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Grading & Standards Reports

Overview
There are many reports in Campus that are helpful in the collection of 
student grade data.

Path: Grading & Standards > Reports

Class Rank Report
The Class Rank report calculates a student’s class rank that is based 
on historical (transcripted) grades. 

Class rank is calculated from the score group and GPA value used in 
that group.  It does not include any grades that are not posted on the 
transcript. 

Select the Grade level of the students to display on the report from 1.	
the dropdown list. 
Enter an Enrollment Effective Date in 2.	 mmddyy format or click the 
calendar icon to select a date.  This entered date must be within the 
set calendar dates of the school structure. 
Determine which GPAs should appear on the report – by Normal 3.	
GPA, Normal GPA + AP Bonus, Unweighted GPA or Unweighted 
GPA + AP Bonus. 
Determine how the report should be sorted – by Student Name 4.	
(alphabetical by grade level) or by Rank (GPA order). 
Click the Generate Report button. The report will display in a PDF 5.	
(Adobe) docu-
ment, show-
ing the stu-
dent’s name 
and class 
rank, along 
with GPA 
and course 
weight. 
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Course Credit Report
The Course Credit report lists the credits associated with each course. 

Determine how the report should be organized – List Credits for 1.	
each Course or List Courses offering each credit.  
Click the Generate Report button.  The report will display in a PDF 2.	
(Adobe) document, showing the courses and the corresponding 
credits, if organized by course (first option). If the report is orga-
nized by credit (second option), the report will list the credit catego-
ry first and then the course.

Course Standards
The Course Standards Report lists the standards that are associated 
with each course.

Determine how standards should be displayed on the report by 1.	
selecting the appropriate Report Type option: List Standards of-
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fered for each Course; List Courses offering each Standard; List 
Standards not associated with Courses or List Courses without 
associated Standards. 
Mark the Only Display Power Standards checkbox if only those 2.	
standards flagged as Power Standards should be listed on the 
report. 
Click the Generate Report button.  The report will display a list of 3.	
standards in the selected order.

Cumulative Labels
A Cumulative Label is a large-size mailing label that has an entire 
year’s transcript printed on it.

The labels can be attached to the student’s permanent folder as a 
way of storing backup information on the student.  Scores appearing 
on the cumulative label are from historical grades.

Select the Grade level of the students to appear on the cumula-1.	
tive label report. Individual grades or the entire school can be 
selected. Students can also be selected by an Ad hoc filter.  
Determine how reports should 2.	
be sorted – by Student Name, 
Grade or Student Number. 
Click the Generate Report 3.	
button.  The cumulative labels 
will appear in a new window in 
an Adobe (PDF) format.  The 
cumulative labels can be printed 
using the standard Avery 5163 
label or the OfficeMax 86111 
label.  
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Grades Report
The Grades Report will print the students’ grades based on the criteria 
chosen. This report is useful in determining which teachers have not 
posted grades or which students have missing grades.

Select the students to show on the report by selecting an Ad hoc 1.	
Filter or a Grade level from the dropdown list 
Enter an Effective Date for the report.  This date entry will deter-2.	
mine which students appear on the report, based on their enroll-
ment dates.  Dates should be entered in mmddyy format or click the 
calendar icon to select a date.  This field is defaulted to the current 
date. 
Select the Grading Terms for which to generate the report. All 3.	
terms may be selected, but at least one must be chosen. 
Select the Grading Tasks to display on the report from the box on 4.	
the right hand side of the screen.  Select All to show all grading 
tasks.  
Select the Teachers to display on the report from the teacher box 5.	
on the left.  Every teacher in the school will display on the report if 
the All option is selected. 
Determine how the grades should be grouped – by Student (alpha-6.	
betical by student last name), Teacher (alphabetical by teacher last 
name) or Course (numerical by course number).  
To place a page break between each student on the report making 7.	
report suitable for handing out, mark the Set Page Break for Each 
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Student checkbox.  
To select all scores that could be given by teachers, verify that the 8.	
hyperlink next to the Generate Report button reads Show Available 
Scores.  To select specific scores, click that same link to see a list 
of possible scores.  When this is done, the hyperlink will read Hide 
Scores. 
Click the Generate Report button. The report will display in a PDF 9.	
(Adobe) document, listing the students, the teachers and the sec-
tions of the course, what task was scored/not scored, and the corre-
sponding grade. 

Report Card (Batch)
The Report Card will take the student grades for the selected term and 
print them on a standard printed view, listing all of the selected options.

In order for the grades to print on the report, the grading tasks must be 

assigned to courses. 

