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BEFORE YOU BEGIN

Before using any of the Edupoint family of software products, please make sure the
computer hardware and software meet the minimum requirements.

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging in to
any Edupoint product.

6 Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter One:
OVERVIEW

This chapter covers:
» Overview of Grading
» Implementation Considerations
» Before Starting
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OVERVIEW OF GRADING

Grades can be recorded in the Class Grade screen or Student Grade screen in Synergy
SIS, and in the Grades page in TeacherVUE. They can also be recorded manually using a
grading sheet and then scanned into Synergy SIS. Finally, they can be entered in the
Grade Book program.

This manual illustrates how to set up and configure the grading in Synergy SIS to support
these methods. The companion manual to this Administrator Guide, the Synergy SIS —
Grading User Guide, illustrates how to view and enter grades using the Class Grade or
Student Grade screen, as well as how to print related reports. The Grades screen in
TeacherVUE is covered in the Synergy SIS — TeacherVUE User Guide. The Grade Book is
outlined in the Synergy SIS — Grade Book User Guide.

For information about how to enter grades using the scanning sheets or a third-party
software program, refer to the manufacturer’s guides. Scanning the completed sheets is
explained in the Synergy SIS — System Administrator Guide.

Once grades are entered, Synergy SIS calculates the final grade according to the Grading
setup and transfers the final grade and course information to the student’s course history
for use in the transcript. The process that transfers the information to course history is
explained in the Synergy SIS — Course History Administrator Guide.

This guide covers the setup and configuration of

the Mark Definition screen and its related lookup table

the Repeat Tag Definition screen

the Reporting Periods tab of the District Calendar screen

the Reporting Periods tab of the School Calendar screen

the Grading Setup screen

the Credit Weight Definition screen and its related lookup table
the Honor Roll & Eligibility Definition screen

the Grading Sheet Creation screen

all screens in the Grade Book folder

The GPA setup and the Graduation Requirements setup are explained in the Synergy SIS
— Course History Administrator Guide. The GPA setup includes the District GPA Types
screen, the School GPA Types screen, and the GPA Definition screen as well as the
Update GPA screen. The Graduation Requirements setup includes the Graduation
Requirements screen and the Graduation Requirement Profile Definition screen.

The Year End Status Update screen is covered in the Synergy SIS — New Year Rollover
Guide.

8 Copyright© 2013 Edupoint Educational Systems, LLC
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The Class Grade screen gives teachers the ability to grade all the students in a section.

Class Grade

Section D 1077 Course Ix $851  Course Title: Am Gowt  Staff Name: User, Teacher

Class Grades |
Section D
1077

Course ID Course Title Staff Mame Room Name

3551 Amn Govt User, Teacher| |216

Class Information

Q)
Beqin Period End Period  Term Code  Credit
o o 52 j0.500
Gracle Perinds| | Perind Type| v Filter Grade Periods Show Comments
r
Class Grades @
Q Qua Q - Qua
0 0 0 0 0
D
a a Q Q
Abbott, Billy C 905483 A Outstanding A |3 D o}
Addington, Paula M 871686 A Satigfactory B |0 A | A
Coleman, Jose L 874305 C+ Meeds Improvement | C |0 B B

Class Grade Screen

The Student Grade screen is where grades can be seen and entered by student for all the
classes a student is currently taking.

Student Grade
Student Name: Abbett, Billy C. Schoot Hope High School ~ Status: Active Room Name: 231
Student Grades
Last Name First Name: Middie Name  Suffix_ Perm ID Grade Gender
|Abbott [Bity fc |905483 2 v [Male v
Periods| | Mark Type Grade Periods Orly v|  Fiter Grade periods | Update Grades For This Student Update Absences For This Student | [7]Show Comments
[¥]Show Credit
["]Do Not Process Term Override Credit Amount
[7]Show Repeat Tag
Student Grades @
a Qua a a
- 0 Op 0 0
D : D
Cla
QiR Q
Q Q : Q Q
00077 1.000 | SS51 Am Gowt +|Jackson, K | B+ |0 0 0 FlFlo
00840 0.000 | SC49 Biology ~ |Edelstein, A. T A 0 0
01077 1.000 | 5551 Am Govt + |Jackson, K o 3
10106 1.000 | ARS54 Beq Jewelry ~|sullivan, J T oA 0 0 A+ A+ [0

Student Grade Screen

The Update Grade screen updates the Class and Student Grade screens, as well as the
TeacherVUE screen, to show the classes in which students are enrolled so that they can be

graded. It also summarizes the student’s absences as defined in the Grading Setup screen
and enters the totals in the student’s grading record.

Update Grade

| Update Grading |

Grade Reporting Period

|Third Quarter

Do Not Process Term Override Credit Amount

v| [
Grade[Jjo]
fogr1oal a1 12
Operation Type @

™ Update Grading Records
~ Update Absences

NOTE: Any student who has NOT been enrolled in the class for
10 day(s) will not be included in grades/progress. To change
this value, please go to the District Setup view -» System
Options tab and change the "Minimum Days Enrolled Grading
Threshold " value.

Update Grade Screen
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A Note About Navigation

To indicate how to find screens, this guide uses shorthand like Synergy SIS > Grading >
Student Grade, which means: In the Navigation Tree (also called PAD Tree), click
Synergy SIS (if necessary to open it), then Grading (if necessary to open it), and then
Student Grade.

b ESD
P Synergy SE
= Synergy SIS
P Accommodations
P Attendance
b Az
P Course
P Course History
I+ Discipline Incident
b ESR
P Federal
P Fees
P Grade Book
= Grading
I Reports
P Scanning
b Setup

‘e Class Grade

f_":‘i';‘. Student Grade

G,
e

{7 Update GPA

= Update Grade

g.;’: Year End Status Update
Synergy SIS Navigation Tree

If the Navigation Tree pane itself is not open, click the Tree button.

Tree Button
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IMPLEMENTATION CONSIDERATIONS

Before configuring grading in Synergy SIS, the following information should be gathered:
o Alist of the grading marks and repeat tags in use at the district.

¢ The dates and descriptions of grading report periods, such as Progress Period 1 or
First Quarter.

e The start and end dates, as well as descriptions, of the terms used at each school.

e An outline of the preferred GPA calculation and the courses that should be included
in the GPA.

e Alist of the comments to be used by teachers to make notes regarding students’
progress.

e The citizenship, conduct, and work habits marks that may be awarded. For example,
conduct may be rated excellent, satisfactory, or needs improvement.

¢ An outline of the information that should be displayed on the report card.
e The criteria for making the honor roll or maintaining athletic eligibility.
e If paper-scanning sheets will be used to collect grades, a sample of the sheet.

If third-party grade book software will be used, the grade book program should be installed
and configured prior to setting up the integration with Synergy SIS.

BEFORE STARTING

Before starting to define the setup of the course history as outlined in this manual, the
following items should be completed:

e The District Calendar and School Calendar should be defined for the current school
year.

e The District Courses, School Courses and Sections should be already be added.

To complete the setup of the report card and the honor roll and eligibility definition, first
complete the core grading configuration outlined in Chapter Two of this guide. Next, set up
the GPA and Graduation Definitions as outlined in the Synergy SIS — Course History
Administrator Guide. Once these have been completed, the Report Cards and the Honor
Roll & Eligibility Definitions can be completed.

Copyright© 2013 Edupoint Educational Systems, LLC 11
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Chapter Two:
GRADING

This chapter covers:

>
|

VvVvyvVYyVyVYyVYyVYYVYYVYY

Overall Grading Setup

Mark Groups Lookup Table

Mark Definition

Repeat Tag Definition

Term Definitions

Grading Periods

Adjusting for Tracks

Setting the Current Grading Period
GPA & Course History Grading Calculations
Designating Classes for Grading
GPA Display

Grading Notes
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OVERALL GRADING SETUP

Setting up the grading system used at the district is multi-faceted, and items should be
configured in a certain order. The recommended order for grading setup is:

e Mark Groups Lookup Table

e Mark Definition

e Repeat Tag Definition

e Grading Periods

o GPA & Course History Grading Calculations

e Grading Comments

These are the essential grading configurations. In addition to this core group, the following
options can be defined when everything in the core group has been set up:

e Report Cards
e Honor Roll & Eligibility Definition
e Grading Sheets

¢ Grade Book Integration

Some items need to be defined only once, but others need to be set up for each school
year and for each school. The Mark Groups, Mark Definitions, and Repeat Tag Definitions,
as well as the Grade Book Integration, are used for all schools and all school years. All
other configurations need to be defined for each school and each school year. Since these
options may not change much from year to year, once the options are configured at each
school they may be copied to the new school year during the New Year Rollover process.
For more information about the copying process, see the Synergy SIS — New Year Rollover
Guide.

ANNUAL SETUP OUTLINE

Grading Periods
GPA & Course History Grading Calculations
Grading Comments
Report Cards
Honor Roll & Eligibility Definition
Grading Sheets

14 Copyright© 2013 Edupoint Educational Systems, LLC
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MARK GROUPS LOOKUP TABLE

Marks, or class grades, can be grouped into categories. For example, the marks A+, A,
and A- could all be grouped into a category of A. To define the Mark Groups:

1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click on K12.GradinglInfo.Setup to expand the list of tables.
3. Select the Mark Groups table.

Mame: Mark Groups e: K12.Gradi Setup Locked: H

I~ Use Code as the State Code - all walues reported to state will be used from the I0okup code and not evaluate to the State Cod:

Lookup Values I Add IO
x = = = = = = = A‘ =

= =
[ 1 A At A A v v
[ 2 B E+, E, B- v w
| | 3 [ C+ C, C v “
[ 4 u} D+, O, D- - “
I a1 F F v v
[ B | | w v

Mark Groups Lookup Table
Click the Add button to add a new group.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

Enter a code for the mark group in the Code column. This value must be unique.
Enter the description of the mark group in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

9. If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

11. Click the Save button at the top of the screen.

To delete a code, check the box in the X column, and click the Save button.

Copyright© 2013 Edupoint Educational Systems, LLC 15
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MARK DEFINITION

The marks, or class grades, need to be defined as valid before they can be used in the
grading process. To define the marks used in grading:

1.

2.

3.

Go to Synergy SIS > Grading > Setup > Mark Definition.

[Heru~]E35 s ey | 3 G T
Mark Definition

Marks |

Wark Definition TR f7)
‘Mark Definition Screen

Click the Add button. A blank line is added to the grid.

enow] o) suechenty | 2 G T
Mark Definition

Im| 1E 2137 000

Mark Definition Screen Add/ng
Enter the information:

e Order — a number indicating the order in which the marks should appear.
o Mark — the grading mark, generally a letter grade such as A+, A, A-.
o Description — a description of the mark, such as outstanding or average.

¢ Mark Type — Grading for marks used in grading periods, Progress for marks
used during progress periods, or All for marks used in all periods.

o Numeric to Alpha Threshold — the numeric threshold to three decimal places,
used to convert a numeric mark to an alpha mark.

e Alpha to Numeric Value — the numeric mark assigned when converting from an
alpha mark to a numeric mark.

¢ Include Credit — check this box if this mark is considered a passing grade for
which credit is earned in the class.

e Currently Used — check this box if the mark is currently in use at the district.

e Allowed for TA — check this box if the mark can be used to grade students
acting as teaching assistants in a course.

¢ Mark Dist Cat — the category for the mark; the district can customize this list by
editing the Mark Groups lookup table, but it generally is an alpha value such as
A, B, C.

e Scanner Mark — the equivalent mark entered on the grading scanning sheets.

16
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4. Add additional lines by clicking the Add button to insert as many marks as needed.

= =
[rema~] 53 | swon: Py | 5 B T
Mark Definition
Marks |
Mark Definition T[]
1 A Al v |97.000 = " r s v
2 A Outstanding Al + | 33.000 " v r [a -
3 A Al + | 90.000 = I 0 A -
af] B+ Al + |87.000 ¥ " r |e v
[ o Abave Averaga Al v |a3.000 ~ w =l = v
= 8 Al + | a0.000 = [ r |8 v
7 c+ All ~ | 77.000 W W~ r c o
56 [ | Awerage All v | 74 000 = I r |Jc v|
af] [ A v | 70.000 ¥ [ r Jc v
10 o+ Al ~|67000 ~ v r o v
1 D Below Average Al «|84.000 = w C [o v
12 D- Al + | 60.000 v v r o v
13 F Fabuie | 0000 O ” r IF vl

Al v o
Mark Definition Screen, Completed

5. Click the Save button at the top of the screen.

REPEAT TAG DEFINITION

Repeat tags mark the courses that are taken more than once by a student. The repeat tag
can be placed on the latest course attempt or on the course taken prior to the latest
attempt, depending on the district’s or school’s policies. To enter the repeat tags used in
the district:

1. Go to Synergy SIS > Grading > Setup > Repeat Tag Definition.

weru =] 557 | = s rnncy | 3 o M€

Repeat Tag Definition ¢
_Repeat Tag |

Repeat Tag Definition Add (]

Repeat Tag Definition

2. Click the Add button to add a new definition. A new blank line is inserted.

) O S raeey | @ Rin JBE
Repeat Tag Definition G
. Repeat Tag |

(w1 Repeat, na impact hlet Included in Credits Attempted or Completed 2009

2 |Regest, falue Included in Credits Attsmpted - | 2008
Repeat Tag Definition, Adding

Copyright© 2013 Edupoint Educational Systems, LLC 17
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3. Enter the information:

Repeat Code — the code used to indicate the type of repeat.
Name — the description of the type of repeat tag.

Include Credit —how the credit for a course marked with a repeat tag is used in
the GPA calculations, and if the student is awarded credit for the repeated
attempt at the course. Include in Credits Completed Only could improve the
GPA, but the student could earn credit for the same course more than once if
the student earned a passing mark each time. Include in Credits Attempted
reduces the GPA and prevents the student from earning credit again in the
course. Include in Credits Attempted and Completed treats the course the
same as a non-repeated course, which means the student could earn credit for
the same course more than once if the student earned a passing mark each
time. Not Included in Credits Attempted or Completed means the repeat has
no impact.

School Year —the four-digit number of the first school year in which the repeat
tag is used.

4. Add additional lines by clicking the Add button to insert as many repeat tags as

needed.
Menu *-:-' | | Siaden: Aendy | 2 I':."ha ﬂ;t
Repeat Tag Definition g
_ Repeat Tag |

Repeat Tag Definition |  add [
o gl 8] 2

R Repeat, no impact Mt Included m Credits Attempted ar Comipletad b 2009

Regpeat, failure Included in Credils Attempied ¥ 2009

Repeat Tag Definition, Completed

5. Click the Save button at the top of the screen.

18
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The impact of repeat tags on the GPA can be further defined in the GPA Definition screen.
For more information, please see the chapter on GPA and Class Rank in the Synergy SIS —
Course History Administrator Guide.

GPA Definition («

Code: Title: Type:

| GPA | Course Filter | Additional Course Filtering
Code Title Type

| | | 4
Basic Information (@]
Mark Inclusion  Weight Gpa By Credit Rounding Decimals To Store

| 3 S| 4|

Rank Method

| ]

™ Do Not Use Grade Period Weight Grid Maximum GPA Maximum Post Bonus Amount

Repeat Tags Add Q@
Grading Options (@]
Low Course Grade High Course Grade Low Student Grade High Student Grade
| <l “| vl <

| GPA Formula (&

Grade Level and Calendar Month CHS Filter Add (]

ade dlendad DNL

Academic Tree Action... *+

GPA Definition Screen

Copyright© 2013 Edupoint Educational Systems, LLC 19
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Chapter Two

TERM DEFINITIONS

Terms are periods during which classes are held. A single term may have multiple grading
periods. The terms usually define when classes start and end, but the grading period
indicates when report cards are issued. Terms must be defined every school year at every

school. To define the terms:

1. Go to Synergy SIS > System > Setup > School Setup.

School Setup
School Name: Hope High School School vear: 2012-2013
Basic Info | Options SIS Data Options___ Labels | TeacherVUE
Period Definition Type Information @
Start Period End Period Homeroom Period Homeroom Meeting Day School Type School Attendance Type
0 9 1 b High School + | |Both Peried and Daily Attendance %
School Attendance Taken School Attendance Reason Type
By Section | Regular v
Grade Attendance Calculated
w
Concurrent Enroliment Type
Full Concurrent - Able to send and receive concurrent students
ALC school Type School Category Calendar Type
A ~ | [Regular b
Grade Selection (3| | Grading Options (|| Roll Over Defaults (]
Grade Grading Period Enter Code Enter Date
FrPSICK o1 o203l o4 Third Quarter ~ E2-First Arizona enroll %
051 06/ 07 T 08/ 0910 Update Course History From
v V421 12+ 3
Term Definition | Add | Show Detail |
% g £ =] |
| | 1 Fall 08/24/2012 12/21/2012 S1. YR
| | 2 Spring 1213112012 08/26/2013 52 YR
Track Selection (%
Tracks
I~ 4 Day Week I” 5 Day Week
Policy Code Uiy Q
Needs Values
Other Info &)
Exclude from State Reporting Validate Student Classes Scheduling Options
Report Sub Schools Show Warning and Allow Data to be Saved if Student Classes Overla) ¥ | [Traditional Schedule Tracking (Default) v
Enable College Credit Default Locker Combination Improvement Status
v
Charter School Combination 1 b
Generic Teacher Aide Course )
Course ID 4 Course Title 4 Credit Given
TA999 Teacher Aide| From Section Credit b
Programs (%
All students enrolled in this school year are in the +| FRM program.
Programs | Needs ("]
Language Arts (Verbal) Giftedness Show Detail
Mailing Permit Setup Q|
Permit City Permit State Permit Number

Sc%oo/ Setup Screen

20
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2. Click on the Add button in the Term Definition section.

Term Definition Add Show Detail | ()

School Setup Screen, Adding a Term

3. Enter the Term Number, the Term Name (such as Fall Semester or First Quarter),
and the Term End Date. Click the Save button at the top of the screen, and the
Term Begin Date is automatically entered based on the school calendar and the
Term End Date.

