STIOffice — Transcripts

Setting Up Transcripts in STIOffice

Before transcripts may be used in STIOffice, some basic setup procedures must be performed. In the STI1Office main
menu, select Utilities | Transcripts and perform the setup as described below:

= Record will be Changed x|

— Tranzcript System File
Default Diploma Code: GEM Graduation [ ate: I B EME 3;

Default Graduation Code: IGEN Grade: I 12 3;

[Code + Grade]

— Print On Tranzscripts

IV Credit [V Daily Attendance
I GP& [ Show Credit Classes Only

— Grade Range for Plans

Starting: I 9 3:
Ending: I 12 3:

9|

Utilities | Transcripts | System File

o Default Diploma Code: Enter the diploma code that most graduating students will receive. This code may be
used in Requirement Checking.

o Default Graduation Code: Enter the graduation code most graduating students will receive. Note that
students' grade levels will automatically be appended to this code on transcripts; it is NOT necessary to enter a
grade level in thisfield. This code can be used in requirement checking.

e Graduation Date: Enter the date of graduation for the current school year. Thiswill be posted to the grade 12
transcripts and may be changed if needed because the school calendar changes.

e Grade Level: Select the grade level to correspond with the graduation date of the graduating class for the
current school year. Thiswill be 12 in amost all cases.

e Print on Transcripts: Check each field (Credit, GPA, Daily Attendance, Show Credit Classes Only) that you
wish to include by default on transcripts. These default fields may be changed by users when transcripts are
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printed during the year. Select GPA to display (Standard, Numeric or Both; Weighted, Unweighted or Both) and
print below transcript term windows.

e Check: Usethe drop-down list to choose either Requests or Schedule if you wish to set the default criteria that
will be used when checking student graduation requirements.

e Grade Range for Plans: Enter the range of grade levelsto consider when creating Career Plans. Thiswill
create grade tabs on the Career Plans screen.

Utilities | Transcripts | Schools

&= Transcript Schools x|

Code | School Mame I

School | Mame -
Inzert

BHS Barbourville High School

CAWOOLO Cawood High School
ESTILL |Estll County High Schaal

HLKMS  |Haolmes High School _I
KCHS  |KEnox Central High School
FATEST |Kentucky Test School
LCHS Lynn Camp High Schaal
MDD Middlesbora High Schoal
PBGH |Palm Beach Garden High
FITT Shaler Area School District

ST.C Saint Camilluz Acadery
4] 4] 4 | 2] v [er] 0] |

School Code: " %l 7 |ﬂ

Delets

e TheTranscript Schools list should contain all schools that will be used to build transcripts for transfer students.
To add a school to thelit, click Insert and enter the appropriate information about the school. The user may
add additional schools as needed.

s Record will be Added x|

— Tranzenpt Schoolz

School Code: "

School Mame: |

Address: |
City: | State: | | Zip:'

Brincipal: |

Diigtrict Mame: |

State Mumber: I
Tupe: IPUblIC "'I

] I Cancel
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Utilities | Transcripts | Terms

2005 Fall 04-05 g/06/04  12113/04

== Transcript Terms x|
Year | GP| T| Description Edit
1999 | 2| 0] Fall Sen 39 ! 113/9
1993 | 4| 0| Spring Semester 93-39 348/93  5/28/9
2000 | 2| 0)99-2000 FALL 846/93  12M18/99 Change
2000 | 4| 0)99-2000 SPRING 1/02/00  5/28/00
2000 | 2| 0)2000-2001 FALL 844400 12420400 Delete |
2000 | 4 0)2000-2001 SPRING 102/01 5401401 =
2002 | 2{ 0| Fall01-02 gA06/01 1241901
2002 | 4| 0| Spring 01-02 10202 BAEMZ2
2003 | 2| 0|Fall 0203 808402 12419402
2003 | 4 0| Spring 02-03 1/02/03  BAE/03
2004 | 2( 1| Fall03 8401403 12419403
2004 | 4| 2| Spring 04 1/02/04  B/26/04
211
4|2