Select the correct Report Options from the dropdown list. This is the 1.	
name of the Report Card that should be generated for the students.  
Select the students for which to generate the report card by select-2.	
ing an Ad hoc Filter sort or by selecting the Grade level from the 
dropdown list. 
If report cards should only be generated for currently enrolled stu-3.	
dents, check the Active Only checkbox.  This is the default selec-
tion. 
Enter an Effective Date in 4.	 mmddyy format or click the calendar icon 
to select a date.  This effective date will capture all student grades 
posted as of that date. 
Select the Sort Options – Alphabetical, Grade/Alphabetical, Zip 5.	
code or by Teacher.  The zip code sort option has been provided for 
bulk mailing rates. 
Click the Generate Report button. The report will display showing 6.	
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the selected options.
Printing a Conventional (Traditional) Report Card Us-

ing the Display Options
Click Display Options. The screen will refresh to show the report 1.	
card editor screen. 
Select the Conventional Report Cards for the Report Type. 2.	
Select the Report on Terms option by selecting the apporpriate term 3.	
to display on the report card.  
Mark the Exclude all prior terms from printing checkbox to only print 4.	
grades from the selected term. 
Choose the Page Layout. 5.	
The Attendance Summary checkbox will default to Daily Exact 6.	
Term.  This is the only way that attendance can be displayed on the 
report card.  
Select the Cumulative GPA Options to show on the report. Once se-7.	
lected, check the options to display the GPA with or without Bonus 
Points. 
If Class Rank should be displayed, check the box.  Once chosen, 8.	
determine if the class rank should be based on bonus points or not.  
Select to show the Term GPA.  If using bonus points, select if bonus 9.	
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points should display on the report card.  
Select to show the Student IDs on all report cards. 10.	
Select to display the student’s Counselor name on the report card.  11.	
Select to display the Period name/number on the report card. 12.	
Determine if the Score Comments should be printed.  If Yes, select 13.	
which terms the comments should reflect.  All terms can be select-
ed if desired. 
Select the Grading Tasks/Standards to show on the report in the list 14.	
on the right.  Check the Select All Grading Tasks to show scores for 
all available grading tasks (and standards). 
Select the Score Groups/Rubrics to be printed on the report. 15.	
If a school comment is desired on all report cards –information from 16.	
the school – enter that in the School Comment field.   
Select the students for which to generate the report card by select-17.	
ing an Ad hoc Filter sort or by selecting the Grade level from the 
dropdown list. 
If report cards should only be generated for currently enrolled stu-18.	
dents, check the Active Only checkbox. 
Enter an Effective Date in 19.	 mmddyy format or click the calendar icon 
to select a date.  This effective date will capture all student grades 
posted as of that date. 
Select the Sort Options – Alphabetical, Grade/Alphabetical, Zip 20.	
code or by Teacher. 
Click the Generate Report button. The report will display showing 21.	
the selected options.
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Printing a Standards-Based Report Card Using the 
Display Options

Click the Display Options link. The screen will refresh to show the 1.	
report card editor screen. 
Select the Report Type – Standards Based Report Card. The stan-2.	
dards based report card is built from standards grades which are 
usually graded on a numeric or state-approved score. 
Select the Standards Display Options: Display All Scores, Display 3.	
Best Score Only or Display Most Recent Score Only.  
Determine the Page Layout – landscape or portrait. 4.	
The Attendance Summary checkbox will already be selected, with 5.	
the option set to Daily Exact Term.  This is the only way that atten-
dance can be displayed on the report card.  
Select the Cumulative GPA Options to show on the report. Options 6.	
are Normal GPA or Unweighted GPA.  Once selected, check the 
options to display the GPA with or without Bonus Points. 
Determine if Class Rank should be displayed by checking the 7.	
box.  Once chosen, determine if the class rank should be based on 
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bonus points or not.  
Select to show the Term GPA.  If using bonus points, also select if 8.	
the bonus points should display on the report card.  
Select to show the Student IDs on all report cards. 9.	
Select to display the student’s Counselor name on the report card.  10.	
Determine if the Score Comments should be printed.  If Yes, select 11.	
which terms the comments should reflect.  All terms can be selected 
if desired. 
Select to display the Period name/number on the report card. 12.	
Select the Grading Tasks/Standards to show on the report in the list 13.	
on the right.  Check the Select All Grading Tasks to show scores for 
all available grading tasks (and standards). 
Select the Score Groups/Rubrics to be printed on the report. 14.	
If a school comment is desired on all report cards –information from 15.	
the school – enter that in the School Comment field.   
Select the students for which to generate the report card by select-16.	
ing an Ad hoc Filter sort or by selecting the Grade level from the 
dropdown list. 
If report cards should only be generated for currently enrolled stu-17.	
dents, check the Active Only checkbox. 
Enter an Effective Date in 18.	 mmddyy format or click the calendar icon 
to select a date.  This effective date will capture all student grades 
posted as of that date. 
Select the Sort Options – Alphabetical, Grade/Alphabetical, Zip 19.	
code or by Teacher. 
Click the Generate Report button. The report will display showing 20.	
the selected options.  

Standards Alignment
The Standards Alignment Report lists assessments (tests) associated 
with each standard.  Assessments are aligned to standards in the Stan-
dards Bank.

Select the appropriate Sort option for this report - sort by standards 1.	
or sort by assessments.  
Click the Generate Report button.  The report will appear in a new 2.	
window listing the standards associated with the assessments or 
the assessments associated with the standards.
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Student Credits
The Student Credits Report displays the total number of credits earned 
by the students in the selected calendar. 