4. Click the Show Detail button.

Term Definition Add | show Detaill] @

74 | Line| Term Number = Term Name Z |Term Begin Date | Term End Date = |Current Term Codes
i ] 1 Fall 127237200
School Setup Screen, Terms Defined

5. Click the term to modify. To add a term code, click on the Add button in the Term
Codes section.

Term Definition | Add || Hide Detail |O
Term Mumber  Term Mame Term End Date
1 1 Fall 1202372010
Term Codes Add ]

School Setup Screen, Term Definition Detail

6. Enter the Term Code Number (the number of the term highlighted, not the order for
the codes), and select the Term Code such as S1 for Semester 1.

Term Definition [ Add ] HideDetail |
Term Mumber Term MName Term End Date
1 1 Fall 12/232010
Term Codes Add (6]
ode : : ode
I

Adding Term Codes

7. Add as many codes as are in use at the school during that term. Every code
assigned to a section must be added to the term. When finished, click the Save
button at the top of the screen.

Term Definition add | Hide Detail §)
Term Mumber  Term Mame Term End Date
1 1 Fall 12/23/2010

Term Codes Add ]

1 YR
1 i}
1 a2
1 51

S]]

Completed Term Codes

Copyright© 2013 Edupoint Educational Systems, LLC 21
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8. Click the Hide Detail button to see all terms. Note that the term codes selected
appear in the Current Term Codes column. Continue adding as many terms as
needed to match the school’s class schedule.

Term Definition [ asg [ show Detail [¢]
X g g | z

r~ 1 Fall 031/2010 12232010 [ S1.Q2,G1, ¥R
| B Spring 01/03/2011  |05272011 [ YR, @4, @3, 52

School Setup Screen, Completed Term Definitions

The available term codes may be customized to fit the district's naming preferences. To
modify the available term codes:

1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click K12.Schedulelnfo to expand the list of tables.
3. Select the Term Codes table.

Mame: Term Codes Namespsce: K12.Scheduleinfo  Locked: H
[~ Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code
Lookup Values | 0 JO
b = = = = = = = A‘ Py
7 =
[ 1 YR ‘Year ¥ v v
o 2 51 Semester 1 F v -
[ 3 52 Semester 2 s v -
o 4 al Quarter 1 1 v v
o [ Q2 Quarter 2 2 v -
[ g @3 Quarter 3 3 v -
o 7 Q4 Quarter 4 4 v v
o g T Trimester 1 v v
[ 9 T2 Trimester 2 v v
o 10 T3 Trirmester 3 v v
o 1 i Summer School v v

Term Codes Lookup Table Screen
Click the Add button.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

Enter a code for the term in the Code column. This value must be unique.
Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

9. If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

11. Click the Save button at the top of the screen.
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To delete a code, check the box in the X column, and click the Save button.

The term codes selected must also match the Course Duration codes, which are used to
assign the sections to a specific duration, which in turn must match a term code. To modify
the available course duration codes:

1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click K12.Courselnfo to expand the list of tables.
3. Select the Course Duration table.

Name: Course Duration Namespace: K12.Courselnfo Locked H

[~ Use Code as the State Code - all walues rEpDI’TEU to state will be used from the |DDKUp code and not evaluate to the state Codt
Lookup Values | 20 D
* = = S = = = = %‘ &
I i [ Quarter 1 1 v v
I | 0 Qz Quarter 2 2 v v
l i a3 Quarter 3 3 v v
I i Q4 Quarter 4 4 v v
I | 0 QF Quarters [1 or 2 v v
l 0 o5 Quarters [3 or 4) v v
I i aT Quarter v v
l 0 51 Semester 1 F v v
l i 52 Semester 2 3 v v
ol i 55 Surnmer School v v

Term Codes Lookup Table Screen

Click the Add button to add a new code.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

Enter a code for the term in the Code column. This value must be unique.
Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code in the old system in this column.

9. If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

11. Click the Save button at the top of the screen.

To delete a code: Check the box in the X column, and click the Save button.
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GRADING PERIODS

Once the marks, repeat tags, and terms have been configured, the grading structure can be
defined. The grading periods should correspond to the dates on which report cards are
generated. To set up the grading structure:

1. Go to Synergy SIS > Grading > Setup > Grading Setup.

Grading Setup («

School: Hepe High School  Schoal vear: 2009-2010

| Grade Period/Mark Definition | _Grade Period Weight  Comments  Report Card Options  TWUE Options

Current Grading Period w

Grade Period Actian. .. =l Q@
(2 Start of School (08/10/2009)

Include In Grading Option (&

This option is used to determine if the Include In Grading flag is to be set when moving a student's class to history (IE when 2
leave date is entered). If Always or Mewver is selected then the Minimum Class Enrollment Days field is disregarded
Include in Grade Option

I

Minirnumm Class Enroliment Days

Other Options
Section Display Option

Grading Setup Screen

2. To add a grading period, select Add Grade Period from the Action... list. The
Grade Period screen opens.

Grading Setup (=
School: Hope High School  School Year: 2009-2010
| Grade Period/Mark Definition |_Grade Period Weight  Comments  Report Card Options  TYUE Options
Current Grading Period v

Grade Period
(= Startof School (0811 0r2009)

Include In Grading Option

This option is used to determine if the Include In Grading flag is to be set when moving a student's class to history (IE when
leave date |5 entered). If Always or Never |5 selected then the Minimum Class Enraliment Days field is disregarded.
Include in Grade Option

w

Minirnurn Class Enrollrment Days

Other Options
Section Display Option

Grading Setup, Adding Grade Period

24
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3. Enter the name of the first grading period in the Grade Period box, select the Type
of period in the list, and enter the last date of the period in the End Date box. Click
the Save button at the top of the screen to add the period.

I Save I Close

Grade Period

Grade Period
Progress Perlod 1

Type End Date
Progress | 0941172009

Grade Period Screen

The new grading period is added under Start of School, and the detailed setup for

the period is displayed.

Grading Setup

g

School: Hope High Schoeol  School vear: 2009-2010

Grade Period/Mark Definition | _Grade Period Weight  Comments | Report Card Options | TWUE Options

Current Grading Period

v

Grade Period

Action....

=@

(& Start of School (08/10/2005)
I [Progress Perlod 1¢ending on 08/11/2009)]

Grade Period | Termn Selection  Att Def1 | At Def2 @ At Def3d  Att Defd | At Defs

Att Def B

Grade Period Type End Date Total Poal Comments

Progress Petiod 1 Progress | 09/11/2002 b

Period Detail

[ Citizenship

I~ Conduct

[~ Teacher Ad Hoc Comments
™ wwork Habit

I~ Tracking Att1

[~ Tracking At2

[~ Tracking At3

™ Tracking Attd

[~ Tracking AttS

[~ Tracking A6

TeachervVUE

[ Report Period Data is Editable

Parent\LIE

I~ Report Period Data is Accessible

Abbrieviated Name

Schools Attended History

Select the Attendance Definition to be used to update Schools Attended History
Schools Attended History Attendance Definition

v

Include In Grading Option

Include in Grade Option

minimum Class Enroliment Days

This option is used to determine if the Include In Grading fiag is to be set when moving a student's class to history (IE when a leave date is
entered). If Always or Never is selected then the Minimum Class Enrollment Days field is disregarded.

-

Other Options

Section Display Option

Grading Setup, Grading Period Added
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4. To add another period, click the Grade Period bar at the top of the section or the
Refresh button at the top of the screen to close the detail screen of the period.

Menuvgi::| Save ‘ Undo |

Status: Reacly :I V

Grading Setup

Grade Period/Mark Definiti

| Grade Period Weight

School: Hope High School  School Year: 2009-2010

Comments | Report Card Options | TWUE Options

Current Grading Period

v

Grade Period

Action

-l @

) Start af Schoal (18/10/2009)
P [Progress Period 1 (ending on 09r11/2008)]

Grade Period | _Term Selection | Ati Def1 | Ali Def2  AttDef3  AftDefd  Aft Defs  Att Deff

Grade Period Type
Progress Period 1 Progress

Period Detail
™ Citizenship

™ Conduct
[ Teacher Ad Hoc Comments
™ Work Habit

End Date Tatal Poal Carmments
~ | 09/11/2009 v

Grading Setup, Closing the Period Detail

Repeat to add additional periods. For schools using standards-based report cards

in the Grade Book, only add the periods that will appear on the report card.
Progress reports can be printed at any time in the Grade Book.

Once all of the grading periods have been created, the names of the marks to be
used in each period need to be defined. A grading period mark is the grade that is
displayed on the report card. Some periods may have more than one mark; for
example, a Fourth Quarter period may have a 4™ Quarter mark and a Semester 1

Final mark.

To add a mark to the grading period, click the name of the period and select the

Add Marks to Period option in the Action... list.

Grading Setup

School: Hope High Sehool  School Year: 2009-2010

Grade Period/Mark Definition | Grade Period Waight  Comments  Report Card Options  TVUE Options
Current Grading Period v
Grade Period lAEIiun ;l (%]

of Schonl (&M 02008

P |Progress Period 1 (ending on 09/11/2008)
Irst Quanerfending on

P Progress Period 2(ending on 11/24/2009)

P Second Guarter(ending on 12/22/2009)

P Progress Period 3(ending on 02/12/2010)

P Third Guarter(ending on 03/31/2010)

P Progress Period 4(ending on 04/23/2010)

P Fourth Quarter(ending on 05/2862010)

| Grade Period Tarm Selection
Crade Period

Type T : :
[Progress Period 1 |Progress | 0941172009 v
Period Detail (]
I~ Citizenship
I Conduct

[~ Teacher Ad Hoc Comments

™ Work Hahit

Grading Setup, Adding Marks to Periods

7. The Grade Period Mark screen opens. Enter the name of the mark in the Mark

Name box, select the Mark Type, and enter the order number by which to sort the
marks in the Mark Order box.

Save I Close |

Grade Period Mark

ark Name

Progress Period 1

Mark Type
Alpha

Mark Order

~|[1

Grade Period Mark Screen

26
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8. Click the Save button at the top of the screen. The name of the mark is added

underneath the name of the grading period, and the detailed screen of the mark is
shown.

Grading Setup («

School: Hope High Scheoel  School vear: 2009-2010

_ Grade Period/Mark Definiti | Grade Period Weight = Comments = Report Card Options = TVUE Options
Current Grading Period v

Grade Period

(@ Startof School (081 0/2009)

g 12008 Mark |
(= |Progress Period 1

[P First Quarter(ending on 10/ 8/2009)

: ;Zi’:;::::i:;;m”Diﬂnz:;;fz‘gégf9’ hart Wark Name Grarle Bonk Mark Type Mark Begin Date

P Progress Petiod 3(ending on 0201202010} e

[ Third Quarterending on 033172010

[ Progress Period 4(ending on 04/23/2010)

[ Fourth Quarter{ending an 0528201 0)

Actiar... j (%]

hark Marme hark Type ark Order
Progress Period 1 Alpha ~ |1

Grading Period Setup, Mark Detailed Screen

9. If needed, enter a short version of the mark name in the Short Mark Name box to
make grading columns narrower. Select the Grade Book Mark Type if Synergy SIS
is integrated with a grade book system. If the mark is summarizing only part of the

period or if it is cumulative across multiple periods, enter the starting date for the
mark in the Mark Begin Date field.

a Reference: For more information about integration with a grade book
system, please see the Synergy SIS — Grade Book Administrator Guide
in this guide.

10. Click the Save button at the top of the screen.

11. Repeat steps 6—10 until you have added all marks.

Copyright© 2013 Edupoint Educational Systems, LLC 27




Grading Administrator Guide Chapter Two
12. Click the name of the grading period to see the detail for the period.
Grading Setup

School: Hope High S¢hool  School Year: 2009-2010

Grade Period/Mark Definition | Grade Period Weight ~ Comments  Report Card Options  T¥UE Options

Current Grading Period v

Grade Period IAcIiun j @

- )

7 |Progress Period 1(ending on 08/11/2008) Grade Period | Term Selection | Att Def1 | AttDef2 | AttDef3 | Att Dﬁfd Att Def5 | Att DefB

(] Progress Period 1 Grade Period Type End Date Total Pool Comments|

P First Quarter(ending on 10/19/2008) Progress Period 1 Progress ~ | 09/11/2009 B2 v

P Progress Period 2(ending on 11/24/200) - -

P Second Guartertending on 12/222008) Period Detail &)

P Progress Perind 3(ending on 02 2/2010) ™ Citizenship

P Third Quarter(ending on 03(31/2010 I Conduct

P Progress Perind 4(ending on 04023720103

b Fourth Quartertending on 05/28/2010) [~ Teacher Ad Hoc Comments
™ Wyork Hakit
™ Tracking Att1
[ Tracking Att2
™ Tracking At3
™ Tracking At
I Tracking Atts
™ Tracking Ate
TeacherVUE Q)
[~ Report Period Data is Editable
ParentYUE Q|
I~ Report Period Data is Accessible
Abbrieviated Name
Schools Attended History (&
Select the Attendance Definition to be used to update Schools Attended History
Schools Attended History Attendance Definition

-

13.

Grading Setup Screen, Grade Period Detail

Total Pool Comments specifies how many comments can be entered for a section
for this period. In the Class Grade screen below, three comments are available.
Comments are selected from a list; to define the comments available, see the
section in this chapter on Grading Notes.

Class Grade
Section ID: 1077 Course I $861  Course Tile: Am Gowt  Staff Neme: User, Teacher
Class Grades |
Section 1D Course ID Course Title Staff Mame Room Name
1077 5551 Arn Govt User, Teacher| | 216
Class Information Q|
Begin Period End Feriod  Term Code  Credit
o o 52 0.500
Grade PeriodsFourth Quarter + | Period Type v Filter Grade Periods Show Comments
i
Class Grades [€]
T [Semld " " ‘ ‘ Pl
Abbott, Billy C 905483 D | D |Outstanding Satisfactory Needs Improvement | 12 4 A

Class Grade Screen
The Period Detail section outlines what information is available for the period.

To make the details available, check the boxes as desired. Teachers may rate the
students on Citizenship, Conduct, and Work Habits. See the section in this
chapter on Grading Notes to define the rating system used for these details.

In addition, six types of student absences can be defined and displayed through the
Tracking Att1 through Att6é checkboxes. The absences can be automatically
totaled based on the definitions created on the Att Def 1 through Att Def 6 tabs of
the period detail, as outlined later in of this section. Teacher Ad Hoc Comments
are not fully available yet.

28
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Grading Setup

School: Hope High School  schaol Year: 2009-2010

Grade Period/Mark Definiti | Grade Period Weight = Comments  Report Card Options | TWUE Options
Current Grading Period v
Grade Period IActinm j Q

) Btart of School (084 0/2009)
= |Progress Period 1 tending on 09/11i2009)]

Grade Period | Term Selection  Aft Def 1 Al Def2  Ati Def3  AftDefd4  Alt Defs  All DefG

() Progress Period 1 Gracle Period Type Enl Date Total Pool Comments
b First Quarter(ending on 10/19/2008) Pragress Periad 1 Pragress ~ | [09/11/2009 v
P Progress Period 2(ending on 11/24i2009) - -
b Becond Guarter(ending on 12222008) LerodDstall 9
b Progress Period 3(ending on 02/12/2010) I~ Citizenship
[ Third Quarter(ending on 03/31/2010) ™ Conduct
P Progress Period 4{ending an 04/23i2010)
b Fourth Quarter(ending on 05/26/2010) (I V= (8] [RIDTE (il
™ wark Habit
I Tracking Att1

[~ Tracking Att2
[~ Tracking Att3
I Tracking Attd
[~ Tracking Att5
[~ Tracking Atté
Grading Setup Screen, Period Detail

The details selected appear as shown below in the Class Grade screen.

Class Grade
Section ID: 1077 Course ID: S851  Course Title: Am Gowt  Staff Name: User, Teacher
Class Gradesl
Section ID Course ID Course Title Staff Name Roorm Mame
1077 |5551 | [AmGovt | [User Teacher] [216
Class Information Q)
Begin Period End FPeriod  Term Code  Credit
o o 52 0.500
Grade PeriodsFourth Quarter ~ | Period Type v Filter Grade Periods Shaw Comrments
~
Class Grades [#]
0 [Een 4 " " ‘ ‘ in
Abbott, Billy © 905485 D D Outstandmﬁ Saliafaclnrx [eeds Imgmvemem 12 4 A

Class Grade Screen

The check boxes in the TeacherVUE and ParentVUE sections enable the data for this
grading period to be edited or seen in those programs. For more information about
TeacherVUE and ParentVUE, see to the guides for these programs.

TeacherVUE O|
[~ Report Period Data is Editable |

ParentVUE ]
[~ Report Period Data is Accessinle

Abbrieviated Name

TeacherVUE & ParentVUE Sections

A history of the schools a student attended can be included on transcripts with total
days absent. To indicate which absence definition to use to calculate these absences,
select it in the Schools Attended History Attendance Definition list. For more

information about Schools Attended History, see the Synergy SIS — Course History
Administrator Guide.

Schools Attended History 2

Select the Attendance Definition to be used to update Schools Attended History
schools Attended History Attendance Definition

W

Schools Attended History
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14. Click the Save button at the top of the screen to save the setting for the Grade

Period.

15. Click the Term Selection tab to define which grade period marks may be used for

16.

17.

18.

which term. To add a mark to a term, click the Add button.
Grading Setup €

School: Hope High School  Schoal Year: 2009-2010

| Grade Period/Mark Definiti | Grade Period Weight | Comments | Report Card Options | TWUE Options
Current Gracing Period v
Grade Period [ Action. = @

[=5) Start of School (08/10/2009)
b [Progress Period 1 (ending on 09/11/2009)] w AtDef1 | ADef2  AtDefd | AlDefd | At Def5 | At Def6
b First Quaner(ending on 1071 872009 Term Options | T
P Progress Petiod 2{ending on 11/24/2008) — —
P Second Quarerfending on 1 2/2242003) = | ‘ =7 V'
P Progress Period 3(ending on 021 2:2010)
P Third Quarter(ending on 03/31/2010)

P Progress Petiod 4{ending on 04/23/2010)
b Fourth Quarteriending on DS2872010)

Grading Setup Screen, Period Detail, Term Selection Tab

Select the Term Code from the list, and then select the Posting Mark to be used.
Only marks defined for this period are available.

