empty report card space expand the last column that does  

              not contain standards/categories to allow additional comment space  
• Use Standard Based Courses (SBR) allows elementary schools with a master schedule to link     
      standards to courses, teachers of select courses can assess their students on those standards. 
• Print Language Information at Top will print the Students Language Fluency and Language 

Assessment information in the top left or right sections of the cards.  There is space for 5 options 
to print on the left and 5 on the right.  The following options can be selected and if populated will 
automatically print on the students card. 

o Student Language Fluency the description for the STU.LF field will print 
o Language Years in Program the number of years from the LAC.YP field 
o Program/Instructional Setting the description from the Program LAC.PR field 
o Language Designation Code language from the LAC.LD field  
o Language of Instruction language from the LAC.LI field  
o English Classroom Eligibility description from the LAC.ECE field  
o Services Received description from the LAC.SR field  
o CELDT Test Scores Students scores from the Test table can be selected to print. 

 Test – options of All, Most Recent or TA - from a selected Testing Admin. 
 Score – options of the RS – Raw Score, SS – Scale Score or OT – Proficiency 

Level 
NOTE: Language Information option labels are hard coded and include only Spanish at this time.  Code 
descriptions can be translated in the COD table with up to 6 Correspondence Languages. 
 
ADDITIONAL REPORT CARD  OPTIONS 
 
If the Portrait Report Card option is selected, 2 more options will display on the options form.  
 

• Do Not Repeat Explanation of Marks will not print the mark legend on the subsequent pages of 
the card.  

• Hide Top-Left & Top-Right sections will move the body of the report card up 
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To select the Report Card Options or Grade Reporting Options click the mouse on the box or button to 
the left of the option and a black check mark will display. 
 
 

NOTE:   Areas displayed within an “Outlined box” ONLY allows one option to be selected. 
 

 
GRADE REPORTING TERMS 
 

After General Options are completed the grade reporting terms must be setup.  Click the mouse on the 
Terms tab.  The following form will display.  Terms can be setup for Traditional school in the first Term 
field or each Track can be setup at Year Round school.   
 

 
 

To setup Terms for Traditional school click the mouse in the Term field and enter the Term.  Press Tab 
and enter the date Term Starts. Press Tab and enter the date Terms Ends.  The Dates entered in the 
Term Starts and Term Ends fields MUST be setup in the current calendar as valid school days. 

 
NOTE:  Term and Track start and end dates will display if the school is using a Master Schedule 
or already have been setup in the School Options form.  Any information entered on this form will 
update the TRM table and will now display on the School Options form. 

MARK TYPES 
 
The Mark Type codes will automatically be setup with default descriptions.  To Change the Description, 
click the mouse on the description field.  Type the new description and press Tab. 
 

 
 

An area displays at the top portion of the report card with the different types of marks.  However, there is 
only enough room for the first three to display under the Explanation of Marks.  But all Mark Types can 
be utilized. 
 
NOTE:  Default descriptions for Type 1 is Achievement and Type 2 is Effort but can be  
               changed on this form. 
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The following are Mark Types utilized by the grade reporting programs as codes used to describe the 
level of achievement a student has obtained.  
 
• Mark Type 1 (default is Achievement) are used to define a student’s level of 

               accomplishment for the subject being graded. 
• Mark Type 2 (default is Effort) are used to define a student’s effort towards the  

               grade level standards. 
• Mark Type 3 (default is Progress Towards Standards) is used to define a student’s  
• progress towards each standard that is setup. 
• Mark Type 4 Check Mark is a check mark and cannot be changed.  Any value entered will display               
      and print as a checkmark 
• Mark Type 5 Other Comment Graded 1-5 cannot be changed 

UPDATE CORRESPONDENCE LANGUAGES FOR MARK TYPE DESCRIPTIONS 
 
The Standards Based Report Card can have Mark Type descriptions setup for up to 6 different 
languages.  Click the mouse on the Correspondence Languages button. Additional fields will display.  
To add a different language for a mark click the mouse on the drop down arrow and the home language 
codes will display. 

 
 
Click the mouse on the language selected and the Home Language Code will display. Type the Title for 
the Language selected to the right of the code.  When complete click the mouse on the Correspondence 
Languages button. 
 