Select the students to show on the report by selecting an Ad hoc 1.	
Filter or a Grade level from the dropdown list. 
Select the Display Options for this report.  Options are Show break-2.	
down by grade and total, or Show total only.  The Show Total Only 
option will show the total credits accumulated.   
Select the past grade levels of the selected students to show in the 3.	
report.  All grade levels in the selected calendar will automatically 
be selected.  Uncheck the grade levels that should not appear on 
the report. If a report is desired to show the credits earned for the 
last four years for the seniors, leave all options selected.  If gener-
ating a report for the sophomores and the user wants to see credits 
earned for the last school year, uncheck all options except for the 
09 grade level.   
Determine the Sort Options – Alphabetical (by student last name), 4.	
Grade Level, or Student Number. 
Click the Generate Report button.  The report will display in a PDF 5.	
(Adobe) document, showing the student’s name and earned credits 
for the selected year.  Depending on the number of grades select-
ed, the report will display in either landscape or portrait format.  
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Term GPA
The Term GPA Report displays the student’s term GPA. 

Select the students to show on the report by selecting an Ad hoc 1.	
Filter or a Grade level from the dropdown list. 
Enter an Enrollment Effective Date in 2.	 mmddyy format, or click the 
calendar icon to select a date.  The effective date determines which 
students were actively enrolled on that date.  This field will be de-
faulted to the current date.  
Select the Terms Sequence to display on the report. 3.	
If desired, enter a Minimum Term GPA and a Maximum Term GPA to 4.	
display on the report. 
Check or uncheck as necessary the Display Options – Name, Stu-5.	
dent Number, Grade, Person ID and Use Bonus Points. 
Determine the Sort Options – Alphabetical, Rolling Cumulative GPA, 6.	
Rolling Cumulative GPA/Alphabetical or Student Number. 
Click the Generate Report button.  The report will display in a PDF 7.	
(Adobe) document, showing the student’s name and the selected 
term’s GPA. 
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Transcript Audit
The Transcript Audit report will compare the transcript data with the 
source grading data and will list the differences in score and comments.

When a transcript record is modified on the transcript tab, the changed 
record will appear on the audit report as well. 

Select which items should be audited – grade, comments or both. 1.	
Click the Generate Report button.  The report will display in a PDF 2.	
(Adobe) document, listing the student’s name, the received score 
and comments, and the score and comments listed on the tran-
script. 
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Transcript Batch Report
The Transcript Batch Report pulls student grades from their transcript 
and places them on a (usually) one page document. 

Printing Transcripts Using the Report Options 
Report options are previously created transcript settings built in the 
System Administration module.  It provides for a faster way to generate 
transcripts, without having to select the options each time.

Select the Report Options from the dropdown list. The report op-1.	
tions can be thought of as a template.  
Select the students for which to generate the report card by select-2.	
ing an Ad hoc Filter or by selecting the Grade level from the drop-
down list. 
Enter an Enrollment Effective Date in 3.	 mmddyy format or select the 
calendar icon to choose a date.  This date will be defaulted to the 
current date. 
Select the Sort Options – Alphabetical, Grade/Alphabetical, Zip 4.	
Code or by Teacher.  
The zip code option is provided for bulk mailing rates.  If the teacher 5.	
option is selected, the teacher’s name for the selected period and 
term in which the student is scheduled will be printed in the upper 
corner so that administration can hand the printed transcripts out in 
class. 
Click the Generate Report button.  The report will display showing 6.	
the selected options. 
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Printing Transcripts Using the Display Options
This option allows the user to determine what information should be on 
the transcript.

Click the Display Options link. The screen will refresh to show the 1.	
transcript editor screen. 
Select which Group Option to use – Grade or Term. 2.	
Select the School Year Options that should be reported on. 3.	
Under Grade Level Options, decide if you want to Exclude grades 4.	
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flagged as “Exclude from GPA/Class Rank” by checking the proper 
checkbox. 
Select the GPA/Class Rank Calculation Options.  By selecting a 5.	
box, users can determine which GPA calculation to use.  After mak-
ing the selection, click the Save icon.  Also, select either the Class 
Rank or Percentile option for the GPA(s) chosen. Options are: GPA, 
Unweighted GPA, GPA with Bonus Points, Unweighted GPA with 
Bonus Points. 
Select the Custom GPA/Class Rank Calculation Options you desire. 6.	
Select the Credit Groups and Standards Groups to display on the 7.	
transcript. 
Determine which way the Standardized Testing information should 8.	
be displayed. 
Select the Display Options for the transcript. Options are Report 9.	
Contents, Report Header & Format, and Student Information.  
Enter a School Comment, if desired.  This comment will appear on 10.	
all transcripts.  
Select the students for which to generate the report card by select-11.	
ing an Ad hoc Filter or by selecting the Grade level from the drop-
down list. 
Select the Sort Options – Alphabetical, Grade/Alphabetical, Zip 12.	
code or by Teacher. 
Click the Generate Report button. The report will display showing 13.	
the selected options. 
For students that have a GPA higher than 4.0, an asterisk will be 14.	
next to that course name, and an explanation of the asterisk will be 
located in the footer of the printed document. 
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