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By the end of this session on the Report Card Module for 9-12 schools, you will 

have learned how to do the following:  

 

­ Set up the Report Card Module 

­ Edit the Grade Table 

­ Customize Report Card columns 

­ Edit Report Card comments 

­ Edit the number grade print table  

­ Enter department names 

­ Enter skills & concepts 

­ Manually enter courses 

­ Manually set up sections 

­ Link skills to courses 

­ Schedule students 

­ By homeroom 

­ By roster 

­ Print out reports in the Entry Forms menu including:  

­ Section rosters 

­ Grade entry/verification forms  

­ Grade distribution reports 

­ Comment distribution reports 

­ Enrollment reports by teacher 

­ Teacher grade search report 

­ Enter grades two ways: manually and import from GradeQuick 

­ Use the Calculate Averages Program to calculate averages and blank report card columns 

­ Use the Statistical Reports Program to run Honor Rolls 

­ Use the Report Card Report Writer to print report cards, transcripts, and other reports  

­ Export Report Card data out to ExcelÊ 





Setting up the Report Card Module  

The first step to using the Report Card Module is to set it up. Most of these items are set up 

once and then not changed. Therefore, many of these items are limited to the Supervisor user 

only. 

Report Card ->Cust RC  

 

1) edit grade table  

Any symbol (up to 3 characters) that you want to use as a grade must be entered into this table.  

Remember, if you are using GradeQuick, these symbols must be entered into the GradeQuick 

grade table as well. 

Use the Create Grade Pools   

button to set up ñAssessment 

Scalesò for your teachers so that 

they donôt have to re-create 

them in every grade book.  
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Setting up the Report Card Module continued 

1) edit grade table continued 

Once the Grade Pools window opens, click 

the Add New [F2] button, then name the 

new grade pool. 

Select the skills grades that will be in this 

pool on the left -hand side of the screen, 

and move them over to the right -hand 

side. 

 

Once all the grades in this pool have been selected, click Save[F10].  

These grade pools will be assigned to individual skills in the Skills and Concepts section of     

Customize Report Card program. (see the Skills & Concepts section, page 6 of this document) 

2) GPA Factor  
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