VALID MARKS 
 

Each grade can utilize different Valid Marks.  From the Valid Marks form click the mouse on the Grade 
button at the top of the form.  Click the mouse on the drop down arrow to select the Mark Type.  The 
marks previously entered in Mark Types will display.  Click the mouse on the Mark Type selected.  The 
cursor will now automatically display in the Mark field.  All Valid Marks MUST be setup for each grade 
level and Mark Type. 
 

 
 
Type the valid mark in the Mark field and press Tab.  Type the Title of the mark and press Tab.  The 
Mark Type selected above will automatically display and the Sort Order will automatically be assigned.  
The Sort Order is the order that the Valid Marks will print under Explanation of Marks on the report 
card.     
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UPDATE CORRESPONDENCE LANGUAGES FOR VALID MARKS 
 
The Standards Based Report Card can have Valid Marks setup for different languages.  Click the 
mouse on the Update Correspondence Languages button. Additional fields will display.  To add a 
different language for a mark click the mouse on the drop down arrow and the home language codes will 
display. 

 
 
Click the mouse on the language selected and the Home Language Code will display. Type the Title for 
the Language selected to the right of the code.   A total of six different languages can be entered for the 
mark displayed.  When complete click the mouse on the Correspondence button. 

COPY GRADE TO ANOTHER GRADE 
 
After entering all marks for a particular grade click the mouse on the Copy Grade to Another Grade 
button.  Click the mouse on the Yes button.  Enter the grade to copy to and click on OK.  All marks and 
translations will be copied to the grade selected. 

CHANGE VALID MARKS 
 
Select the Grade and Mark Type for the marks to be changed.  Hi-light the field to be changed and type 
the new information.  Press Enter to update. 
 
NOTE:  If Sort Order is changed the order that the mark prints will change under   
               Explanation of Marks on the report card.   
 
DELETE VALID MARKS 
 
To Delete a Valid Mark click the mouse on the gray box to the left of the Mark and an arrow will display.  
Press the Delete key on the keyboard.  A message will display to verify the delete.  Click the mouse on 
the Yes button and the Mark will be deleted. 
 

COMMENTS 
 
The Comments tab is used to enter comments to define any additional information to be printed on the 
student’s report card.  There are a minimum number of comments automatically added.  These comments 
can be changed or new comments can be added. 

ADD COMMENTS 
 

To Add a Comment, click the mouse in the next available Code field. Type a code and press Tab.  Type 
the comment in the Description field.  
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CHANGE COMMENTS 
 
To change the Comment or comment Code click the mouse in the field selected and the field will be hi-
lited.  Type the new Comment or Code and press Tab.  The Comment will be updated. 
 
DELETE COMMENTS 
 
To Delete a Comment click the mouse in the gray box to the left of the Code and an arrow will display.  
Press the Delete key on the keyboard.  A message will display to verify the delete.  Click the mouse on 
the Yes button and the Comment will be deleted. 
 

DEFINE / UPDATE STANDARDS 
 

The Define / Update Standards form is used to define all Categories and Standards relating to each 
category.  To Add a Standard/Category, click the mouse on the Define Update Standards option.  The 
following form will display with all current standards on the left side of the form. 
 

 

ADD STANDARD CATEGORY 
 

To Add a Category, click the mouse on the Add button on the All Standards form. The next Standard ID 
will automatically be assigned and the cursor will display under the Title field (if setup under General 
Options – if not, the tab will display in the Standard ID field).  

 
REMEMBER:  The Standard ID will only be automatically assigned if setup in    
                             Standards Based Grade Options. 
 



 

Standard Based Grade Reporting                                                   Page 8  

The Type of Standard will default to Standard/Category.  DO NOT change the Type of Standard.  The 
Category field will be gray and cannot be accessed. Press Tab to Mark Type 1. Click the mouse on the 
drop down arrow key.  Click the mouse on Mark Type selected.  To setup Mark Type 2 click the mouse 
on the drop down arrow key and select Code 2.    
 

 
 

NOTE:  Mark Type 2 can only be setup when Code 1 is setup in the Mark Type 1 field.   
 
The Include in Transcript option will print this standard, mark type and marks stored for a student in the 
Standard Based History table (SBH) when an Elementary Transcript is generated.   
 
The Applies to Terms check boxes are used if a standard does not apply to a specific term.  Deselecting 
a term check box will disallow data entry for that term and the box on the report card will be greyed out.  
 