To add terms, click the Add button again. For courses assigned to the selected
term code, the selected posting mark is available. For example, if a mark is defined
for only Q1, only courses assigned as Q1 courses can enter this mark. Courses for
S1, S2, etc. will not be able to record this mark.

Grading Setup [«

School: Hope High School  Schaol Year: 2008-2010

Grade Period/Mark Definiti | Grade Period Weight = Comments | Report Card Options = TvUE Options
Current Grading Period v

Grade Period |Actinn j (%]
& Start of School (0871 W2008)

bleQI’ESS Period 1{ending on Dﬂf”ﬂﬂﬂﬂ)l Grade Period | Term Selection | At Def1 At Def2 | AttDef3  AttDefd  AttDef5 At Deflf
P First Quarterfending on 10/1 9/2003) Term Options Add |O
P Progress Period 2¢ending on 11/24/2008) = Al
P Second Quarter(ending on 12/22/2009) it = =
[ Progress Period 3(ending on 021 2/201 0) I YR ¥ Progress Period 1 b

I Third Quarer(ending on 03/31/2010) o S1 v Progress Petiod 1 v

P Progress Period 4(ending on 04/23/201 0) u o1 e Progress Period 1 e

P Fourth Guarterending on 05/28/2010)

Grading Setup Screen, Period Detail, Term Selection Tab, Terms Added

When all terms have been added, click the Save button at the top of the screen. Be
sure to add all of the term codes in use by classes that need to enter a grade during
this period.

If the period has been configured to show Tracking Att1 through Tracking Att6,
complete the attendance definitions. The Tracking Att1 box on the Grade Period
tab corresponds to the Att Def 1 tab, Tracking Att2 corresponds to Att Def 2, and
so on. The attendance definitions count the number of absences according to the
definition and enter the number into the grading record and schools attended history
when the Update Grade process is run. These definitions can be set up to provide
contrasting information such as excused vs. unexcused absences, or days tardy vs.

days absent. The totals are displayed in the grading period as shown in the Class
Grade screen below.

30
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Class Grade

Section ID: 1077 Course IDx 5851 Course Title: Am Gout  Statf Name: User, Teacher

Class Grades |

Section D Course ID Course Title Staff Name Room MName
J1077 |s551 | |AmGovt | |User, Teacher| [218
Class Information Q)

Begin Period End Period  Term Code  Credit

0 0 52 ID.EDD

Grade Periods|Fourth Quarter v | Perind Type v Filter Grade Perinds Show Comments
1=
Class Grades [&]
[ [ [& [ [ [ [
Abbott, Bilty C. 905483 D D | Outstanding Satisfactory Meeds Improverment] 12 4 A

Class Grade Screen

19. To set up the attendance definition, click the Att Def tab of the desired number.

Grading Setup

School: Hope High School  school Year: 2009-2010

Grade Period/Mark Definition | Grade Period Weight  Comments  Report Card Options  TVUE Options
Current Grading Period -

Grade Period |Act|nn j Q)
(@ Start of School (08/10/2009)

blF‘I’DQfESS Petiod 1 {ending on 0871 UEDDB)‘ Grade Perind = Term Selection IA“ Dgf1| Att Def2 | At Def3 | Att Defd At Def5 At DefB
P First Quarter{ending on 1001 9i2009) Definition Name

P Progress Petiod 2{ending on 11/24/2008)

[ Second Quarteriending on 12/22/2009)

P Progress Perind 3(ending on 0211 2/2010) Options Q)
P Third Quarteriending on 03131720110} Calculation hethod
P Progress Perind 4(ending an 04/23/2010) Total by Day (¥hole number count per unique day) by

P Fourth Quarter{ending on 05/28/2010)

Attendance Date Range (%]
Current Start Date  Current End Date

Wear To Date Term To Date Term Code To Date

r r v
Absence Definition (@]
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
A A A A

Absence Reasons

™ Unwerified ™ Excused [~ Unexcused I Suspended
I~ Unexcused Tardy ™ Flu I~ Field Trip ™ Tardy
I Expelled i ™ wacation

Setting Up the Attendance Definition

20. Enter a name for the definition in the Definition Name box. This name appears in
the column header on the Student Grade screen and on the report card.

21. In the Calculation Method list, select how absences should be counted. (This list
appears only if you use daily attendance.) Total by Absence Amount uses the
absence amount entered instead of counting the reasons, and should only be used
by schools with this type of attendance turned on. Total by Day counts the number
of days on which an absence occurred. Total by Occurrence counts the number of
absences, and can be useful for period attendance schools.

22. Under Attendance Date Range, select the time period to summarize. Check the
Year To Date box or the Term to Date box, or select the term in the Term Code to
Date list. If the report card should only show one term’s attendance, it is
recommended to select the Term Code To Date option. Otherwise, if the
attendance is updated after the last date of the term, it will include absences after
the end date of the term or count absences for the current term instead of the
previous term.
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23. Under Absence Definition, select the absence reasons to be counted. Itis
recommended to use the Reason Type lists or the Absence Reasons check
boxes, but not both.

24. Click the Save button at the top of the screen to save the changes.

The Include in Grading Option section at the bottom of the Grade Period tab is covered in
the section in this chapter on Designating Classes for Grading.

The Section Display Option list in the Other Options section determines which sections
are available for grading if the student was enrolled in the same course and period, but in
two different sections, during one term. For example, the student was enrolled in section
100 but then switched to section 101 of the same course during the same period. If Show
All Sections is chosen, grades can be issued for both sections. If Show Latest Section
Only is selected, only the last section is available for grading.

Grading Setup («
School Hope High Schoel  School Year: 2009-2010
Grade Period/Mark Definiti | Grade Period Weight = Comments | Report Card Options |~ TVUE Options
7Current Grading Period v
Grade Period Action.. j O|
Include In Grading Option Q|
Other Options Q)

Section Display Option

Grading Setup, Section Display Option
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ADJUSTING FOR TRACKS

If the school uses tracks, the end dates for each grade period may be adjusted for each
track in use at the school.

Tracks are created in Synergy SIS > System > Setup > District Tracks and then selected
in Synergy SIS > System > Setup > School Setup.

To adjust the track grade period end dates:
1. Go to Synergy SIS > Grading > Setup > Grading Setup.
Grading Setup

School Hope High School  School Year: 2009-2010

| Grade Period/Mark Definiti | Grade Period Weight = Comments | Report Card Optians | TWUE Optians
Currert Grading Period -

Grade Period Action. .. j ("]
(=) Start of School {08/10/2009)

P Progress Period 1(ending on 09/11/2008)
I First Quarteriending on 100 82009

P Progress Period 2(ending on 11/24/2008)
P Second Quarter(ending on 12/22/2009)

P Progress Period 3(ending on 0201 2/2010)
P Third Guarterfending on 03/31/2010)

P Progress Period 4(ending on 04/23/2010)
b Fourth Quarteriending on DS/2Z8/2010)

Track Ending Dates (%]

Progress Period 1
First Quarter
Progress Period 2

Second Quarter

Progress Period 3
Third Quarter
Progress Period 4
Fourth Guarter

HHHHHHH\!|
HHHHHH!\!|

Grading Setup Screen, Track Ending Dates

2. Inthe Track Ending Dates section, enter the ending date for each grade period in
the column for the track.

3. Click the Save button at the top of the screen.
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SETTING THE CURRENT GRADING PERIOD

Once the grading periods have been defined and the grade period marks entered, the
current grading period should be selected. Throughout the school year, the current grading
period selected should be changed to reflect the active grade period, as this controls the

grading period displayed in TeacherVUE and Grade Book. The active grading period can
be selected in either of two locations:

¢ Synergy SIS > System > Setup > School Setup. Select the active period in the
Grading Period list, and click the Save button at the top of the screen.

School Setup

School Name: Hope High Scheol  School Year: 2012-2013

Basic Info |_Options SIS Data Options __Labels  TeacherVUE

Period Definition

qT;,-pe Information

Grade Selection (|| Grading Options.

(/| Roll Over Defaults
Grade

Grading Period Enter Code
Second Quarter b

Enter Date
rPpsICK To1 o2 0301 o4 E2-First Arizona enroll v

051 06/ 07 [ 08+ 09 K10

Update Course History From

-

Vi1 121 12+

School Setup Screen

o Synergy SIS > Grading > Grading Setup. Select the active period in the
Current Grading Period list, and click the Save button at the top of the screen.

Grading Setup

School: Hope High School  School ear: 2009-2010

__Grade Period/Mark Definition | Grade Period eight  Cormments . Report Card Options  TYUE Options
Current Grading Period Second Quarter VI

Grade Period

(=) Start of School (0871 0i20093)

P Progress Period 1 (ending on 09/11/2009)
P First Quarteriending on 10/ 9/2009)

I Progress Period Ziending an 11/24/2009)
P Second Quarter(ending on 12/22/2009)

P Progress Period 3{ending on 02/1 2/2010)
P Third Guarteriending on 03/21/2010)

I Progress Period 4{ending on 04/23/2010)
P Fourth Quarter{ending on 05/28/2010)

Action... j ]

Grading Setup Screen

Note: Only grading periods that have a grade period mark defined for
the period can be selected as the current grading period. The current
grading period must also be defined at each school.
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GPA & COURSE HISTORY GRADING CALCULATIONS

Once the grading periods and marks have been defined, and the marks have been
associated with specific terms, you can customize the GPA calculations. Marks can be
included or excluded from the GPA for a specific term code, and the weight they carry in the
GPA can also be specified. You can adjust the weighting for all GPA types and for
individual GPA types (see page 37).

To customize the GPA calculation for all GPA types:

1. Go to Synergy SIS > Grading > Setup > Grading Setup, and click the Grade
Period Weight tab.

" Grading Setup [«

School: Hope High School  School Year: 2009-2010

Grade Period/Mark Definition  Grade Period Weigh(| Comments | Report Card Options  TWUE Options
Current Grading PEI’IDG‘SECDI’M Quarter b
Both types of periods (Grading and Progress) are allowed an this grid. Only terms that have been opted into for the specific periods

will be editable. You can edit this by going to the Grade Period/Mark Definition tab on this wiew, selecting the appropriate grading or
progress period, and on the Term Selection tab adding or removing terms on the Term Options grid.

GPA Credit Weight pet [6)
Q Q Q Q
VR El v 500 |0z v 2500 |03 v 2500 v
Ell El | 000 a2 ~ 50.00
52 EE v s000 | v
al E | 100.00
a2 a2 ~ 100.00
Q3 EE v 100.00
a4 v

Cells will only be editable if you have opted into the term AND selected a posting mark for that term. This is done Dy going to the
Grade Period/Mark Definition tab on this view, selecting the appropriate grading period, and on the Term Selection tab selecting the
walUes required within the Term Options grid. Keep in mind that ONLY periods that are of the type Grading are valid periods for
Course History Transfer pct. grid

Course History Transfer pct. Q

Grate Period

First Second Third Fourth
Quarter Quarter Quarter qQuarter
YR &0.00 50.00

28 100.00

_
04 100,00
Grade Period Weight Tab, Grading Setup Screen
The GPA Credit Weight Pct. section lists all term codes defined for the grade
periods. If a posting mark is defined for a term code for a grading period, the box is

white and can be edited. If the box is gray, a mark for that term code has not been
defined for that period.

GPA Credit Weight pct. @]
Grade Period

Line |Term Code Progress First Progress | Second | Progress Third Progress Fourth
Period 1 Quarter Period 2 Quarter Period 3 Quarter Period 4 Quarter

IR 25.00 25.00 25.00 25.00

2151 50.00 50.00
& 52 50.00 50.00

ey 50.00 50.00

7 02 50.00 50.00

Q3 50.00 50.00

Q4 50.00 50.00
GPA Credit Weight Pct. Section

Copyright© 2013 Edupoint Educational Systems, LLC 35



Grading Administrator Guide Chapter Two

2. For each period, enter the percentage of the mark that should be included in the

GPA calculation. For example, if the First Quarter mark for S1 (Semester 1) is set
to 50%, that grade counts for 50% of the entire grade for semester 1. The
percentages for each term code line should add up to 100%.

3. Click the Save button at the top of the screen.

On the Grade Period Weight tab, you can also configure the amount of credit transferred
to course history for each grade period (but not progress period) and term. The amount of
credit transferred for each grading period is specified in the Course History Transfer Pct.
section. If a posting mark is defined for a term code for a grading period, the box is white
and can be edited. If the box is gray, a mark for that term code has not been defined for
that period.

Course History Transfer pct. @]

N a0.00 a0.00

51 100.00

52 100.00

a1 100.00

oz 100.00

[l 100.00

Q4 100.00
Course History Transfer Pct. Section

To indicate the transfer percentage:

1.

For each period and term code, enter the percentage of credit to transfer to course
history. This is a percentage of the credit assigned to the course in the District
Course screen. For example, if a Semester 1 (S1) course is worth 0.5 credits, and
the Second Quarter mark assigns 100% of the credit to the course, then the student
receives 0.5 credits for the course if the Second Quarter mark is a passing mark. If
the percentage were only 50%, they would only receive 0.25 credits for the passing
mark.

The percentages for each term code line should add up to 100%. White boxes can
be left empty if the mark for that period does not indicate that credit should be
awarded in course history.

2. Click the Save button at the top of the screen.

36
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To customize the GPA calculation for individual GPA types:
1. Create credit weight definitions.
a. Go to Synergy SIS > System > Setup > Lookup Table Definition.

b. Under K12.Gradinginfo.GPAInfo.Setup, open the Credit Weight Grid
Type table.

Name: Credit Weight Grid Type Namespace: K12.Gradinglnfo.GPAInfo.Setup  Locked: N

[[]Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values Add (]
e Orde ode Descriptio Othe : o Alt Code Alt Code -
0 1 Eligibility b v
1 2 Honor Roll b
2 3 Course History Weighted v

Credit Weight Grid Type Lookup Table

c. For each desired credit weight definition, click Add and enter a
Description for the weighting method. ListOrder, Code, and Status are
optional. Other SIS, State Code, Alt Code 3, and Alt Code SIF are not
used.

d. Click Save.
2. Define each credit weighting method.

a. Go to Synergy SIS > Grading > Setup > Credit Weight Definition.
Credit Weight Definition \

School Name: Hope High Sehool  School Year: 2012

Credit Weight Grid |
Grid Type
Honor Roll A4

GPA Credit Weight Pct.

Quarte Progress Period econd Quarte

YR Progress 0.00 |1stQtr A 0.00 |Progress 0.00 |2ndQtr ¥ 0.00
81 Progress ~| 0.00 |1stQtr w| 40.00 |Progress ~| 000 |2ndQtr ~| 60.00
82

4[e}] Progress 0.00 ‘191 Qtr ~ | 100.00

Q3

Credit Weight Definition Screen
b. Inthe Grid Type list, select a credit weight definition from step 1c.

c. For each period, enter the percentage of the mark that should be
included in the GPA calculation.

d. Repeat steps 2b and 2c for each credit weight definition.
e. Click Save.

3. Enable credit weighting for desired GPAs.
a. Go to Synergy SIS > Grading > Setup > GPA Definition.
b. Find or scroll to a GPA definition.
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c. Inthe Weight Gpa by Credit list, select Use Credit Weighting, and
make sure that the Do Not Use Grade Period Weight Grid box is not
checked.

GPA Definition

Code: GRNT Ttle: Grant (10-11) Type: Grade Point Average

| GPA| Course Filter  Additional Course Filtering

Code Title Type

|GRNT |Grant (10-11) Grade Point Average A

Basic Information

Mark Inclusion ~ Weight Gpa By Credit Rounding

Alpha Only ~ | |Use Credit VWeighting ~ | |Round on .5 or higher A

Do Not Use Grade Period Weight Grid Maximum GPA Maximum Post Bonus Amount

GPA Definition Screen
d. Repeat steps 3a and 3b for each GPA.
e. Click Save.
4. Associate GPA types with credit weighting methods.

a. Go to Synergy SIS > Grading > Setup > District GPA Types.
This screen is described in the Synergy SIS — Course History
Administrator Guide.

b. For each GPA type, select in the Credit Weight Type column the credit
weighting method, if any, to use.

Note: For a GPA Grade Type of Course History Only,
the Credit Weight Type does not affect the GPA
calculation.

District GPA Types
GPA Types |
GPA Types Definition [ adg [ showDetal | @
% = = | z ]
i Cumulative GPA + | Course History Only ¥ 5 CUM GPA Elementary School.Middle School
| Current Marking Peria + ||| Current Report Period | b CUR GPA Elementary School Middle School High School. Special School
| Rpt Card GPA ~ || Current Report Period b v CurPerOnly/HonRall High School
j | Current Marking Perio v || Current Report Period Plus Course Histary v v Current Middle School High School
j | Grant {10-11) ||| Course Histary Only ~ § [Eligibility v Grant GPA High School
j | Cumulative GPA | |Current Report Period Plus Course History v b Sample Elementary School
| Unweighted GPA * || Course History Only v b UNWGT GPA Elementary School, Middle School,High School
| Current Marking Perio ¥ | |Year To Date Report Periods ¥ b YTD GPA Elementary School Middle School High School. Special School
| Test + || Year To Date Report Periods ¥ YTD Score Only Elementary School Middle School

District GPA Types Screen
c. Click Save.