The Applies to Grades check boxes allow particular grades to be selected that will utilize this category.  
Click the mouse on each grade selected and a black check mark will display. 
 

 
 

To select ALL grades click the mouse on the Apply to All button and a black check mark will display for 
all grades available.  When completed, press Enter.   
 
To de-select this Category/Standard from printing on the Missing Mark Report click the mouse on the 
drop down and select No.   
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UPDATE CORRESPONDENCE LANGUAGES FOR STANDARDS 
 
The Standards Based Report Card can have Standard Title descriptions setup for up to 6 different 
languages.  To add a Correspondence language click the mouse on the drop down arrow and the home 
language codes will display.  Click the mouse on the language selected and press Tab.  Enter the Title 
description.   
 

 

CHANGE STANDARD CATEGORY 
 
To Change a Standard Category, click the mouse on the Change button on the All Standards form.  
The cursor will display under the Title field.  Press Tab to the field to be changed.  Enter the change and 
press Enter. 
 
DELETE STANDARD CATEGORY 
 
To Delete a Standard Category select the standard to be deleted. Click the mouse on the Delete button.  
A message will display to verify the delete.  Click the mouse on the Yes button.   

 
NOTE:  If a Category has a Standard in the Standard Based Report Card Set-Up the Category 
CANNOT be deleted. The standard must be removed from the Standard Based Report Card Set-Up 
form first then deleted from the Define/Update Standards form. 
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INACTIVATE STANDARD OR CATEGORY 
 
To Inactivate a Standard/Category, click the mouse on the Status drop down. The cursor will display 
under the Status field.  Click the mouse on Inactive and a yellow border will display.  The Last School 
Year that the Category was active will also display. 
 

 

ADD A STANDARD FOR A CATEGORY 
 
To Add a Standard for a Category, click the mouse on the Add button. The cursor will display under 
Title. The Standard ID will automatically be assigned (if setup under General Options).   
      
Click the mouse on the drop down arrow for Type of Standard and select Progress Towards 
Standard. Press Tab into the Category field.  Click the mouse on the Category drop down arrow and 
select a Category or type a category number into the Category field.  This will link the standard to the 
category.  Ex: add standard of penmanship and link to category of Language Arts. 
 
Press Tab until you reach the Mark Type 1 field.  Click the mouse on the drop down arrow key.  Click the 
mouse on Code 3 for the Mark Type for Progress Toward Standard.   
 
The Mark Type 2 field will be grayed out.  Press Tab. 
 

 
 
The Applies to Terms check boxes are used if a standard does not apply to a specific term.  Deselecting 
a term check box will disallow data entry for that term and the box on the report card will be greyed out.  
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The Applies to Grades check boxes will allow grades to be selected.  Click the mouse on each box and 
a black check mark will display.  To select ALL grades click the mouse on the Apply to All button.  A 
black check mark will display for all grades available.  When complete press Enter.   
 
The Title of a Standard, such as Understands concepts about print will now print on the report cards 
under the Category selected, such as, Reading/Language Arts. To de-select this Category/Standard 
from printing on the Missing Mark Report click the mouse on the drop down and select No.  
 

 
 
To add a different Correspondence language click the mouse on the drop down arrow and the home 
language codes will display.  Click the mouse on the language selected and press Tab.  Enter the Title 
description in that language.  After a Standard has been setup for a particular Category, the Auto 
Populate option can be selected.  This will automatically add the same category attributes to the following 
NEW Standards as the previous standard setup. 
 

 
 
After all standards have been added for the category displayed, click the mouse on the Auto Populate 
option to de-select. 
 
CHANGE A STANDARD FOR A CATEGORY 
 
To Change a Standard for a Category, click the mouse on the Change button on the All Standards 
form.  The cursor will display under the Title field.  Press Tab into the field to be changed.  Enter the 
change and press Enter. 
 
DELETE A STANDARD FOR A CATEGORY 
 
To Delete a Standard for a Category select the standard to be deleted and click the mouse on the 
Delete button.  A message will display to verify the delete.  Click the mouse on the Yes button and the 
Standard will be deleted. 
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STANDARDS BY CATEGORIES 
 
To help determine that all standards have been setup correctly Standards by Categories tab can be 
used to display the standards setup in each category.      
 

 
 
Standards not already linked to a category can be linked through this form.  Use the Locate options at the 
bottom to select the Category.  After the category displays click the mouse on the drop down arrow 
under the Standard ID and the Select Standard box will display. 
 

 
 

Click the mouse on the drop down arrow and all Standards will display.  Click the mouse on the 
Standard selected.  Click the mouse on the OK button and the standard will be linked to the category. 
 
 

STANDARDS BASED REPORT CARD SETUP 
 

The Standards Based Report Card Set Up is used to select the Categories and Standards that each 
grade level will be graded upon.  This form is also used to design the outcome of the final Standards 
Based Grade Report Card for EACH grade level. 
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ADD A CATEGORY 
 

From the Standards Based Report Card Set Up form, click the mouse on the Grade button.  To Add a 
Category, click the mouse on the Add button.  A selection box will display. Click the mouse on the drop 
down, select the Category and click the mouse on the OK button. 
 

 
 
The Category selected will display.  It is suggested that ALL categories be added for the grade displayed.  
All the Standards linked to the Category will also be added to the report card. Take note to the Print 
Location.  The default is for the Body of the report card. 
 
 

COPY ALL CATEGORIES FROM ANOTHER GRADE 
 
To copy all categories that have been setup for another grade click the mouse on the Copy Current 
Grade to Another Grade button at the top of the form.   
 

 
 
Enter the grade that these categories will be copied to and click the mouse on the OK button.  Click the 
mouse on the Grade to display or update the categories copied. 
 

 
 

The Print Location can be setup after the categories have been added. Click the mouse on the 
Category.  Click the mouse on the Edit Print Location button. A selection box will display. 
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Type the number for the print location in the text field and click the mouse on the OK button.    
 

• 1 – Prints the category in the body of the report card 
• 2 – Prints the category in the top left area of the report card 
• 3 – Prints the category in the top right corner of the report card 

 

The Print Location selected will now display.  For example, Top Left displays for Special Services.  The 
following is an example of the top left hand corner of a printed Standards Based Report Card. 
 

 
 

The order in which the categories display on the Standards Based Report Card Set Up form are the 
same order that they will print on the report card.  The categories can be repositioned as to the desired 
printing order.  Click the mouse on the Category selected. 
 

 
 

Click the mouse on the Up or Down arrow and the Category will adjust with the arrow selected.  The 
Category can be placed in any position on the form.  For instance, clicking the mouse on the Up arrow 
the Category can be placed at the top of the form and will be the first category printed on the report card. 
 

DELETE A CATEGORY 
 
To Delete a Category, click the mouse on the Category selected and the category will be hi-lited.  Click 
the mouse on the Delete button.  The category will no longer display and will not print on the report card 
when generated.   
 

ADD A FILLER/HEADER 
 

The Standards Based Report Card is a free form report that you may want to add headers below the 
categories to group the standards.  The report may also need to be adjusted as to how the report is 
formatted.   To add a header, within a category select the Category.  Click the mouse on the Add 
Filler/Header button.   
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The following text box will display.  Type the Title for the header in the text field.  Click the mouse on the 
OK button. 

 

 
 

The Title for the header will display at the bottom of Standards in Category. 
 

 
 
A filler can also be added to the report card that will add blank lines. To add a filler within a category click 
the mouse on the Add Filler/Header button. A text box will display.  To create a blank line on the report 
card, leave the text field BLANK.  Click the mouse on the OK button. 
 

 
 

After a header or filler has been added the report may need to be adjusted to format the report.  To 
reposition the Filler or Header click the mouse on the filler or header. Click the mouse on the Up or 
Down arrow keys.   

 
The filler or header will move up or down the form.  Click the mouse on the arrow keys until the filler or 
header is positioned appropriately on the form.   For example, the header Word Analysis is now at the 
top of the form.   
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When the report card is printed Word Analysis will print directly below the category Language Arts.  The 
following is an example of the category setup above. Compare the printout to the form displayed above.  
Fillers with text will print as a shaded line, while blank fillers are not shaded. 

 

 
 
The following is an example of a Standards Based Grade Report Card that contains a Category, 
Header with text and Description of a Standard that has been entered. 

 

EDIT NUMBER OF LINES 
 
Click the mouse on the Edit Number of Lines button to add lines to a standard that does not fit on just 
one line. This option only applies to standards that are defined as Progress Toward Standards.  