38 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two Grading Administrator Guide

DESIGNATING CLASSES FOR GRADING

Perhaps not all of the classes at a school or district are graded. Some sections may only
be used for taking attendance, or are study hall periods with no assignments. To indicate
which classes should be graded:

1. Go to Synergy SIS > Schedule > Section.

Section

Section ID: 0001 Course Title: Life Science School Year: 2012-2013

Current Students | Student Enroliment History | Additional Staff | Staff History

Section ID Course ID + Course Titlle Staff Name + Room Name

0001 [scaze | |Life Science| [Tofft. Rober] [120

Section Info Q|
Begin Period  End Period Term Code

4 v|lg v||s2 v

Exclude Attendance Exclude Grading Attendance Type Supplemental Funding Category

Include in Attendance ~@ Include in Grading hd v v

Instructional Minutes Override [ Using Elementary Minutes Section Record Type
v

Instructional Strategy Instructional Method Category Code Override [ Distance Learning []Independent Study College Credit  Online Course Qverride
- v ~ v v

State Course Override ¢

Instructional Unit ID Local Master Schedule ID

Section Screen

2. Inthe Exclude Grading list, select the grading status of the section. The section
can set to Include in Grading, Include in Grading — No Scan Sheet (if a grading
sheet should not be generated for the section when scanning is used), or Exclude
from Grading.

3. Click the Save button at the top of the screen.

The classes that are included for grading can also be defined based on the student’s length
of enrollment in the class. For example, if a student is enrolled in a class for only three
days, should that class be graded and transferred to course history? The valid length of
enrollment can be defined at both the district and school level. To define when a class
counts for grading at the district level:

1. Go to Synergy SIS > System > Setup > District Setup, and click the System tab.

District Setup |

Digtrict Setup

Options Sys‘teml Grade Setup | TeachervUE  Labels = Auto-Sequence | Reports | Wawers | Mobile Apps

|Enru|lment Options Q|
|Address Options Q|
[ Bulk Mailing Q|
Grading Setup QI

This option is used to determine if the Include In Grading flag is to be setwhen moving a student's class to history (IE when a leave date
is entered). If Always or Mever is selected then the Minimum Class Enrollment Days field is disregarded

Minimumn Days Enrolled Grading Threshold Include in Grade Option
0 Always include active classes ing %

If this option is set then the AcaType drop down [that containg the GPA definitions) will not be filtered and all definitions will show in both
views (student Grade and Student Course History). I the option is [eft unchecked then the current functionality will remain. Student
Grade will only show Current Period Only GPA types and Student Course History will only show Course History Only types.

I~ GPA Filter Option

System Tab, District Setup Screen
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2. Inthe Include in Grade Option list, select the option to be used. If you select
Evaluate active classes against Minimum Days Enrolled Threshold, enter the
minimum number of days for a class to be included in grading in the Minimum Days
Enrolled Grading Threshold box.

3. Click the Save button at the top of the screen.

At the school level, the grading threshold for a class overrides the selections made at the
district level. You can configure it in two locations:

¢ Synergy SIS > System > Setup > School Scheduling Options.

s _ -
Menu~| =2 ‘ Save ‘ Undo ‘ Status: Ready | & %r_%i
- - &
School Scheduling Options g
School Name: Hope High School School Year: 2011-2012
Section 0pti0l15| Course Request and Walk-In Options = House/Team/Exclusion
Options (3| Include In Grading Option (&)
Class Size Limit Seclion ID Width Auto Sequence When the include grade opiion or minimum class enrollment days are
Add Student, with Message v| 4] counter | |biank. the district default will be used (Grade Option 'Always"). If Always
or blank is selected then the Minimum Class Enroliment Days field is
Do Not Fill Section ID Gaps disregarded. If evaluate is selected, then the student must have been
i enrolled in the course for at least the number of days indicated in the
V| Track Class Deletions for Add/Drop Report Minimum Class Enroliment Days textbox below to have a grade in the
| Enable Section |D Validation Warnings —
Include Grade Option
Always include active classes in grading b
Creation of "Grade" records can be limited fo just the Homeroom
Section by checking the following checkbox: Minimum Class Enroliment Days
Only Create Grade Records For Homeroom Section. I 0
T
Meeting Days add | @
% £ Bl S
1 A A-Day
2 B B-Day

School Scheduling Options Screen

¢ Synergy SIS > Grading > Setup > Grading Setup.

Grading Setup [«
School: Hepe High Schoel  Schoaol Year: 2010-2011
Grade Period/Mark Definition | Grade Period Weight  Comments  Report Card Options  TVUE Options
Current Grading PeriodF ourth Quarter b
Grade Period |Acti0n... j Q‘
Include In Grading Option @

This option is used to determing if the Include In Grading flag is to be set when moving a student's class to history (IE when
a leave date is entered). If Always or Never is selected then the Minimum Class Enroliment Days field is disregarced

=
Always include active classes in grading b

hinimum Class Enrollment Days

Other Options @
Section Display Option
Show All Sections b

Grading Setup Screen

1. Inthe Include in Grade Option list, select the option to be used. If you select
Evaluate active classes against Minimum Days Enrolled Threshold, enter the
minimum number of days for a class to be included in grading in the Minimum Days
Enrolled Grading Threshold box.

2. Click the Save button at the top of the screen.
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GPA DISPLAY

At the bottom of the Student Grade screen, the student’s current GPA is displayed. The
GPA shown is selected in the Aca Type list.

Student Grade
Student Name: Abel, Albert R. School Hope High School  Status: Active  Room Name: 128
Student Grades |
Last Name: First Name Middle Name _ Suffix__ Perm ID Grade Gender
[Abel [Albert [Ryan 132683 12 v Male v
Periods] ~| Mark TypelGrade Periods Only v| Fiter cradeperioas | Update Grades For This Student Update Absences For This Student []Show Comments
Show Credit
[ Do Not Process Term Override Credit Amount
Show Repeat Tag
Student Grades. Q
0 0 0 0
D D
Class
aTR? a
1/0140 0.500 | MA40 Algebra ll ~ |aderson. G. S 0 0 A+ 10
EREE €1z redits Attempted Credits Completed Grading Period
CUM GPA - Cumulative GPA v|[2529 1.500 11500 Show GPA Calauiaton | Third Quarter v
The GPA calculation is based on the Grading Period that is shown in the drop down on the line above. The GPA is not affected by the filter options that are selected above the Student Grades grid. To see
details of how the GPA is determined click the Show GPA Calculation button.

Student Grade Screen, GPA

To select which GPA definitions are available for display on this screen:
1. Go to Synergy SIS > System > Setup > District Setup, and click the System tab.
District Setup |

District Setup

Options Sys‘lem| Grade Setup  TeachervUE | Labels | Auto-Seguence  Reports | MWaivers | Mobile Apps

|Enr0\|mem Options @|
|Address Options @|
|Bu|k Mailing @|
Grading Setup (&

This option is used to determine if the Include In Grading flag is to he set when moving a student's class to history (IE when a leave date
I5 entered). If Always ar Never is selected then the Minimum Class Enraliment Days field Is disregarded.

kinimum Days Enrolled Grading Threshold Include in Grade Option
ID |A\Ways include active classes in g V‘

If this option is set then the AcaType drop down (that contains the GPA definitions) will not be filtered and all definitions will show in both
wiews (Student Grade and Student Course History). If the option is left unchecked then the current functionality will remain. Student
Grade will only show Current Period Only GPA types and Student Course History will only show Course History Only types.

[~ GPA Filter Option

District Setup Screen, System Tab

2. To show all definitions, check the GPA Filter Option box. To only show the GPA
definitions based on the current grading period, leave this box unchecked.

3. Click the Save button at the top of the screen.

Copyright© 2013 Edupoint Educational Systems, LLC 41



Grading Administrator Guide

Chapter Two

GRADING NOTES

Synergy SIS enables teachers to enter comments regarding a student’s behavior and to
rate the student on citizenship, conduct, and work habits, as shown below in the Class
Grade screen.

Class Grade

Class Gradesl

Section ID: 1077 Course I 5561 Course Tile: Am Govt  Staff Mame: User, Teacher

Section ID Course ID Course Title Staff Name Room Name
[io77 |ss51 | |amGovt | |user, Teacher] [216
Class Information Q)
Begin Period End Period  Term Code  Credit
] o 52 0.500
Grade Periods|Fourth Quarter ~| Period Type| v Filter Grade Periods Show Comments
I
Class Grades @]
0 Q
0 1 1
D
5 0 0
Abbott, Billy C. 9052483 D D} Cutstandin Satisfactor Meeds |mproverment | 12 E A

Class Grade Screen

The availability of these options is turned on and off by period in the Grading Setup
screen, under the detail for each period.

Grading Setup

School: Hope High School  School ear: 2009-2010

Grade Period/Mark Definition |_Grade Period Weight = Comments  Repor Card Options | TVUE Optiong
Current Grading Period v|
Grade Period |Actmn . j ]
@ Starl of School (08/10/2008)
= [Progress Periad Tiending on 08/11/2008)] Grade Perod | Term Selection | Att Def1 | Att Def2 | A of5 At Deff
&) Progress Period 1 Grade Period Type End Date Total Ponl Comments

P First Quarter(ending on 10/19i2009)
P Progress Period 2(ending on 11/24/2008)

IF‘rUgreSs Period 1

Progress v [09/11/2003

~]

P Second Quarer(ending on 12/22/2009)

P Progress Period 3¢ending on 02/12/2010)
P Third Quarteriending on 03/31/2010)

P Progress Period 4iending on 04/23/2010)
P Fourth Quarter{ending on 05128i2010)

[ Citizenship

I~ Conduct

[~ Teacher Ad Hoc Comment;
[~ WWork Habit
[~ Tracking Att1
I~ Tracking Att2
™ Tracking Att3
[~ Tracking Attd
I~ Tracking Atts
™ Tracking Att6

Grading Setup Screen

To customize the lists of comments and the citizenship, conduct, and work habits ratings,
follow the instructions in the next sections of this chapter.

42
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Comments

To set up the list of comments to be used in grading:

1. Go to Synergy SIS > Grading > Setup > Grading Setup, and click the Comments
tab.

Manu™ :i’) Save | Unda | Status: Ready| B % \q-@
Grading Setup

School: Hope High School  School Year: 2012-2013

Grade Period/Mark Definition ~ Grade Period Weight I C I Report Card Options | TVUE Options
Current Grading Period Second Quarter v

Free Form Comments Q|

Allow Free Form Comments

Comments [ Add | ShowDetail | 3]

Grading Setup Screen, Comments Tab

2. To enable users to enter free-form comments, check the Allow Free Form
Comments box, and in the Max Free Form Comment Length box that appears,
enter the maximum number of characters (up to 2000) for each comment.

Grading Setup
School: Hope High School  School Year: 2012-2013
Grade Period/Mark Definition | Grade Period Weight |[C |_Report Card Options | TVUE Options
Current Grading Period Second Quarter b
Free Form Comments (%]

V| Allow Free Form Comments

[Max Free Form Commsm Length 500
Grading Setup Screen, Comments Tab, Enabling Free-form Comments

3. Click the Add button in the Comments section to add a new blank line.

Grading Setup

School: Hope High School  school Year: 20122013

Grade Period/Mark Definition | Grade Period Weight € | Report Card Options __ TVUE Options
Current Grading Period Second Quarter ¥
Free Form Comments (&
Allow Free Form Comments
Comments % Show Detail |O
i [[tine = =] =l =
IETE ~ Please Contact Teacher ~

Grading Setup Screen, Comments Tab, Adding

4. Enter a code for the comment in the Comment Code column, and enter the
comment in the Comment Note column. Enter the code used by the scanning
sheet in the Scanning Code column.

5. If the teacher can edit the comment note in the grading record to individualize it for
each student, leave the box in the No Staff Override unchecked. To standardize
the comments across the school, check the box No Staff Override so that the
comments cannot be edited. Note: This option has not been activated yet.
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6. Repeat steps 3-5 as needed.

Grading Setup

School: Hope High School  School Year: 2010-2011

Grading Setup Screen, Comments Tab, Completed

7. Click the Save button at the top of the screen.

Grade Period/Mark Definition = Grade Period Weight | € | Repart Card Options  TYUE Options

Current Grading Period Fourth Quarter V‘

Comments Add Show Detail | ()

] R ————— . D Staff Ove - ode

A Please Contact Teacher =2
B Excellent Studant =2
C Good Attitudesbehar In Class =2
D Good Participation In Class 1~
E Shaws Extra Effart =2
F Completefaccurate Assignments 1~
G Showing lrprovernent 1~

To add translations of the comments so that the comments can be shown in the language

of the report card:

1. Click the Show Detail button at the top of the Comments section.

Grading Setup

School: Hope High Scheol  School Year: 2010-2011

Grade Period/Mark Definition = Grade Period Weight '@ | Repart Card Options  TYUE Options

Current Grading F'eriud|Fnunh Quarter V\

Comments Add Show Detail § (3

o 0 o ode 0 o ote 0 Staff Ove ode

A Please Contact Teacher 73
B Excellent Studant =
c Good Attitude/behavr In Class 73
D Good Participation In Class ~
E Shows Extra Effart 73
F Complete/accurate Assignments ~
[E] Showing Improvement ~

Showing the Detail of a Comment

2. Click the Line number of the comment to translate in the Comment Code list.

Grading Setup

(«

School: Hope High S¢hoel  School Year: 2010-2011

Grade Period/Mark Definition  Grade Period YWeight | € 1 | Report Card Options ~ TVUE Options
Current Grading Period Fourth Guarter V|
Comments Add | Hide Detail |
- - Comment Code: A
X Alternate Language Comments Add @

Mmoo | My

Selecting the Comment to Translate
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3. Click the Add button in the Alternate Language Comments section.

Grading Setup («
School: Hope High Scheel  School Year: 2010-2011
Grade PeriodMlark Definition ~ Grade Period Weight | €y | Report Card Options | TWUE Optians
Current Grading Periud‘Founh Quarter V|
Comments Add | Hide Detall | Q3

BHIHENTEAHE Caomment Code: A

| Alternate Language Comments Add (%]

oO|lo|m|F

Spanish w | | Porfavor comuniguese con el maestra

Entering a Translated Comment

4. Inthe new blank line that appears, select a language in the Language Code list,
and enter the translated comment in the Comment box.

5. Click the Save button at the top of the screen.
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Citizenship

To configure citizenship codes:

1.

2
3.
4

10.

11.

Go to Synergy SIS > System > Setup > Lookup Table Definition.
Click K12.Gradinglnfo to expand the list of tables.

Select the Citizenship table.

Click the Add button.

Lookup Values I 2 W0

: 3

S
<>
K

Citizenship Lookup Table

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

Enter a code for the citizenship description in the Code column. This value must be
unique.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

Click the Save button at the top of the screen.

To delete a code, check the box in the X column, and click the Save button at the top of the

screen.

46
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Conduct

To configure conduct codes:
1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click K12.Gradinglnfo to expand the list of tables.
3. Select the Conduct table.

Name: Conduct Namespace: K12.Gradinginfo Locked N

Use Code as the State Code - all values reporied to state will be used from the lookup code and not evaluate o the State Code unless the Staie Code is non-blank for a given value

Lookup Values T [7)
x ¢ ¢ ¢ ¢

-
v‘ = =] =)
1 [¢] Qutstanding b 4

2 s Satisfactory v ~

3 N MNeeds Improvement b b

Conduct Lookup Table
Click the Add button to add a new code.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

6. Enter a code for the conduct description in the Code column. This value must be
unique.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this
column.

9. If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

11. Click the Save button at the top of the screen.

To delete a code, check the box in the X column, and click the Save button at the top of the
screen.
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Effort

To configure effort codes:

1.
2.
3.

10.

11.

Go to Synergy SIS > System > Setup > Lookup Table Definition.
Click K12.Gradinglnfo to expand the list of tables.
Select the Effort table.

Name: Effort Namespace: K12.Gradinginfo Locked: N

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values Add
x g g g ¢ d

Excellent 2010 2012 (v

A‘ \
< vl = A‘
<

Consistant 2010 2012 v
Satisfactory 2010 = 2012 v
Needs Improvement 2010 2012 v

Effort Lookup Table
Click the Add button to add a new code.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

O Ercp ey
zZ w|lom

Enter a code for the effort description in the Code column. This value must be
unique.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system here.

If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

Click the Save button at the top of the screen to save the changes.

To delete a code, check the box in the X column, and click the Save button at the top of the
screen.
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Work Habits

To configure work habits codes:
1. Go to Synergy SIS > System > Setup > Lookup Table Definition.
2. Click K12.Gradinglnfo to expand the list of tables.
3. Select the Workhabits table.

Name: Workhabits Namespace: K12.Gradinginfo Locked: N

Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the Stale Code is non-blank for a given value

Lookup Values | I [5)
b Py 2 2 2 2 2 | ‘
| < | | | | vl @‘ @‘

1 0] Qutstanding [ he he

2 s Satisfactory b/ b/

3 N Meeds Improvement v v

Workhabits Lookup Table
Click the Add button to add a new code.

Set the order in which the values are displayed by entering numbers in the
ListOrder column. If the numbers in the ListOrder field are the same or are all
blank, the Code is used to sort the list and then the Description.

6. Enter a code for the work habits description in the Code column. This value must
be unique since it is used internally to link the tables in the database and it is
displayed in the drop-down list.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system here.

9. If appropriate, enter a start date and end date for the code in the Status column, to
activate or deactivate the code for a particular year. If a code is inactive, it shows in
data already entered but is not available for selection for new records.

10. The State Code, Alt Code 3, and Alt Code SIF are not needed, since this
information is not uploaded to the state. The Use Code as the State Code box at
the top of the table is also not used.

11. Click the Save button at the top of the screen to save the changes.

To delete a code, check the box in the X column, and click the Save button at the top of the
screen.

Note: The options on the TeacherVUE Options tab of the Grading
screen are covered in the Synergy SIS - TeacherVUE Administrator
Guide. The Report Card Options tab is covered in the next chapter in
this guide.
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Chapter Three:
REPORT CARDS & HONOR ROLL

This chapter covers:
» Report Cards
» Honor Roll and Eligibility Definition
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REPORT CARDS

To complete the setup of the report card and the honor roll & eligibility definition, first
complete the core grading configuration outlined in Chapter Two. Next, set up the GPA and
Graduation Definitions as described in the Synergy SIS — Course History Administrator
Guide. Then you can complete the Report Cards and the Honor Roll and Eligibility
Definitions.