EDIT HEADER/ UPDATE CORRESPONDENCE LANGUAGES  
 
To setup a Header to print in a different language, select the header and click the mouse on the Edit 
Header button. 
 
The following form will display.  Select the language code for the Default Title displayed.  In the text field 
to the right of the home language enter the header in the language selected that will print on the report 
card.  Click the mouse on the Exit button.  This new header will not display but will be printed on any 
report card that is selected to print in language code 01. 
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PREVIEW REPORT CARD 
 
It is suggested that the Preview Report Card option be utilized throughout the process of creating the 
report card.  Click the mouse on the Preview Report Card option.  An option box will display to select the 
Language Code and an option to print a Teacher Signature Line.  Click the mouse on the OK button and a 
Sample Report Card will display.  The following is a Landscape Report Card Example. 

 

 
 

 
NOTE:    Once the Standard Based Grade Report table has been created, changes should not be 
made to the Standards or Report Card Setup. Once grades have been submitted changes should 
only be made during the summer. Utilize the Preview Report Card during the process to ensure 
the report card is complete and accurate. 
 
STANDARDS BASED GRADE REPORTING 
 
After the Standards Based Grade Setup is completed the grade entry can be performed through the 
Standards Based Grade Input, Standards Based Grades by Teacher, Aeries Browser Interface or 
via Scanner Sheets.   
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CREATE GRADE REPORTING TABLE 
 
Prior to entering grades the Grade Reporting Table must be created. Click the mouse on Create 
Standards Based Grade Report Table button. The following form displays. 
 

 
 
Click the mouse on the Current Mark option. The correct starting and ending dates should automatically 
be hi-lighted. If tracks have been setup they will display.  Click the mouse on the correct Track(s).  Click 
the mouse on the Create button.  A message will display asking to proceed. Click the mouse on the Yes 
button and the table will be created.    
  

• For Year Round Schools – DO NOT create a table when a table currently exists for a 
different track. This would eliminate the current table for the track being graded. 

 

 
NOTE:     Once the Standard Based Grade Report table has been created, changes should not be 
made to the Standards or Report Card Setup. Once grades have been submitted changes should 
only be made during the summer. Changes made during the school year could invalidate previous 
marks that have been submitted. 
 
 
PRINT STANDARD BASED GRADE SCANNER SHEETS 
 
Scanner sheets can be created and utilized by the teacher to flag each mark for the categories and 
standards for their students. These sheets can then be scanned and the marks will be automatically 
entered.  Comments can not be scanned. 
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To print scanner sheets click the mouse on the Standards Based Grade Scanner Sheets button.  A 
selection box will display. 
   

 
 
Click the mouse on your selections for the scanner sheets to be printed: 
 

• Print All Languages - print scanner sheets in English Only 
• Print in English Only – print scanner sheets in English Only 
• Print Only This Student -  print scanner sheet for Only this student 
• Grade to Print – either print an individual grade or All grades 
• Teacher to Print – print an individual teacher or All teachers 
• Include Inactive – include inactive students  
• Marks – print for one or more marking periods 
• Tracks -  print for all tracks selected 

 
Click the mouse on the OK button.  The first scanner sheet will display on the screen.  Verify that the 
scanner sheet is correct for the grade and term selected.  Click the mouse on the printer icon to generate 
the Standards Based Grade Scanner Sheets. 

 
REMEMBER:  Once the scanner sheets have been created, the Grade Setup MUST NOT be 
changed.   If the Grade Setup is changed ALL scanner sheets will need to be re-printed. 
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The following is an example of a scanner sheets to be printed.  All subject areas and standards will print 
for each student for the grade selected.  All valid marks will display to the right of each standard.  It is 
crucial that the Term and Page print at the top of the scanner sheet.    
 

 

READ STANDARDS BASED GRADE SCANNER SHEETS 
 

Once the Standards Based Grade Scanner Sheets have been generated the teachers can mark each 
valid mark onto the scanner sheets for the student and subject areas.  A scanner can then be utilized to 
scan the sheets to update the student’s grades.  To begin the scanning process, click the mouse on the 
Read Standards Based Grade Scanner Sheets button.  The following form will display. 
  

 
 

It is suggested that one form be scanned and the marks verified.  Place one scanner sheet in the scanner 
tray and click the mouse on the Scan ONE Form button. The scanner sheet will be read and all valid 
marks will display on the form.  Verify that the marks are correct.   
 