You can select from multiple report card formats to set the default report card. (See
page 62 for instructions.) The navigation tree always displays GRD201, but the report
interface displays the selected report card.

= Grading
7 Reports
= Individual

|GRD2U1 - Report Card|

Report Card in Navigation Tree

| Report Interface

|Name: Report Card Pressure Seal Trifold HNumber GRD203 Page Orientation: Portrait
Report Card Report Interface
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GRD201-Report Card generates a two-sided 82 x 11 page that is already addressed and
can be folded in half and mailed. The report card includes the student’'s GPA and progress

toward meeting the graduation requirements. It also lists the grades and comments

received in the student’s classes for the current grading period. This is the default report

card format.

feian eai
941 U1 N 0012 18 1L0Z 'S 9UnF-Uo oY o 1 Bueaw g fue 1e 1102 ‘v1 ounf- uo Pt

‘Swoweounouuy 10042s ubiH odoH

aizrsssove
v6950 2v xuB0ud
rPT————— isuen sz
edusg ‘WeiooN woL
100408 UBH sdoH
Edupoint  Hope High School I
(O] mwes i
Phoenix, AZ 85694 US. POSTAGE PAID
= s
Kathleen/Phillip Aaron
1954 S Val Vista Dr
Mesa, AZ 85234
LI P PR PR L PP PR T
-2010-2011

GRD201 - Report Card, Outside

arace Lagend
Edupoint School Distct Hope High School

Tom MeGrew, Principal

2010-2011 49665-1212
Studert Name. iome Room. | Grad
Abbott, Billy C. 230 12

Joseph, Tomas 2

Rel Tme. Rel Tme 2

6 NoI2  RishPer A RelTime, Rel Tme. 1

10 FS77 Preprec Esen A Endp. Pade 2

Class of 2011

Grade Point Average

CURGPA 3195

Tota Crodits 1950 2600

GRD201 - Report Card, Inside
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GRD202-Report Card Tri Fold generates a one-sided 8%z x 11 page that can be folded in
three. The report card includes the student’'s GPA and lists the grades and comments
received in the student’s classes for the current grading period. It is designed for insertion
into a window envelope.

Hope High School
123 Main St
Phoenix, AZ 85684
949-555-1212

06/02/2011 10:32:28 AM

To the Parent/Guardian(s) of

Abbott, Billy C. Abbott, Billy C
1954 S Val Vista Dr Perm D 903483
Mesa, AZ 85234 Grade 12
Per. Course / Teacher 3rd Ofr ABS Current Grading Period Comments
o AmGewt 123 A- Excellent Student
Jackson, Kathy
1 PrinEng il B
Harder, Rachel
2  Intermediate Acting Cc Showing Improvement
Gardner, David
3 Weight Tm Boys B- 2.00 Good Participation In Class

Needs To Fallow Carrect Techn.
Joseph, Thomas

5 Rt&th Per A Shows Extra Effort
Rel Time, Rel Time
§ Rt6th Per A
Rel Time, Rel Time
10 Prin&prac Econ A
Brandt P.. Paula
CUR GPA 3195

District Announcements:

Class Rank
Current Marking Pericd 3.090000 17

School Board election will be held on June 14, 2011 at any school cafeteria or commons area.

GRD202 — Report Card Tri Fold

54
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GRD203-Report Card Pressure Seal Trifold generates a one-sided 82 x 11 page that

can be folded in three and mailed. The report card includes the student’s GPA and lists the

grades and comments received in the student’s classes for the current grading period. It
can also include the student’s graduation requirements, but this generally produces a

second page. The report can be customized to print a signature slip instead of an address.

. . P Student Name:
Hope High School Edupoint School District Abbott, Billy C.
Tom McGrew, Principal !
123 Main St Perm ID: Grade: Home Room:
Phoenix, AZ 85604 949-555-1212 2010-2011 905483 12 230
Period [Course ID [Course Title | 3raatr |Teacher | ABs
1] 5551 Am Govt 123 A- Jackson, Kathy 3
Cc Excellent Student
1 EN46 Prin Eng Il B Harder, Rachel 3
2 PABS Intermediate Acting c Gardner, David 2
(o] Showing Imp
3 PE762 Weight Trn Boys B- Joseph, Thomas 2
Comment(g) Good Participation In Class
Needs To Follow Correct Techn.
5 NCa52 Rt 5th Per A Rel Time, Rel Time 2
Comment(s) Shows Extra Effort
6 NCag2 Rt 6th Per A Rel Time, Rel Time
10 FS77 Prin&prac Econ A- Brandt P, Paula 2
GPA [ CURGPA 3.195
Grade L‘UGI’IU A= Outstanding B = Above Average € = Average D = Below Average F = Failure WF = WithdrawiF ail
18 Incomplete P = Pass
Class of 2011 Graduation Requirements
Credits Credits
Subject Area Required | Earned
Government 1.00 1.00)
Electives 7.00 14.00)
English Literature 2.00 2.00
Mathematics 5.00] 5.00
Science Required 2.00) 2.00|
American History 2.50 2.00
Total Credits 19.50) 26.00)
Edupoint  Hope High School
- PRESORTED
@ 123 Main St FIRST-CLASS
Phoenix, AZ 85694 U.S. POSTAGE PAID
=y 1234
Kathleen/Phillip Aaron
1854 S Val Vista Dr
Mesa, AZ 85234
mmaenammmima
-2010-2011

GRD203 — Report Card Pressure Seal Trifold
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GRD204-Report Card Pressure Seal Trifold Preprinted generates a one-sided 8% x 11
page that can be folded in three and mailed. The report card includes the student’s GPA
and lists the grades and comments received in the student’s classes for the current grading
period. It can also include the graduation requirements for service learning and tests. The
report is designed to be printed on pre-printed report card paper.

Hope High School Third Quarter
Abbott, Billy C. 205483 12 01/03/2011 03/08/2011
0 Am Gowt 123 Jackson, Kathy A 0.00 3 Excellent Student
1 Prin Eng I Harder, Rachel B .00 3
2 Intermediate Acting Gardner, David Cc 000 2 Showing Improvement
3 Weight Trn Boys Jeseph, Thomas B 000 2 Good Participation In Class
Meeds To Follow Correct Techn
5 RtS5th Per Rel Time, Rel Time A 0.00 2 Shows Extra Effort
& Rté&th Per Rel Time, Rel Time A 0.00 1
10 Prin&prac Econ Brandt P., Paula A 0.00 2

Hope High School
123 Main St
Phoenix, AZ 85694

Kathleen/Phillip Aaron
1954 S Val Vista Dr
Mesa, AZ 85234

Third Quarter - 2010-2011

GRD204 — Report Card Pressure Seal Trifold Preprinted
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GRD205-Report Card Tri Fold B generates a one-sided 82 x 11 page that can be folded
in three and mailed, like GRD203. The report card includes the student’'s GPA and lists the
grades and comments received in the student’s classes for the current grading period.

Hope High School
123 Main St Phoenix, AZ 85694
Phone:949-555-1212

To the Parent/Guardians of:

Abbott, Billy C. Perm Id: 905483
1954 S Val Vista Dr Grade: 12
Mesa, AZ 85234 Homerocom: 230
ard
Per Coursel Teacher atr ABS
0 AM GOVT 123 A- 3
Jackson, Kathy
1 PRIN ENG IlI B 3
Harder, Rachel
2 INTERMEDIATE ACTING ¢ 2
Gardner, David
3 WEIGHT TRN BOYS B- 2
Joseph, Thomas
5 RT 5TH PER A 2
Rel Time, Rel Time
6 RT 6TH PER A 1
Rel Time, Rel Time
10 PRIN&PRAC ECOM Ao 2
Brandt P., Paula
[ 6Pa [CURGPA 3195 |

GRD205 - Report Card Tri Fold B
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GRD206—-Report Card Pressure Seal Trifold Preprinted B generates a one-sided

8%2 x 11 page that can be folded in three and mailed, like GRD204. The report card
includes the student’'s GPA and lists the grades and comments received in the student’s
classes for the current grading period. The report is designed to be printed on pre-printed
report card paper.

Hope High School Third Quarter

Abbott, Billy C. 905483 12 01/03/2011 03/09/2011
0 Am Gowt 123 Jackson, Kathy A 000 © 3 Excellent Student
1 Prin Eng Ill Harder, Rachel B 000 & 3
2 Intermediate Acting Gardner, David C Q.00 N 2 Showing Improvement
3 Weight Trn Boys Joseph, Thomas B 000 S 2 Good Participation In Class

MNeeds To Follow Correct Techn

5 Rt 5th Per Rel Time, Rel Time A 0.00 © 2 Shows Exira Effort
& Rt 6th Per Rel Time, Rel Time A 000 © 1
10 Prinéprac Econ Brandt P., Paula A 000 O 2

CUR GPA: 3.195

Hope High School
123 Main St
Phoenix, AZ 85694

Kathleen/Phillip Aaron
1954 S Val Vista Dr
Mesa, AZ 85234

Third Quarter - 2010-2011

GRD206 — Report Card Pressure Seal Trifold Preprinted B
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GRD207-Report Card Preprinted generates a report card in landscape orientation. The
report card includes the student’s GPA and lists the grades and comments received in the
student’s classes for the current grading period. The report is designed to be printed on
pre-printed report card paper.

ACADEMIC MARKS A Please Contact Teacher
A= Outstanding B Excellent Student
B = Above Average C  Good Attitude/behawr In Class
Con D Good Participation In Class
= Average E  Shows Extra Effort
D = Below Average F Complete/accurate Assignments
F = Failure G Showing Improvement
WF = Withdraw/Fail H Experiences Difficulty
1 = Incomplete | Test Scores Neg. Affect Grade
P = Pass J Doesn't Bring Matrls To Class
K Missing Makeup Or Class Work
School Board election will be held on June 14, 2011 at any school cafeteria or commons area L Inappropriate Classroom Behavr
M Absencesttardies Affect Work
N Needs To Follow Correct Techn.
Kathleen/Phillip Aaron
1954 S Val Vista Dr
Mesa, AZ 85234
[ammmimnemammll
Abbott, Billy C. _ Hope High School
Perm ID: 905483 PTA meeting will be held on June 3,
2011 at 7:00 PM in the Library.
3rd ABS
Qtr
Am Govt Jackson, K. A- 3 0 B
Prin Eng lii Harder, R. B 3 0
Int Acting Gardner, D. C 2 0 GO
Weight Trn Boys Joseph, T B- 2 0 DN
Rt 5th Per Rel Time, R A 2 0 E
Rt 6th Per Rel Time, R. A 1 0
Prin&prac Econ Brandt P., P. A- 2 0

CUR GPA: 3.195

GRD207 — Report Card Preprinted
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GRD208 — Report Card With Attendance Detail generates a two-page report, one page
for grades and one for attendance.

Hope High School
Cerdon Aserson, Princice

22Mmn

Edupoint School District

Hosburey RSS2 2012-2013 Pcaris, AT S84
“Stunen: hame: e 0 Fomeroom Teacher Grace: | Dai= Frmies
Abbott, By C. BOE4ET Fattore][anny{[=: 1z D2272013

Hope High Schoal
Cerdin Asersarn, Princios

23 =

Edupoint School District

e 13 e BEES 112 20122013 Pcaris, A7 2004
‘Btudent Name:- “erm ID: Homeroom Teacher: Grade: | Date Printect
Abbotl, Baly C. BOE4B3 Fetterc, Jenny 12 o2eTRo13

Tis S Piasnt o Gismrdian of:
Abbott Billy C.

1250 8 Val Vista Dr
Mesa, AZ 55234

s mts
Bt

[vnigns TmBcys

= |Boegy La

Aftendance Detail

ot Lt

[ | | | g ey

o [ || o [ g e e

§

]
0|5 (5|5 5|5 =|=|=|=|= am oo

GRD208 — Report Card With Attendance Detail
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GRD209 - Report Card Selector enables you to create report cards based on the options
for GRD210 — Report Card Pressure Seal Mailer.

A STUDENT. GRADE i
Hape High School 501507 Allent, Dlans B. 10 “
123 Main 5t FEFORT PERICD [ Frow %)
Phoeni:, AZ 85684 First Quaner [ oerzamatz  1amsizoaz
ACADEMIC MARKS COMMENTS
COURSETITLE TEACHER T Il I B P e ATTEND COMMENTS ARE ALIGNED HORIZONTALLY WITH THE COURES T WHICH THEY APPLY.
S| o | Fma | o Fnal s | & EFACING WILL OCCUR AFTER ACOURES WITH MULTIPLE COMMENTS.
1 LK Explor Wallacs, J. B /] [/
2 |Blology Worsnop, W. D D b
3 Pers Rel Time Ewlt Teacher, R. B+ 0 b
4 Geomelry Becker A, A. c 0 0
S Women Chorus Il Sapakle, J. A D b
6 GSpanishl Eehm A A. D D b

GRD209 - Report Card Selector

To create a report card:

1. Select GRD209 as the report card, as described starting on page 62.

2. Goto Synergy SIS > Grading > Setup > Report Card Definition.
3. Click the Add button.

| K@ \CD \)9 ;‘i’} | Add I Delete
Report Card Definition

Report Card Definition Add

4. Enter a Report Card Title, and for the Report Card Type, select Report Card
Pressure Seal Mailer (GRD210).

Save Close
Report Card Definition
Report Card Title Report Card Type
Special Report Card 1 Report Card Pressure Seal Mailer (GRD210) b

Adding a Report Card Definition
Click the Save button.

Select options for the report card. Return Address is required.

Report Card Definition («
Report Card Options |
Report Card Title Report Card Type
|Specia| Report Card 1 Report Card Pressure Seal Mailer (GRD210) v
Options O|
| Content Q|
|Summary Attendance Definition Q|
Mailing Defaults 0
Mailing Destination Return Address
Student Print Address + | \District Name and District Address b
Parent/Guardian Options %]
Contact Allowed Has Custody
Ed. Rights J|Mailings Allowed
Lives With

Report Card Options for GRD209
7. Click the Save button.
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Your new report card is available in the Report Interface in Synergy SIS > Grading >
Reports > Individual > GRD201 - Report Card.

Report Interface

Name: Report Card Selector HNumber GRD209 Page Orientation: Portrait

Options | Sort/Output | Conditions = Selection = Advanced
Report Card Option
Special Report Card 1 b

Report Interface for GRD209

To select which report format to use for the report card:
1. Go to Synergy SIS > System > Security > PAD Security.

2. Under Product Access Definition Security, navigate to Synergy SIS > Grading >
Reports > Individual > GRD201 — Report Card.

= System
P Announcements
P Data and Views

PAD Security

Product Access Definition

P Data Maintenance Global Access Q
P Integration View Access  Report Access  Audit Access
b Job Queue Yes | |Yes v ||Yes v
P ParentVUE
P Scanning Navigation Se{:urityl
= Security Product Access Definition Security

P Reports P ESD

Business Object Audit Trail Group

P Synergy SE

e = Synergy SIS
" g[PAD Securit P Accommodations
Security Definition I Attendance
P Setup b Az
b sIF b Course
P user P Course History
b Workflow | Discipline
= Test Histary P Discipline Incident
P Reports P ESR
b Setup b Federal
Y P Fees
’f_l Class Test Analysis b Grade Book
Lﬁi Student Test = Grading
7 User Preferences 7 Reports
= = Individual

‘\_ZJ) Home Screen
—

B2t

PAD Security Screen, Expanded

62
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3. Click GRD201 - Report Card to see the security and settings options.

PAD Security
Product Access Definition
Global Access | |Administrator()
View Access  Report Access  Audit Access User Name ¢
Yes ¥ | Yes | [Yes A
Navigation Securilyl
Product Access Definition Security )
b ESD Name: K12.GradeInfo.Reports.Report Card
b Synergy SE
= Synergy SIS Report Substitution Custom Job Type Quick Launch Text
[ fEmrmaaEs s Report Card With Attendance Detail (GRD2 v + | Report Card
| Attendance District Mail Merge
b Az £
D @aee Group Access | User Access
I Course History =
P Discipline Access | Show Detail |Q
P> Discipline Incident | ‘
b ESR Public b
| Fedke Admin Hope High v
P Fees
b Grade Book Curriculum Directors -
= Grading i Dual Login v
F Reports Report Card Specialist - Art b
v DL Report Card Specialist - P E. v
Role - Admin v

PAD Security Screen, GRD201-Report Card
4. Select the format to be used in the Report Substitution list.

Note: The District Mail Merge list is for substituting the results of a

mail merge for the report card. It overrides the Report Substitution
option.

5. Click the Save button at the top of the screen.
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Once you select the format, you can customize it for each school. The following description
covers the setup for the default GRD201-Report Card. Other formats display only some of
the options described.

1. Go to Synergy SIS > Grading > Setup > Grading Setup, and click the Report
Card Options tab.

Report Card Tab, Grading Setup Screen
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2. Configure options, which are described in the sections below.
3. Click the Save button at the top of the screen.

The report cards can then be generated by printing report GRD201 — Report Card. At print
time, additional options may be configured, and the results are printed to a PDF file.

Data Range Defaults

The Data Range Defaults specify which periods to display on the report card. The report
can include multiple periods, and shows just one if you select the same period in the
Starting Grading Period and Ending Grading Period lists. Be sure all periods selected fit
on one page, so the report card can easily be mailed.

Data Range Defaults )
Starting Grading Period Ending Grading Period
Fourth Quarter # | |[Fourth Cluarter hd

Data Range Defaults
Mailing Defaults

The Mailing Defaults specify the mailing address and return address to be used for the
report card.

Mailing Defaults Q)
Destination
Parent/Guardian Print Address »

Return Address
School Mame and School Address w

J|Print Address Service Requested
Mailing Defaults

Check Print Address Service Requested to add an Address Service Requested
endorsement to the report card.