After verifying the marks, place all remaining scanner sheets in the scanner tray.  Click the mouse on the 
Scan Continuously button.  The scanner will begin scanning the sheets and all sheets will be read.  The 
student’s grades will be updated with the valid marks on the scanner sheets. 
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CREATE/ UPDATE STANDARDS GRADE REPORT TABLE FOR A STUDENT 
 
After the grade reporting table has been created, changes can occur that will affect the grade table.  For 
example, a new student can be added to the school database, which will not be included in the grade 
reporting table.  To update the grade reporting table for one student click the mouse on the Create 
Update Standards Grade Reporting Table for One Student option.  The following selection box will 
display.  Click the mouse on the Student to Change drop down arrow.  
 

 
 
Click the mouse on the drop down arrow to locate the student to be updated in the grade table, select the 
student and click the mouse on the OK button. The students name will now display. Click the mouse on 
the Create / Update button.   
 
The following message will display.  Verify the correct student was selected.  Click the mouse on the Yes 
button to continue.  A message will display when updated or created.  Click the mouse on the OK button.  
The student selected will now be added or updated in the grade table. 
 

 

STANDARDS BASED GRADE INPUT 
 
Located at the top of the Standards Based Grade Input form, enter the grade level in the Choose a 
Grade field and the grading term in the Choose a Term field.  The first student for the grade selected will 
display. 
 
All Categories and Standard Descriptions previously setup will display under the Subject column.  All 
Valid Marks will also display in the far right column.  Only the marks displayed can be used for the 
Subject selected.  If no marks display the line is a Header Area and should not have any marks entered 
in the Mark column. 



 

Standard Based Grade Reporting                                                   Page 22  

Use the Locate options to select the student.  Click the mouse on the Change button and the cursor will 
hi-lite the first Mark field for the term selected.   
 

 
 
Press Tab until the field selected is hi-lited.  Enter a Valid Mark from the marks displayed. Press Tab to 
move to the next Mark field.  Press Enter when all entries are complete. 
 
To add a Comment for the student displayed, click the mouse on the Comments button and the following 
form will display.  Click the mouse on the Add button.  The cursor will display in the Comment field.  Type 
the comment to be printed on the report card.  To return back to the Grade Input form, click the mouse on 
the Marks button. 
 

 

 
NOTE:  Only one comment can be entered per term per year.  Due to space limitations the  
               entire comment may NOT print on the report card. 
 
CHANGE GRADE OR TERM 
 
To select a different Grade Level or Term, click the mouse on the up and down arrow keys displayed at 
the top of the form to the right of the field. 
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If a different Grade Level has been selected the first student in alphabetical order will display for that 
grade.  If a different Term has been selected the cursor will hi-lite in the Mark column for that term when 
the Change button has been clicked with the mouse. For example, if Term 2 is selected the cursor will 
display in the Mark2 column.  

SORT BY TEACHER 
 
The Standards Based Grade Input form automatically defaults to sort the students to display by the 
grade selected at the top of the form and then by student alphabetically.  The teachers name displays to 
the right of the student name and this form can be changed to Sort By Teacher.   
 
To change to Sort By Teacher, click the mouse on the circle to the left of Sort By Teacher at the bottom 
of the form.  A black dot will display and the form will re-display in the order of teacher and then student 
order. 

 

 
 

STANDARDS BASED GRADES BY TEACHER AND SUBJECT 
 
The Standards Based Grades By Teacher can be utilized to select a teacher and display the students in 
their class.  The grades can then be updated for all Subject Areas and Standards.   
 

From the Standards Based Grade Reporting form click the mouse on Standards Based Grades By 
Teacher option.  
 
The following form will display in teacher and Subject Area order at the top of the form.  The students 
enrolled for the teacher selected will also display in alphabetical order.  The current marking period being 
utilized for grading will display in red under Marking Period.   
 

 
 
The Mark column heading will also display in red, for example, Mark2 column displayed above.  The 
column displayed in Red indicates the Mark or Term being graded.    
 
All marks available for grading will display on the Valid Marks buttons.  These marks are only valid for the 
Subject Area displayed. The mark displayed in Red under Valid Marks is the active mark being utilized.  
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SELECT A TEACHER 
 
To select a teacher, click the mouse on the Get button at the bottom of the form. Enter the teacher’s 
number or select from the dropdowns and click the mouse on the OK button.  The form will now display 
the teacher selected and the first Subject Area and Standard located.   
 