@ s | Return Address pree

Pnosnix, AZ ESE4 US POSTAGE PAD
128

Parent/Guardians of Abbort, Billy C.
1053 S Val Vista Dr

Mesa, AZ 85234 Destination
[Arimmirammamni

Report Card - 2008-200%

Report Card, Outside Page, Front
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Note: You specify mailing permit information — the permit number and
city and state of issue — on the Basic Info tab of Synergy SIS >
System > Setup > School Setup.

GPA Defaults

GPA Defaults determine which GPA definitions are displayed on the report card. Up to
three GPA definitions can be displayed. Select one or more GPAs in the 1st GPA, 2nd
GPA, and 3rd GPA lists. Select which mark to use in the GPA Mark list (this works best
with the GPA for the current grade period), or leave it blank to include all marks. Select
which grade levels should be included in the GPA calculation by selecting the Start Grade
and End Grade.

GPA Defaults

15t GPA, 15t GRPA Mark  Start Grade End Grade
CUR GPA | dth Citr w09 w12 b
nd GPA 2nd GPA Mark  Start Grade End Grade
CLUM GFA w w09 w12 w
ard GRPA ard GPA Mark  Start Grade End Grade
YTD GPA, v w | 09 w12 w

GPA Defaults

The GPA is displayed on the inside page of the report card.

Edupoint School District Hoge High Schoal
Report Card
2008-2000

EX

i~ ez =
Abbott, Buty C. | =m |

[Ep—

9 |ses o 3 .

s R BN T e e R

Report Card, Inside Page, Grade Point Average
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Graduation Requirements Defaults

The Graduation Requirements Defaults specify which graduation requirements definition
should be used for the report card. Select the definition in the 1st Grad Req list.

You can exclude students from the graduation requirements by one or two filters. When a
student is excluded, the graduation requirements does not display on the report card. In
the Condition list, select the type of attribute that will exclude students, and then select the
Operator and Value to specify the exclusion. For example, to exclude the ninth grade,
select Grade as the Condition, set the Operator to Equal To, and enter 9 as the value.

Graduation Requirements Defaults @
15t Grad Req
High School v
Exclude the following students from Graduation Requirements @
Filter 1 %]
Condition Operator W alle

b b I
Filter 2 )
Condition Operator W alle

w o I

Graduation Requirements Defaults

The graduation requirements are displayed on the inside page of the report card.

Hopz High Schaal

Crmdits Cradics

Subpact A Reguired | Earmed
Firmlfpzlesd 4ils a5 05
Deammin=anl sy 05

o o )
Friom E=bworisn a5 a0y =«

€ c i 1
azai Hoalosy Seugraphy 1.00) 55:‘ o D |oams "
Erghah O1* Siutn 200 osg o o Lt
Ermgiish Writng 100 1 I:I:‘ © o w 2
Ergish Lim=aluse 100 1 ﬂ:‘ e E
Mt 200
Srince Reyorml 200 1.0
Arradiman Hisbsiy 1.00 1.0
Tiatal Cradils =150

Report Card, Inside Page, Graduation Requirements
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Content

The Content section adjusts the display of information in many places on the report card.

Content @
Show Citizenship [¥] Abbreviate Course Title
Description hy! [V]Abbreviate Teacher Name
District Name Override [ Print School Logo
Homeroom Source
Title Override Calculated (Default) v
Progress Report
Left Header [55) @ Right Header 25| &
Left Content 55 Right Content [25 @

Content Section

These options control what is displayed in the columns of the course listing section:

Show Citizenship — For the Citizenship, Conduct, Effort, and Work Habits
columns, either the code or the description can be displayed.

Abbreviate Course Title — if checked, the Course Short Title from the District
Course screen is used instead of the Course Title.

Abbreviate Teacher Name — if checked, the last name and first initial are shown. If
unchecked, the last name and first name are shown.

Print School Logo — if checked, prints the school logo on the report card.

Homeroom Source — Calculated (Default) shows the homeroom as the room the
student is in during the Homeroom Period defined on the Basic Info tab of
Synergy SIS > System > Setup > School Setup. Stored shows the homeroom
from the last time the Update Homeroom Data process was run from the Menu
button on Synergy SIS > System > Setup > School Setup.

O &85 A Gl ] o ackazn, K. Saalacii Sul afacenMeads ma 12 4
Comtra=fl &) Phiss oSt Teader

i ENaE Prin Eag li (=3 {laiden, K SRR ES 1 1

2 PAm Ik Audisg o o Cand=ai, O Fingts m:] 14 1

3 |PETE2 WhngEl Ten Beya 3] Seaailz, W Sl afatcn Mlasds Im: # o

& FsTT |n rilsras Eozn C= (=] Fatasge, 5 Sl it o 11 3

5 MOEAT L Sk Pt [¥] i} [l Tirma, B Sl e ims L[5 2
Coamrran-fla) Maps 1z Cerwcs Bue S1al

& MO Rt 815 Pai L a- Fal T, A Dlutstie=d n St n Culatands) 11 1
zamrrun=|w) Eave e 1otk

Report Card, Inside Page, Course List

Include Conduct Only — enables conduct information to display on reports for
periods/sections without marks or comments entered.

Include Citizenship Only — enables citizenship information to display on reports for
periods/sections without marks or comments entered.

68

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three Grading Administrator Guide

These options control what is displayed in the Title box on the inside page.

o District Name Override — the text entered in this box is displayed instead of the
district name entered in the Organization screen.

¢ Title Override — by default the title of the report is Report Card. The text entered in
this box is displayed instead.

Edupoint School District

I Feport Card I

2003-2008

Title Box, Inside Page
When folded, the back outside page of the report card has two boxes for displaying
additional information. This information is entered in the Left Header and Left Content
boxes, and the Right Header and Right Content boxes.

Hape High School
Tom McGrew, Principal

123 Main St Counselor Department Phone
Phoenix, AZ 85694

949-655-1212

Left Header Right Header

Lett Content Right Content

Back Cover, Outside Page

The check boxes and lists in the Suppressed Content Areas and Additional Content
Areas turn sections of the report card content on and off.

Hope High School
g 123 Maln St
— @ Photnix, AZ 85684

Mailing Logo =

Parent/Guardians of Abbott Billy C.
HH 1953 S Val Vista Or
Mailing Footer Mesa, AZ 85234

Blaledotbdslisslibihall

Report Card - 2008-2002

Back Cover, Outside Page
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Grade Legend

Grad Req

Inside Page

e Suppress Mailing Footer — omits the mailing footer

o Suppress Mailing Logo — omits the mailing logo

o Suppress Grade Legend - omits the grade legend

e Suppress GPA — omits the GPA

e Suppress Grad Req — omits the graduation requirements
¢ Show Standards — displays associated standards

¢ Standard Sort Option — determines the display order of the standards selected in
Show Standards.

e Show Concurrent Marks — shows marks for concurrent enroliments.

e Show Concurrent for Home School Only — if this is checked and Show
Concurrent Marks is set to Show Concurrent, concurrent data is included only if
the current focus school is the student’s home school. If the student has a different
home school, only the data related to the current focus school is included.

e Show Credits Attempted — controls whether the Credits Attempted for each class
are displayed.

Pored Ovmen 0 Jomwron | tst [Towtwe | GO [On0mp] Ok | Gima [Wkioe| et |
a 555 Am God L) Juzewon sathy 0.0 oo h =]
Commanding Cocsdant Shdew
et AU A 17 C A
Svova Cutrn Ot
i Deg leeary = Sakmn Joa 0 oo
Commiantin] G Setudetsnrs 17 Camn
Svowa Cutrn C¥

PAEG I Acting B Gardnaer Owes LR (LR

1 PET Waigal Tm Doy B Joanzk, Thomm 080 (1]
Commantin Cocsdant Shde

] g Lt B Hrsdwr, boma CEr) 000

Comrvartsn F eass Donded Tascra:

El HCE2 A1 Sk Par (=0 Ael Tima 2a “mp LR oo

L] N i @k Bar (= Nl Tima B “mp LEL] oo
Tetal: &5 1]
Course Listing Table
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Custom Widths

The Custom Widths (in inches) section adjusts the width of each of the columns used to
display the list of classes. For example, in the box below the Mark is set to display at 0.60
inches.

Custom Widths (in inches) (&
Period Course ID Course Tite  Mark Teacher Name  Citizenship Conduct waork Habits ~ ABS1

[ [ I p &0 [ I I

ABS2 Comments Credits

| I

Custom Widths

In the sample report card below, the width should be adjusted so that the last column
header doesn’t wrap but displays on one line in the heading.

SE51 A el 4] o Javkazn, K Swnalmcio Sl sfwckor Mesds mz 12 a
Czmmrran=1]s) Plase Co-bac Teacsm
1 ENaE Prin E=g Ii (=3 Serdan, K Sialbtasize 11 1
2 |PARE int Actisg ] o Dard=ai, T Pwetds mz 14 1
5 |PETE2 Whigsl Ten Boya (] Seails, Salalackcn Mesds ims - i}
4 |FET Pron&oras Eoen Ce (=] Matm-ge, & Sl otz it ]
5 MOWET RIS Pw o D Fml T, & Surialmcict [Tere— 0 2
Comtrasl|u) Masta Te Denmosa. Mos EYs0
& |MODET Pt P . [ Hul T, B Drutstg=oln St n Cubibindi= 11 1
Cormman=i|s) 1okl

Report Card, Inside Page, Course List
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HONOR ROLL AND ELIGIBILITY DEFINITION

In the Honor Roll and Eligibility Definition screen, you can create multiple definitions to
specify criteria for the honor roll distinction or for eligibility to play sports or participate in
other extracurricular activities. Reports can then be printed, listing all students who meet
the criteria, and the information can be included on report cards. To create a definition:

1. Go to Synergy SIS > Grading > Setup > Honor Roll and Eligibility Definition.

| Q@D ‘ ] | Fnd | I o | | Status: Find | & Xq &@
Honor Roll and Eligibility Definition «
| Requir | _Ineligibility | Eligibility = Options
Honor Roll and Eligibility Definition
Title Report Card Msg
| |
GPA Requirements ()
Primary: Minimum Maximum
|| |
Secondary: Minimum Maximum
~|| |
Credit Requirements (| Course Requirements (]
Minimum Credits Completed Minimum Courses,
Minimum Credits Attempted Minimum Subject Areas|
Audit Class Options O|
I Include audited classes in eligibility calculations |

Honor Roll and Eligibility Definition Screen
2. Click the Add button at the top of the screen. The add screen opens.

Save Close

Honor Roll and Eligibility Definition [«
_ Requir [

Honor Roll and Eligibility Definition

Title Report Card Msg

Honor Roll Honor Roll

GPA Requirements Q)
Primary: Minimum Maximum

CUR GPA - Current Marking Period ~ | 3.500000

Secondary: Minimum Maximum

-

Credit Requirements (3| Course Requirements @
Minimum Credits Completed Minimum Courses

Minimum Credits Attempted Minimum Subject Areas

Audit Class Options O|

Include audited classes in eligibility calculations |

Honor Roll and Eligibility Definition Screen, Adding
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Enter the name of the definition as the Title, and select the Primary GPA in the list.

For the GPA, enter the Minimum required GPA and/or the Maximum. Other
information that can be used as criteria includes:

Report Card Msg — if the student meets the criteria outlined by the definition,
enter the message that should display on the student’s report card.

Secondary GPA — a second GPA may also be used as criteria. For example,
while the primary GPA measures the GPA for the current marking period, the
secondary GPA may be the overall cumulative GPA. The secondary GPA could
then be set to require a student to have a 2.0 GPA overall to be eligible for the
current period honors. Select the secondary GPA in the list and enter the
minimum and/or maximum number.

Credit Requirements — enter the minimum number of credits completed or
attempted. This information is drawn from the student’s course history for the
current marking period.

Course Requirements — enter the minimum number of courses that need to be
completed to meet the criteria. There may also be a minimum number of
subject areas in which courses are completed set. For example, it may be
defined that the student needs to have completed four courses in at least two
subject areas. This information is drawn from the student’s course history for
the current marking period.

Include audited classes in eligibility calculations — check this box to include
audited classes in eligibility determinations.

4. Click the Save button at the top of the screen.

The Requirements tab outlines what makes a student eligible. There may also be specific
criteria that make a student ineligible or eligible. Typically, you set up ineligibility or
eligibility criteria, but not both.

To set up ineligibility criteria that disqualify a student:

1. Click the Ineligibility tab.
Honor Roll and Eligibility Definition
Reguirements  Ineligibility |_Eligibility
Honor Roll and Eligibility Definition
Title Report Card Msg
|F'rincipa|'s Hanor Rall ‘
Ineligible Marks Add | @ | Ineligible Conduct Add | (6]
bt = = I = <
| 1 B he | 1 MN-MNeeds Improvement
N 1 C b Ineligible Comments Add | @
ml of L 4 X = 5
| 1 F b | 1 K-Missing Makeup Or Class Work b
Ineligible Marks Numeric | Add | @ 1 L-Inappropriate Classroom Behavior ~
% [ Line| Z S inetigible Citizenship Add | Q)
Ineligible Work Habits [ QT = =
[ Line al =
Ineligibility Tab, Honor Roll and Eligibility Definition Screen
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To add an alphabetic mark that makes a student ineligible, click the Add button in
the Ineligible Marks section, select the mark in the Mark list, and in the Total
column, enter the number of that type of mark that makes a student ineligible. For
example, it could be that any student who gets one F or two D marks is ineligible.

Ineligible Marks [ a0 |@

X g g

[ 1 B v

[ 1 C v

[~ 1 D v

[ 1 F v
Ineligible Marks

To add a numeric mark that makes a student ineligible, click the Add button in the
Ineligible Marks Numeric section, type the highest disqualifying mark in the High
column, and in the Total column, enter the number of low marks that makes a
student ineligible.

Ineligible Marks Numeric [ Add | @

% gl g

= 1 89.99999
Ineligible Marks Numeric

To add a work habits rating that makes a student ineligible, click the Add button in
the Ineligible Work Habits section, select the rating in the Work Habits list, and in
the Total column, enter the number of occurrences that makes a student ineligible.

Ineligible Work Habits [ ad  |@
x 2| g
| 2 Needs Improv &

Ineligible Work Habits

To add a conduct rating that makes a student ineligible, click the Add button in the
Ineligible Conduct section, select the rating in the Conduct list, and in the Total
column, enter the number of occurrences that makes a student ineligible.

Ineligible Conduct [ A |@
x gl ¢l
[ 1 N-Meeds Improvement %

Ineligible Conduct

To add a grading-record comment that makes a student ineligible, click the Add
button in the Ineligible Comments section, select the comment in the Comments
list, and in the Total column, enter the number of occurrences that makes a student
ineligible.

Ineligible Comments Add | &
% gl gl

1 L-Inappropriate Classroom Behavr b

Ineligible Comments

To add a citizenship rating that makes a student ineligible, click the Add button in
the Ineligible Citizenship section, select the rating in the Citizenship list, and in
the Total column, enter the number of occurrences that makes a student ineligible.

Click the Save button at the top of the screen.
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To set up eligibility criteria that qualify a student who does meet any ineligibility criteria:
1. Click the Eligibility tab.
Honor Roll and Eligibility Definition d

Requirements __Ineligibility | Eligibility |
Honor Roll and Eligibility Definition

Title Report Card Msg

|Ath|et|c Eligibility

Eligible Marks Add (3 | Eligible Conduct Add ("]
2 A 2 Outstanding

4 B

| Etigible C

Excellent Student

Showing Improvement
Shows Extra Effort

. Outstanding
Eligibility Tab, Honor Roll and Eligibility Definition Screen

2. To add an alphabetic mark that makes a student eligible, click the Add button in the
Eligible Marks section, select the mark in the Mark list, and in the Total column,
enter the number of that type of mark that makes a student eligible.

Whether the student must have the marks defined in all rows of this grid or in any
row of this grid is controlled by on the Options tab. See the following page.

Eligible Marks

Eligible Marks

3. To add a numeric mark that makes a student eligible, click the Add button in the
Eligible Marks Numeric section, type the lowest qualifying mark in the Low
column, and in the Total column, enter the number of high marks that makes a
student eligible.

Eligible Marks Numeric

4. To add a work habits rating that makes a student eligible, click the Add button in the
Eligible Work Habits section, select the rating in the Work Habits list, and in the
Total column, enter the number of occurrences that makes a student eligible.

Qutstanding ¥
Eligible Work Habits

5. To add a conduct rating that makes a student eligible, click the Add button in the
Eligible Conduct section, select the rating in the Conduct list, and in the Total
column, enter the number of occurrences that makes a student eligible.

Eligible Conduct Add (%]
'T|_1 2 Outstanding  +
Eligible Conduct
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6. To add a grading-record comment that makes a student eligible, click the Add
button in the Eligible Comments section, select the comment in the Comments
list, and in the Total column, enter the number of occurrences that makes a student
eligible.

Eligible Comments Add

=
=)

2 Excellent Student

< || < ||« KB &

]

4 Showing Improvement

3 Shows Extra Effort
Eligible Comments

7. To add a citizenship rating that makes a student ineligible, click the Add button in
the Eligible Citizenship section, select the rating in the Citizenship list, and in the
Total column, enter the number of occurrences that makes a student eligible.

Eligible Citizenship [ A @
® 2l gl
u 2 Qutstanding

Eligible Citizenship

8. Click the Save button at the top of the screen.

To delete any of the ineligibility or eligibility criteria:
1. Check the box in the X column in front of the criteria.
2. Click the Save button at the top of the screen.

The Options tab controls how Synergy SIS interprets the Eligible Marks on the Eligibility
tab.

1. Click the Options tab.
Honor Roll and Eligibility Definition

Requirements _Ineligibility = Eligibility Oplionsl
Honor Roll and Eligibility Definition

Title Report Card Msg
[ALL A [

Eligibility Options Q)
Alpha Mark
All selected mark thresholds required (Default)

Options Tab, Honor Roll and Eligibility Definition Screen

2. In the Alpha Mark list, select whether eligibility requires getting the marks defined in
all rows of the Eligible Marks grid or in any row. As an example, consider the
Eligible Marks grid from the previous page.

Eligible Marks [ ad |Q

% = gl
2 A

i 4 B

All selected mark thresholds required (default) means that two A marks and 4 B
marks are required for eligibility. At least one selected mark threshold required
means that two A marks or 4 B marks are required for eligibility.

3. Click the Save button at the top of the screen.
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Once an honor roll definition has been created, most fields can be edited simply by clicking
in them and making the changes. However, to change the Title or Report Card Msg:

1. Click the Menu button at the top of the screen.

2. Select Edit HonorRollDef Data. The top row of the definition turns white and the
information can be changed.

Edit HonorRollDef Data i

View Audit Detail For Honor Roll and Eligibility Definition|
Menu Options, Honor Roll, and Eligibility Definition Screen

3. Edit the information.

Honor Roll and Eligibility Definition

| Requirements |_Ineligibility
Honor Roll and Eligibility Definition

Title Report Card Msg
Athletic Eligibility |

I:!diting the top row of the definition

4. Click the Save button at the top of the screen.
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Chapter Four:
GRADE SCANNING

This chapter covers:
» How to print and create grade scanning sheets
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If the school plans to use printed grading sheets to record student grades, the grading
sheets can be created and printed through the Grading Sheet Creation screen. The
grading sheets generally are printed on pre-printed forms. The sheets will later be scanned
into the system, with the grades, using the ST Scanning software. For more information
about scanning, see the Synergy SIS — System Administrator Guide.

To create and print grading sheets:

1.

2.

3.

Go to Synergy SIS > Grading > Scanning > Grading Sheet Creation.

Execute Form Status: Ready (Update Mode) ‘ @ % g_rc
' heet Creation

" Create © Print

_ Grading Sheet Creation |_Frinting Options
Sheet Information (]

Form Grading Period Citr Exam Semester
~ ~ h h h

Filter Options Q|
Grading Sheet Creation Screen

Click Create to create records for the sheets in Synergy SIS or Print to create and
print the sheets. Create is seldom used.

Select the Form to be used. Other lists are displayed, depending on the form
selected:

Grade Report Grading Period Qtr Exam Semester
Grade Report with Citizenship, Work Habit Grading Period Qftr
Grade Reporting Alpha Grading Period Qtr
Grade Sheet 1 Mark Grading Period Qtr
Progress Report Grading Period Qtr Exam Semester

Select the Grading Period to use. For all but the Progress Report form, only the
periods designated as grading periods are available. For the Progress Report
form, only the periods designated as progress periods are available.

Caution: Do not create or print sheets for a grading period that already
has sheets. Re-creating or re-printing overwrites the previous sheets
file, and existing printed sheets become void and cannot be scanned.

5.
6.

In the Qtr list, select which grade period mark to use.

If the Exam and Semester lists are available, select the posting marks to use for
these columns as well. Qtr, Exam, and Semester must have different grade period
marks selected or be blank. At least one mark in Qtr, Exam, or Semester must be
selected for the sheets to be created or printed.
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7. Tofilter the sheets by teacher, click the Maximize arrow in the Filter Options

section.
Execute Farm Stetus: Reacy (Updste Mods) ‘ fo % f_;\
Grading Sheet Creation
 Create © Print
Grading Sheet Creation |_Frinting Options
Sheet Information (®]
Form Graing Period atr Exam Semester
v v v v v
|F\Iter Options @
Grading Sheet Creation, Maximize Filter Options button
8. Click the gray arrow next to Staff Name.
Exerute Farm Satus: Readly (Lpsate vose) | (2 R | Zp
Grading Sheet Creation =
€ Create @ Print
Grading Sheet Creation |_Frinting Options
Sheet Information Q)
Form Grading Period atr Exam Semester
Grade Repaort * | Fourth Quarter ~ | 4th Otr - b b

Filter Optio Q
Staff Nam‘ : ’
Grading Sheet Creation, Filter Options

9. In the Find: Staff screen, enter the criteria to find the staff, and click the Find
button.

Find Close | | Clear Selection |

Find: Staff

Find Criteria Q
Last Name First Name Middle Name

Ja

_ Search Results |
Find Result (6]

| | |
Find: Staff Screen, Finding Staff

10. Click the desired staff name, and click the Select button.

Find Cloze I Se\ectl |

Find: Staff

Find Criteria Q
Last Name First Name Middle Name

Ja

_ Search Resuts |
Find Result (]

Jackson Kathy
Jackson Michael

Janssen Bill
Find: Staff, Selecting Staff
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11. The staff name appears in the Staff Name box. Grading sheets are created or
printed for that staff member’s sections.

Execute Form Status: Ready (Upciate Mode) ‘ ] ﬁm =)
Grading Sheet Creation &

" Create & Print

Grading Sheet Creation |_Printing Options

Sheet Information &
Form Grading Period Qir Exam Semester

Grade Report ~ | Fourth Quarter | |dth Ctr v - v

Staff Mame &

Jackson, Kathy

Grading Sheet Creation, Staff Name Selected

Because the grading sheets are printed on pre-printed forms, it may be necessary to
adjust the margins slightly so that everything aligns properly. To adjust the form
alignment:

1. Click the Printing Options tab.

Grading Sheet Creation

© Create © Print

Grading Sheet Creation  Printing Options |
Printer Offset (in inches) @[ Header Offset (in inches) @[ Body Offset (in inches) =
Harizontal (+ right, - left) Harizontal (+ right, - left) Harizontal (+ right, - left)

\ertical (+ down, - up) \ertical (+ down, - up) \ertical (+ down, - up)

I Print First Page anly
TO ENSURE PROPER PRINTING READ THIS FIRST Q|
After clicking the Print button, be sure to set these values inthe POF reader under Page
Handiing

1. 'Page Scale" should be set to "None”
2. "Auto-Rotate and Center’ should be unchecked

Failure 1o have these values set properly may resit in misaligned scan sheets

Printing Options Tab, Grading Sheet Creation Screen

2. Enter Printer Offset (in inches) values for the horizontal and vertical adjustments
to adjust the entire page. To adjust the sheet right, enter a positive number in the
Horizontal box. To move it left, enter a negative number. To adjust it up, enter a
negative number in the Vertical box. To adjust it down, enter a positive number.

3. Enter Header Offset (in inches) values to adjust only the top part of the sheet.
Right: positive number in the Horizontal box.
Left: negative number in the Horizontal box.
Up: negative number in the Vertical box.
Down: positive number in the Vertical box.

4. Enter the Body Offset (in inches) values to adjust only the student grade
information part of the sheet.
Right: positive number in the Horizontal box.
Left: negative number in the Horizontal box.
Up:  negative number in the Vertical box.
Down: positive number in the Vertical box.

5. To print only the first page, as a test while adjustments are made, check the Print
First Page Only box.

6. To create or print the sheets, click the Execute button at the top of the page.
If the sheets are printed, they open on screen in a PDF file. If the sheets are
created only, nothing is printed.
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When printing the PDF file, be sure to change the Page Handling settings before
printing. Change the Page Scaling to None, and uncheck the Auto-Rotate and

Center box.

~ Printes

Marme: IBrother MFC-3440CH Prirter

Status:  Feady
Type: Erother MFC-3440CH Frinter

j Properties |

Comments and Forms:
I Document and Markups j

i~ Print Range
(|

" Current view

! Curent page

~ Preview: Composzite

e

E &5

=

) Pages [1
Subset: |4l pages inrange vl

[ Reverse pages

- Page Handling
Copies: m ™| Collate

|

Page Scaling: INone j
Fictate and Center
[~ Choose Paper Souce by PDF page size

e

I™ Pint o fie Document: 85 % 11.000

™ Piint color as black Paper: 8.5 11.0in
11 01]

Frinting Tips | Advanced | Cancel |

PDF Print Options
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Chapter Five:
SECURITY

This chapter covers:
» Where security for grading related screens is defined
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Security for each of the screens discussed in this guide is defined by Synergy SIS >

System > Security> PAD Security and Synergy SIS > System > Security > Security
Definition. How each of these screens works and how security is defined is covered in
detail in the Synergy SIS - Security Administrator Guide. This chapter outlines where the

security for each part of each grading-related screen is defined in the Security Definition
screen.

CLASS GRADE SECURITY

Synergy SIS > Grading > Class Grade is controlled by the following security node:

K12.Gradelnfo.ClassGradeGrid

Class Grade
Section ID: 1077 Course [x 5564 Course Tile: Am Gowt  Staif Name: User, Teacher
Class Grades |
Sectian 1D Course ID Course Title Staff Name Roam Name
1077 5551 Am Govt | User, Teacher] [216
Class i Q
Begin Period End Period  Term Code  Credit
o o 32 0.500
T T e e Srow Comimerts
r
Class Grades [€]
Quarte '__'I' econd Quarte P R i Quarter  |Proore ourth Quarte
Optio a a optio a optio a Optio a a Optio
erm ID
a a a Q
Abbatt, Billy C 905453| A Outstanding A3 D D
Addington, Paula M 871686 A Satigfactory B |0 Al A
Coleman, Jose L. G74305) C+ Needs Improvement| C |0 B B

Class Grade Screen

The following security nodes do not provide a visible change in security on the screens:
¢ K12.Gradelnfo.ClassGradeUl
o K12.Gradelnfo.GradeGridDetail
o K12.Gradelnfo.GradeGridDetailGrid
o K12.Gradelnfo.SchoolYearSectionGradingTrack
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STUDENT GRADE SECURITY

Synergy SIS > Grading > Student Grade is controlled by the following security node:

The following security nodes do not provide a visible change in security on the screens:

K12.Gradelnfo.StudentGradeGrid

Student Grade

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active Room Name: 231

Student Grades |
Last Name First Name Middle Name  SUffix__ Perm ID Grade Gender

[ebbott [Billy [c [ [oosass 12 v Make v
Perinds | Mark Type| v|  Fitercradepernds | Updats Grades For This Student I™ Show Comments
I™ Show Credit

Student Grades [%)
00077 5861 Am Gowt Jacksan, K. Fo A A [clc
01077 5561 Am Govt User, T A |o A 3 DD
11118 Enas Erin Eng il Gordan, K. A ERE c o
10106 ARG4 Beg Jevelry Sulivan, J F c B | At A+
20258 BABE Intermeiate Acting Gardner, D B B B+ | C | C [ c |2 D D
31933 PE762 Weight Trn Boys Swartz, M ] B 2 DD
30953 PET61 Weight Trn Boys Josepn, T A B C- | A+ A
40426 ENBD Eng (brit) Lit Sryder, J F D C A A

Student Grade Screen

K12.Gradelnfo.StudentGradeUl
K12.Gradelnfo.StudentGradeGridDetalil
K12.Gradelnfo.StudentGradeGridDetailGrid
K12.Gradelnfo.StudentHonorRoll
K12.Gradelnfo.StudentSchoolYearGrade
K12.Gradelnfo.StudentSchoolYearGradeGrid
K12.Gradelnfo.StudentSchoolYearGradePeriod
K12.Gradelnfo.StudentSchoolYearGradePeriodComment
K12.Gradelnfo.StudentSchoolYearGradePeriodMark
K12.Gradelnfo.StudentGPA
K12.Gradelnfo.StudentGPADetail
K12.Gradelnfo.StudentGPADetailGrid

Copyright© 2013 Edupoint Educational Systems, LLC

87



Grading Administrator Guide

Chapter Five

UPDATE GRADE SECURITY

Synergy SIS > Grading > Update Grade is not controlled by any security node.

Update Grade

| Update Grading |

Grade Reporting Period
Third Quarter by

Grade[Jjo )
09101 111 12

Do Not Process Term Override Credit Amount

O

Operation Type

™ Update Grading Records

™ Update Absences

Threshold " value.

NOTE: Any student who has NOT been enrolled in the class for
10 day(s) will not be included in grades/progress. To change
this value, please go to the District Setup view -> System
Options tab and change the "Minimum Days Enrolled Grading

Update Grade Screen

The following security nodes do not provide a visible change in security on the screens:

K12.Gradelnfo.UpdateGradeUl
K12.Gradelnfo.UpdateGrade
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GRADING SETUP SECURITY

Each tab of the Grading Setup screen is controlled by a different security node. The
security node K12.Gradelnfo.Setup.SchoolYearGradePeriodTree controls the adding
and removing of grade periods from the Grade Period/Mark Definition tab.

Grading Setup

<

| Grade Period/Mark Definiti

| Grade Periad Weight

School: Hepe High School  Schoal vear: 2009-2010

Comrments  Report Card Options |~ TVUE Options

Current Grading Period

.
Grade Period Action... - @
(2 Start of School (08/10/2009)
Include In Grading Option (&

Include in Grade Option

This option is used to determine if the Include In Grading flag is to be set when moving a student's class to history (IE when 2
leave date is entered). If Always or Mewver is selected then the Minimum Class Enrollment Days field is disregarded

3
Minimurm Class Enrolliment Days
Other Options [
Section Display Option
W
Grading Setup Screen

Adding, removing, and modifying marks from each of the grade periods is controlled by this

security node:

K12.Gradelnfo.Setup.SchoolYearGradePeriodMark

Grading Setup

School Hope High School  School Vear: 2009-2010

_ Grade Period/Mark Definiti

| Grade Period Weight

Comments | Report Card Options | TWUE Options

Current Grading Period

£

Grade Period

Action..

(=) Start of School (08/10/2008)

= Progress Period 1(ending on 0971 1/2009)
O[Fragress peroe 1]

P First Quarteriending on 10/ 8r2009)

P Progress Period 2(ending on 11/24/2008)

P Second Guarter{ending on 12622/2008)

P Frogress Period 3{ending on 02/12/2010)

I Third Quarter(ending on 03731520103

P Frogress Period 4fending on 04/23/2010)

P Fourth Quartertending on 05:28/201 0

Markl

Mark Name

Mark Type Mark Order
IF‘rogress Period 1

Alpha v |1

Short Mark hame Grade Book Mark Type Mark Begin Date

&

Grading Setup Screen, Marks
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In the detail screen of each grade period, the Grade Period tab is controlled by the security

node:

K12.Gradelnfo.Setup.SchoolYearGradePeriod

=
] | Save Undo

Status: Ready | @ lﬂ,

Grading Setup

School: Hope High School School Year: 2009-2010

™ Teacher Ad Hoo Cormments

E Wiork Habit

Grade Period/Mark Definiti | Grade Period Weight = Comrnents = Report Card Options © TYLIE Options
Current Grading Period v
Grade Period Actign. j (6]
(=) Start of School (081 0/2009)
b ‘PFUQFBSS Period 1¢ending on UQH'I-QUUQ)l Grade Period | Term Selection | At Def1 At Def2 At Def3  AttDefd  AdtDef5 At DefB
Srade Period Type End Date Total Pool Comments
J|Progress Period 1 Frogress | 0971172009 hs
Period Detail Q)
[ Citizenship
I~ Conduct

Grading Setup Screen, Period Detail, Grade Period Tab

The Term Selection tab of the grading period detail screen is controlled by this security

node:

K12.Gradelnfo.Setup.SchoolYearGradePeriodTerm

Grading Setup

School: Hope High School  School vesr: 2009-2010

Grade Period/Mark Definition | Grade Period Weight  Comments  Report Card Options  TWUE Options
Current Grading Period v

Grade Period | Action... =@
(=) Startof School (081 0/2009)

D|Pr0gress Period 1{ending on 09””2009” Grade Period | Term Selection | At Def1 At Def2  Att Def3  Att Def4 | Att Def5 | Att Deff
P First Quarter(ending on 1051 2/2008) oo O P |O
P Progress Perind 2(ending on 11/24/2009) A| =
P Second Quarterfending on 12/22/2009) ta 57 v|
P Progress Period 3(ending on 02H 2520103 l YR Progress Petiod 1 b

P Third Quarter{ending on 02i31/2010) [ 51 v Progress Petiod 1 v

P Progress Perind 4(ending on 04/23/2010) I ol 7 Progress Period 1 I

P Fourth Guarteriending on 05/28/2010)

Grading Setup Screen, Period Detail, Term Selection Tab
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K12.Gradelnfo.Setup.SchoolYearGradePeriodAttendance

Grading Setup

School: Hope High School  school Year: 2009-2010

Grade Period/Mark Definition | _Grade Period Weight  Comments  Report Card Options | TVUE Options
Current Grading Period -
Grade Period Action j (@]
(@ Start of School (08/10/2009)
P [Fragress Perind 1 (ending an 09/11/2008)] Grade Period | Term Selection At Def1| At Def2  AttDef3  Att Defd At Deff | Aft Deff
P First Quarter(ending on 10/19i2009) Definition Name
I Progress Period 2(ending on 11/24/2008)
[ Second Quarteriending on 12/22/2009) —
P Progress Perind 3(ending on 0211 2/2010) Options O
P Third @uarteriending on 0331/2010} Calculation Methnd
P Progress Perind 4(ending an 04/23/2010) Total by Day (¥hole number count per unique day) by
P Fourth Quarter{ending on 05/28/2010) ‘Attendam:e Date Range Q)
Current Start Date  Current End Date
Wear To Date Term To Date Term Code To Date
u r b
Absence Definition (@]
Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
b b hd hd

ARSEnce Reasons

™ Unwerified ™ Excused [~ Unexcused I Suspended
I~ Unexcused Tardy ™ Flu I~ Field Trip ™ Tardy
™ Expelled il I~ wacation

Grading Setup Screen, Period Detail, Attendance Def Tabs

K12.Gradelnfo.Setup.SchoolYearGradePeriodTrackGrid

If the school uses tracks, the Track Ending Dates section on the Grade Period/Mark
Definition tab is controlled by this security node:

Grading Setup

School: Hope High School  school vear: 2009-2010

| Grade Period/Mark Definiti | Grade Period WWeight =~ Comments | Report Card Options | TWUE Optians

Current Grading Period -

Grade Period Action...