The students assigned to this teacher will display but only the first 12 students can be viewed. To display 
the remaining students, click the mouse on the Record Arrow at the bottom of the form to scroll through 
the students enrolled.   

CHANGE SUBJECT AREA AND STANDARD 
 
To change the Subject Area and Standard for the teacher selected, click the mouse on the Forward or 
Backward buttons.  The new Subject Area and Standard selected will now display in the Subject Area 
in the top right hand corner.    
 
CHANGE MARKING PERIOD 
 
After selecting Subject Area and Standard for the teacher selected the form will display the current 
marking period in Red under Marking Period.  Click the mouse on the Marking Period button selected 
and the new active Marking Period will display in Red.    
 

 

CHANGE VALID MARKS 
 
Select the Subject Area and Standard for the teacher selected. The current active mark will display in 
Red under Valid Marks.  Click the mouse on the Valid Marks button and the active Valid Mark selected 
will display in Red.    
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ENTER MARK FOR STUDENT SELECTED 
 

To mark a student with a Valid Mark click the mouse on the student’s name. The mark selected will 
display in Red under the Mark column being graded.  For example, Joshua Alfaro displays a Red A next 
to his name under the Mark 3 column.  When his name is selected the Mark 3 column will now display a 
B.  
 

 
 
CHANGE STUDENT WITH VALID MARK 
 

Use the Locate options to select a teacher and display the Subject Area and Standard to be changed.  
Click the mouse on the new Valid Mark selected.  The new active mark will display in Red under Valid 
Marks.  Click the mouse on the Change button.  Press Tab until the Mark field to be changed is hi-lighted 
and double click the mouse on the Mark.  The new active Valid Mark selected will now display.    
 
NOTE:  The new valid mark can also be typed in the column instead of using the mouse. 
 
PRINT STANDARDS BASED MISSING MARK REPORT 
 
The Standards Based Missing Mark report will print a detailed listing of all students that do not contain 
a mark for all categories or standards. To exclude standards from this report enter an N in the Count on 
Missing Mark Report? field on the Define/Update Standards form. 
 

 
 
To run this report, click the mouse on the Print Standards Based Missing Mark Report option.  The 
following selection box will display. Select the options for the report to be generated and click the mouse 
on the OK button. 
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The following is an example of the Print Standards Based Missing Mark Report.  The check marks 
below the M1, M2, M3 and M4 are for the marking periods that are missing a mark. 

 

 
 
UPDATE ATTENDANCE TOTALS 
 
If the Attendance options were selected in the Grade Setup the Update Attendance Totals option 
MUST be utilized to calculate the attendance totals prior to the report cards being generated.  The 
calculated attendance totals will then print on the report card when generated.    
 
From the Standards Based Grade Reporting form click the mouse on the Update Attendance Totals 
option.  This option will calculate the attendance totals for the term selected.  The following options box will 
display.   
 
Select the Term to Update and click the mouse on the Update Abs Totals button.  When complete a 
message will display and the attendance totals will now print on the report cards when generated. 
 

 

 
NOTE:  If more than one mark will print on the report card each Term MUST be updated. 
 
PRINT STANDARDS BASED REPORT CARDS  
 

From the Standards Based Grade Reporting form click the mouse on the Print Standards Based 
Report Cards option.  A selection box will display.  Click the mouse on the following selections for the 
scanner sheets to be printed: 
 

• Print All Languages - print report cards in ALL languages.   
• Print in English Only – print report cards in English Only regardless of the Students   
      Correspondence Language 
• Print Only CL - print report cards in Correspondence language 
• Print Only This Student -  print report cards for Only this student 
• Grade to Print – either print an individual grade or All grades 
• Teacher to Print – print an individual teacher or All teachers 
• Teacher Name – will print Teacher, Teacher Last Name/First Name or 

                          Teacher First Name/Last Name 
• Include Inactive – include inactive students  
• Marks – print for one or more marking periods 
• Tracks -  print for as many tracks selected 
• Signature Line – prints Teacher Signature line for all students on the bottom  

                           right corner of the report card above the attendance totals 
 



 

Standard Based Grade Reporting                                                   Page 27  

Click the mouse on the OK button. The following is a landscape Standards Based Grade Report Card 
example. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 



 

Standard Based Grade Reporting                                                   Page 28  

The following is a 2-Column Portrait Standards Based Grade Report Card example. It is a 2 page report 
card with the Attendance totals and comments on the 2nd page. The Language Information is printing. 
 