= o

(2 Start of School (08/10/2009)

P Progress Period 1(ending on 09/11/2008)
I First Quarteriending on 1001 92009

P Progress Period 2(ending on 11/24/2008)
I Second Guarterfending on 1202202008

P Progress Period 3(ending on 021 2/2010)
P Third Guarterfending on 03/31/2010)

P Progress Feriod 4(ending on 04/23/2010)
P Fourth Quarer(ending on 05/28/201 0)

Track Ending Dates

Progress Period 1

First Quarter

Progress Period 2

Second Quarter

Progress Period 3

Third Cluarter

et e |
e L |

Progress Period 4

Fourth Quarter

Grading Setup Screen, Track Ending Dates Section

All the Att Def tabs of the grading period detail screen are controlled by this security node:
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The Grade Period Weight tab of the Grading Setup screen is divided in to two sections.
The top section, the GPA Credit Weight Pct. grid, is controlled by this security node:

K12.Gradelnfo.Setup.SchoolYearCreditWeightGrid

The bottom section, the Course History Transfer Pct. grid, is controlled by this security

node:

K12.Gradelnfo.Setup.SchoolYearCreditWeightHistoryGrid

Grading Setup

d

School: Hope High Schoel  school Year: 2009-2010

Grade PeriodiMark Definition | Grade Period Weightl Comments

Report Gard Options ~ TVUE Options

Current Grading F‘er’iDdlSe:nnd Quarter

Both types of periods (Grading and Progress) are allowed on this grid. Only terms that have been opted inta for the specific periods
will be editable. ou can edit this by going to the Grade Period/Mark Definition tab on this view, selecting the appropriate grading or
progress period, and on the Term Selection tab adding or removing terms on the Term Options grid

YR

GPA Credit Weight pct.

~ 2500 Q2

200 Q3

b 25.00 L3

€]

51

[

v 5000 |2

50.00

52

v 5000 |

Qi

v 100.00

Q2

==

]

100.00

Q3

v 100.00

Q4

v

Cells will only be editable if you have opted into the term AND selected a posting mark for that term. This is done by going to the

Gracle Perind/Mark Definition tak on this view, selecting the appropriate grading period, and on the Term Selection tab selecting the

values required within the Term Options grid. Keep in mind that ONLY periods that are of the type Grading are valid periods for

Course History Transfer ot grid,

R

Course History Transfer pct.

Term Code

Grade Period

[€]

it Second Third Fourth
Quarter Quarter Quarter Quarter

50.00

50.00

2k

100.00

52

o

Q2

Q3

’7
1
’—n
3
’7.

Q4

Grade Period Weight Tab, Grading Setup Screen

The entire Comments tab of the Grading Setup screen is controlled by this security node:

K12.Gradelnfo.Setup.SchoolYearGradeComment

Grading Setup

School: Hope High School  school Year: 2010-2011

Grade Period/Mark Definition

Grade Period Yeight ¢

| Report C

ard Options | TWIUE Options

Current Grading Period Fourth Quarter

4

Comments Add Show Detail | ()
e[ Co T 0 Stalt Ove : Tk
A Flease Contact Teacher V
B Excellent Student ~
C Gond Attitude/behavr In Class V
D Good Participation In Class ~
E Shows Extra Effort V
F Completefaccurate Assignments ~
G Showing Improvernent V

Grading Setup Screen, Comments Tab
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The entire Report Card Options tab of the Grading Setup screen is controlled by this
security node:

K12.Gradelnfo.Setup.SchoolYearGradeReportCardDef

Grading Setup [«

School: Hope High School  School Vesr: 2010-2011

Grade PeriodiMark Definition | Grade Period Weight | Comment ts | Report Card Optlons |_TVUE Options
Current Grading PeriaFourth Quarter v

Options ]
Data Range Defaults @ Mailing Defaults Q@
Starting Grading Feriod  Ending Grading Period Destination

First Ouarter ~ |[Fourth Quarter v Student Print Address v

Return Address
School Name and Schaol Address v

GPA Defaults Q)
15t GPA 1stGPAMark StartGrade  End Grade

CURGPA v [0 ~[[12 v

2nd GPA 2nd GPA Mark  Start Grade  End Grade

CUM GPA v /|0 )12 v

ard GPA ard GPAMark  Start Grade  End Grade

YTD GPA v /|0 ~|[i2 v

Graduation Requirements Defaults Q)
15t Grad Reg

High School v

Exclude the following students from Graduation Requirements Q)
Filter 1 Q
Concition Operatar Value

Filter2 [€)
Contion Operatar Value

v v

Content Q|
Show Citizenship I Abbreviate Course Title

Code v

[~ Apbreviate Teacher Mame
District Mame Owverride

Title Qverride

[Report Card
Lett Heater [§]Q Right Header [F]Q

= = |

Bl El
Let Content 5] @ Right Cantent 5] @

=l =

I | I |
Suppressed Content Areas Q)
I Suppress Mailing Footer [ Suppress Mailing Logo [ Suppress Grade Legend [ Suppress GPA [ Suppress Grad Reg
Additional Content Areas Q
I Show Credits Attempted
Custom Widths (in inches) Q)
Period Course ID Course Tile__ Mark Teacher Name_ Citizenship __ Conduct

[o.60

Work Habits  ABST ABS2 Comments Credits

[
Report Card Tab, Grading Setup Screen

The following security nodes do not provide a visible change in security on the screens:
o K12.Gradelnfo.Setup.SchoolYearGradePeriodUI
o K12.Gradelnfo.Setup.SchoolYearCreditWeightUI
¢ K12.Gradelnfo.Setup.DistrictReportCardDefUl
o K12.Gradelnfo.Setup.SchoolYearGradePeriodTrack
o K12.Gradelnfo.Setup.SchoolYearCreditWeight
o K12.Gradelnfo.Setup.SchoolYearGradeCommentStaff
o K12.Gradelnfo.Setup.DistrictReportCardDef
e K12.Gradelnfo.Setup.DistrictReportCardMarkLegend
e K12.Gradelnfo.Setup.DistrictReportCardProgressMarkLegend
o K12.Gradelnfo.Setup.SchoolYearGradeTranscriptDef
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CREDIT WEIGHT DEFINITION SECURITY

The Credit Weight Definition screen is controlled by the following security node:

K12.Gradelnfo.Setup.SchoolYearCreditWeightGrid

Credit Weight Definition «

School Name: Hope High School  School Year: 2012

Credit Weight Grid |
Grid Type
Honor Rall v

GPA Credit Weight Pct.

ode Progress Period Quarte Progress Period econd Quarte

Perce! la Perce! Perce! a Perce!

YR Progress 000 |1st Qtr v 000 |Progress + 000 |2ndQtr v 0.00
31 [Progress ~| 0.00 [1stQu  v| 40.00 |Progress v| 000 |2ndQu | 60.00
52

Ha1 |Progress ~| 000 [1stQwr  v| 100.00

Q3

Credit Weight Definition Screen

HONOR ROLL AND ELIGIBILITY DEFINITION SECURITY

The Honor Roll and Eligibility Definition screen has three tabs, each with its own
security. The first tab, Requirements, is controlled by the following security node:

K12.Gradelnfo.Setup.HonorRollDef

Honor Roll and Eligibility Definition («

| Requirements | Ineligibility  Eligibility
Honor Roll and Eligibility Definition

Title Report Card Msg
| |

GPA Requirements

@
Primary: Minimum Maximum
| v/l |
Secondary: Minimum Maximum
| vl |
Credit Requirements (9| Course Requirements (6]
Minimum Credits Completedl Minimum Coursesl
Minimum Credits Atlemptedl Minimum Subject Areasl
Audit Class Options Q|

™ Include audited classes in eligibility calculations

Requirements Tab, Honor Roll and Eligibility Definition Screen
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The Ineligibility tab is divided into six sections, each with its own security node. The
security nodes are as follows:

¢ Ineligible Comments - K12.Gradelnfo.Setup.IneligibleComment

¢ Ineligible Conduct - K12.Gradelnfo.Setup.IneligibleConduct

¢ Ineligible Marks - K12.Gradelnfo.Setup.IneligibleMark

¢ Ineligible Mark Numeric - K12.Gradelnfo.Setup.IneligibleMarkNum
¢ Ineligible Work Habits - K12.Gradelnfo.Setup.IneligibleWorkhabits
¢ Ineligible Citizenship - K12.Gradelnfo.Setup.IneligibleCitizenship

Honor Roll and Eligibility Definition

Requirements Ineligihilityl Eligibility

Honor Roll and Eligibility Definition

Title Report Card Msg
IPrincipaI's Honor Roll I
Ineligible Marks Add 3 | Ineligible Conduct Add (]
E Dld d E Did DN
1 B v 1 N-Meeds Improvement |+
E c b Ineligible Comments Add (]
1 D b DLd D
14 F b 1 K-Missing Makeup Or Class Work
Ineligible Marks Numeric (] 1 L-Inappropriate Classroom Behavior
: o : Ineligible Citizenship Add (A

Ineligible Work Habits Q : otz izenship
E D a il

i3

Ineligibility Tab, Honor Roll and Eligibility Definition Screen

The Eligibility tab is divided into six sections, each with its own security node. The security
nodes are as follows:

o Eligible Marks - K12.Gradelnfo.Setup.IneligibleMark

¢ Eligible Marks Numeric - K12.Gradelnfo.Setup.EligibleMarkNum
o Eligible Work Habits - K12.Gradelnfo.Setup.EligibleWorkhabits
¢ Eligible Conduct - K12.Gradelnfo.Setup.EligibleConduct

e Eligible Comments - K12.Gradelnfo.Setup.EligibleComment

e Eligible Citizenship - K12.Gradelnfo.Setup.EligibleCitizenship
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~Honor Roll and Eligibility Definition (e

Requirements | Ineligibility  Eligibility l
Honor Roll and Eligibility Definition
Title Report Card Msg
Principal's Honor Roll I

Eligible Marks Add () | Eligible Conduct Add (]

Eligible Marks Numeric Add () | Eligible Comments Add & ]
7% | Line Total - Low = ine - Comments
Eligible Work Habits Add (¥ | Eligible Citizenship Add (8]

o4 | Line| Total = Work Habit = ine = Citizenship

Eligibility Tab, Honor Roll and Eligibility Definition Screen

The following security node does not provide a visible change in security on the screens:
o K12.Gradelnfo.Setup.HonorRollDefUl

MARK DEFINITION SECURITY

Synergy SIS > Grading > Setup > Mark Definition is not controlled by any security node.

[Meruv] 655 | | save || tneo stas:rency | @ B :-g‘!
~Mark Definition i
Marks |

Mark Definition

[ Comversiontypes |
Numeric AphaTo |Include _ |Currently _ | Allowed _ | Mark Dist
Line| Order = Description =|| MarkType < e = Namenc <| Credit Used o B Scanner Mark
Threshold Value

(m| 97 000 100.000 oA b
2B Prodution- Outstanding | Al ~ 93000 96.000 A 4
E: Al 90 000 92 000 A v
i, B+ Al ~ 87.000 59.000 o B &
D B Production- Above Avg | All ~83.000 86.000 B ~
(m| B B- Al + 80.000 82.000 ] v
m| 7 c+ Al v 77.000 79.000 0o g
[m| off c Production- Average | All v 74.000 76.000 c v
(m| o8 C- Al ¥ 70.000 73.000 c 3
Tl 10 D+ Al ~ 67.000 69.000 D 4
T D Production- Below Avg | Al ~ 64 000 56 000 D v
12[H) Al 60000 53.000 m o v
12fH] F Production- Failure Al /0000 59000 F v

Mark Definition Screen
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REPEAT TAG DEFINITION SECURITY

Synergy SIS > Grading > Setup > Repeat Tag Definition is not controlled by any security

node.

[renu] 65 | _seve || oo staus ey | &2 Gon R0
iti V=i
Repeat Tag Definition &
Repeat Tag |
Repeat Tag Definition [ add | Q)
* =] S =] =
R Repeat, no impact Not Included in Credits Attempted or Completed b 2009
X Repeat, failure Included in Credits Attempted ~ 2009

Repeat Tag Definition

The following security node does not provide a visible change in security on the screens:

K12.Gradelnfo.RepeatTagGrid

GRADING SHEET CREATION SECURITY

Synergy SIS > Grading > Scanning > Grading Sheet Creation is not controlled by any

security node.

Grading Sheet Creation

 Create © Print
Grading Sheet Creation |_Printing Options

Shest Information Q|

Farm Grading Period Qir Exam Semester

v 3 3 - v

Filter Options 0‘

Grading Sheet Creation Screen

The following security nodes do not provide a visible change in security on the screens:

K12.Gradelnfo.Scanning.GradingSheetCreationUl
K12.Gradelnfo.Scanning.GradingSheetUI
K12.Gradelnfo.Scanning.Client.GradeScanning
K12.Gradelnfo.Scanning.GradingSheet
K12.Gradelnfo.Scanning.GradingSheetCreation
K12.Gradelnfo.Scanning.GradingSheetHold
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GRADE BOOK CONFIG SECURITY

Synergy SIS > Grade Book > Setup > Grade Book Config is controlled by the following
security node:

K12.Gradebookinfo.GBConfig

Grade Book Config «
Configuration |
Gradebook Program
Grade Works v
Staff Selection (%]
Staff Selection
I” Counselor I Maintenance I Teacher

Grade Book Config Screen

The following security nodes do not provide a visible change in security on the screens:
¢ K12.GradebookInfo.GBConfigUI
e K12.GradebookInfo.GBConnections
o K12.Gradebooklnfo.GBWebHandler
¢ K12.GradebookInfo.GradebookInterface

GRADE BOOK DISTRICT MASS SYNCHRONIZATION
SECURITY

Synergy SIS > Grade Book > Grade Book District Mass Synchronization is controlled
by the security node:

K12.Gradebookinfo.GBDistrictOrganization

This security node controls the Sync Schools grid, but it does not control the detail screen
or the term selection date.
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The following security nodes do not provide a visible change in security on the screens:

Grade Book District Mass Synchronization [«

District Mass Sync |

Select Terms To Sync Q

The terms to sync for each schoal will be set based on the term that is active on the selected date. After you set the terms based
on the selected date you can manually override the terms you wish to synchronize. See the mend for more options

Term Selection Date

Selsct Terms To Sync

Split TA's Into Separate Sections Q

When the Split TA'S Intg Section option i checked, students that are selected as TA's in a section will be put into a separate class
in the Grade Book. When the Split TA's Into Section option is not checked, all students will be placed into 3 single class in the
Grate Book

I~ Split TA's Into Section

Sync Schoals [ show Detail |

[#  |Adams Elementary 1st Qtr,2nd Qtr 3rd Qtr 4th Qtr 06/19/2011 13:43:48 1st Qtr,2nd Qtr 3rd Qtr 4th Qtr
[~ |[Eisenhower Middle School |First Semester,Second Semester
v Hope High School 06/19/2011 13:45:14

Synchronize

Schedule Job Q)

Schedule Task
Once (Runs immediately) b

Notification Q)

Ernail the: following address(es) upon completion of the grade book mass sync
£.0. USEN@Server net, User2@server2.com

Grade Book District Mass Synchronization Screen

o K12.GradebookInfo.GBDistrictMassSyncUI
o K12.GradebookInfo.GBWMassSynchUI

o K12.GradebookInfo.GBDistrictMassSync

o K12.GradebookInfo.GBGradeSetupSynch
¢ K12.GradebookInfo.RealTimeSync

e K12.GradebooklInfo.GBWMassSynch
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GRADE BOOK LOG SECURITY

Synergy SIS > Grade Book > Grade Book Log is controlled by the following security
node:

K12.Gradebookinfo.GBSchoolYearWebServiceLog

Grade Book Log

| Grade Book Log |

| Filter Options Q|
LOG [ Show Detail | @
x e g 8| g &
I ’éffmmesmaw 2009-2010 GEWGradingPeriodReuestResponse [ o0 =0 ' | GBWGrasingPerioiRequest ¢ 5> 20
| éltnje?“nrlsntaw 2008-2010 GBWMassSynchRequest ?g%g’?g” GBWSuccessResponse ?g%g%?ﬂ
| éltnje?“nrlsntary 200%-2010 GBWGradeSetupSynchRequest ?g%g%g” GBWSuccessResponse ?g’%g%g”
I MiA A GBWDistrictSetupRequest Jeaan | GEWDistrictSelupRequest |oiaciad !
| Eltnje?'nrlsntary 200%8-2010 GBWSchoolSetupRequest ?g%g%g” SchoolSetupResponse Eg’%g%g”
| Eltnje?'nrlsntary 2009-2010 GBWMassSynchRequest ?g’gg%g” GBWSuccessResponse Eg’%g’?g”
| éltlje?'nrgsntary 2008-2010 GBWGradeSetupSynchRequest ?g’ggﬁg” GBWSuccessResponse Eg’%gﬁg”
| I INAA GBWDistrictSetupRequest ?g%gﬁ? g GBWDistrictSetupRequest Eg’%gﬁ? i
| éltlje?'nrgsntary 2008-2010 GBWSchoolSetupRequest ?g’ggﬁg” SchoolSetupResponse Eg’%gﬁg”
| ggﬁlgnﬂigh 2010-2011 GBWMassSynchRequest ?g”lgﬁg” GBWSuccessResponse ?gqg’?g”

Grade Book Log

The following security nodes do not provide a visible change in security on the screens:
o K12.GradebookInfo.GBLogUI
e K12.GradebookInfo.GBStudentClassEnroliment
o K12.GradebookInfo.GBStudentEnrollment
o K12.GradebookInfo.GBStudentSchoolYear
e K12.GradebookInfo.GBSchoolYear

GRADING REPORTS SECURITY

While report options are available in the Security Definition screen, it is recommended to
only use the PAD tree security to control access to reports.
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