 
 
Also if the Correspondence Language codes for Spanish (01) is selected the headings on the report 
card will also be translated.  The translations are hard coded and stored in the usysTrans Table.  The 
following is a 2-Column Portrait Standards Based Grade Report Card example for a student with the 
Correspondence Language of Spanish (01).  
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COPY MARKS TO STANDARDS BASED GRADE HISTORY  
 

After each marking period or at the end of the school year the grade reporting table can be rolled into the 
grade history table and will display when printing the Elementary Transcript. From the Standards Based 
Grade Reporting form select the Copy Marks to Standards Based Grade History option.  From the 
options displayed select the Marks to be rolled over into history. Click the mouse on the OK button.   
 

 
 
A message will display. To continue click the mouse on the Yes button. The marks selected will be copied 
over to history. Comments do not roll to history ONLY the select marks. 
 

DISPLAY AND UPDATE STANDARDS BASED HISTORY 
 
After the Standards Based Grades have been rolled over into history the student information can be 
displayed and changes can also be made.  Select Standards Based Grade History from the Standards 
Based Grade Reporting form.  The following form will display. 
 

 
 
Use the Locate options to select a student and display the history that has been previously rolled over 
from Standards Based Grades.   To filter the history information, click the mouse on Filter School Year 
drop down at the top right hand corner of the form.  The years available to view will display.  Click the 
mouse on the year selected and the form will filter out all other years of history. 
To filter out history information for a particular category, click the mouse on the Filter Category drop 
down.  The only history displayed will be for the Category selected.    

UPDATE GRADE HISTORY FOR A PARTICULAR STUDENT 
 

Use the Locate options to select a student and display the history previously rolled over from Standards 
Based Grades.  Click the mouse on the Change button.  The cursor will display under the Marks column 
for the first standard displayed. Tab down to the Mark to be updated, enter the new mark and press 
Enter.  The history will now be updated. 
 

 

 
NOTE:  Changes made in Standards Based Grade History WILL NOT updated Standards  
               Based Grades.     
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PRINT ELEMENTARY TRANSCRIPT 
 
From the Standards Based Grade Reporting form click the mouse on the Print Elementary Transcript 
option.  A selection box will display with the following Transcript Setup options: 
 

• Limit Report By - print All transcripts or limit by Student #, Counselor or Grade 
• Print Shading – print shading in every other column to differentiate the years 
• Use District Name – print District name on transcript instead of school name 
• Print Contacts -  print Contacts on the transcript 
• Select Contacts – select the Contacts to print on the transcript 
 

 
 
After the setup is complete click the mouse on the OK button.  The following is an example of the 
Elementary Transcript. 
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ELEMENTARY WITH MASTER SCHEDULE SET UP 
 

The Use Standards-Based Courses (SBR) option will allow courses to be linked with standards for 
pullout teachers.  Once the option is checked on the General Options tab courses used in the Master 
Schedule can be linked to standards used in the Standard Based Report card.   
 

 
 

LINKING THE STANDARDS TO COURSES 
 

The standards can be linked to the courses from the Course by Standards tab on the Standards form. 
The courses can be selected from the Course ID dropdown listing that displays courses from the CRS 
table. 

 

 
 
 
The courses can also be linked to the standards from the Standards tab on the Course Data form. 
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CREATING THE STANDARD BASED GRADE TABLE 
 
To create the grade table for an Elementary with Master Schedule, click the mouse on the Create 
Standard Based Grade Reporting Table button on the Standards Based Grade Reporting Cycle.  Click 
the mouse on the Create button.   
 

 
 
The Create and Update button are used for the following: 
 

• Create is used to create the Standard Based Grade table (SBG).   The “pull-out” teacher will be 
assigned to the standards that are associated with the course that they teach.  The students’ 
primary teacher will continue to be assigned to all standards except for those that are assigned to 
the pull-out course. 

• Update is used if SBG grades were created previously with NO SBR table.   Only necessary if 
grades were created without SBR table. 
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