2005 Spring 04-05 1/02/05  B/26/05

Copy |
] 44] 4] 2] v |er] 0] %l?lgi

e Transcript terms should be set up each year after the Grade System File has been set up. A term should be
created for each grading period for which credit is awarded.

e When setting up each term, enter the Year and the Grading Period. The grading period will usually be the one
for which credit is awarded, or the grading period that houses the grade you want to appear on the transcripts.
Press the Tab key on the keyboard. A prompt will appear enabling you to copy the grade setup structure from
the Grade System File. This feature allows the transcript file to be set up identically to the corresponding grade
system file, which ensures proper transfer of grades. Click OK to copy. You may then edit certain fields on the
transcript term screen. (Description, Start and/or End Dates, Print Checkboxes).

= Record will be Added x|

— Transcript Terms

Year: I 2007 3; Grading Period: I 23; Term: I DH; Deszcription: |
Starting Date:l 7706 3; tdonday Ending Date: I 7706 3; b anday ™ Summer Schoal

e =
essage b
i g r
2 I
I I ] Presz OF. to copy Grading Period 2
2| | e 'y CAMNCEL to continue | |
4 | | ) |
5 | | oK r
E | | . ) |
Z | | & Alpha € Numeric I = T
g | | & Alpha € Numeric I 82 I
—Maote
Schedule Type:  [Block =]
| Grade For Credit: I 13; Seales |
: ﬂ ’TI Cancel I
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== Record will be Added

— Tranzcript Termns
Tear | 2007 EI: Grading Period: | 2;[: Tem: | 1 EI: Descriptior: |13t Semester 05/07
Starting Date: tonday Ending Date: I 12422/06 3; Friday [~ Summer School
Heading Description Grade Type Order  Print
1: oz | Quarter Twa Grade " Alpha % Mumeric I =
2 [Ex1 | |Semester Dne Exam " Alpha © Numeric I 23: v
& |S1 |I:0urse.-’-‘werage " Alpha % Numeric I 33: 7
4 [COM | [Comment " glpha & Mumeric [43] T
5 [COM | | Comment C Alpha & Numeric [53]
E | | & Agha  Mumeic [E3] I
7 | |  Alpha  Numeric I A=
| | " Alpha T Mumeric I iell T
— Mote
Schedule Type:  [Block =]
| Grade For Credit: I 33; Scales |
74 | Cancel

e Thereisacheckbox to indicate that the term is a Summer School term.
e Select from the drop-list the schedule type (Traditional, Block, Modified Block, Trimester).

e Click the Scales button to select grading scale for different grade levels. This was copied when you copied the
grading period earlier.

e The Note field may be used to store notes. These notes do not print on transcripts.

e Click the Copy button to copy the highlighted term. It will copy to the year 2099. Once copied, the term may

be edited.
s Record will be Changed x|
— Transcript Temms
Year Grading F'eriod:l 23; Tem: I 13; Dezcription; INgtEn[ered
Starting Date: Iﬁ Ending D ate: Iﬂ ™ Summer Schoal
Heading Description Grade Type Order  Print
1 [9wk [Nine weeks Grade " Alpha ¢ Mumeric I 12
& |CDM |Comment " Alpha ¢ Mumeric I 23: —
3 [COM  [Comment " Alpha ¢ Mumeric I E1E I
4 [ExM [Semester Exam " Alpha ¢ Mumeric I izl
5 |avE  |Semester Average C plpha & Numeric [53] M
E | | & Alpha  Mumeric I e I
Z | & Alpha  Mumeric I =
8 | | & alpha € Humeric I 833 r
—Maote
Schedule Type:  [Block =l
I Grade For Credit: I 53; Scales |
7| el |
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Edit

ear |GP| T| Description

1993 | ¢ 0OfFall Semester93.99 ARCEE nzert |
EEIREETEE < Transcript Term: ] 3 | 25 -

2000 | 2| 0|99-2000 =l 000
2000 4| 0f33-2000 Feport Optiong————————————————— /00

200 | 2| 0| 2000-20 0400 Delate |
2000 | 4 0| 2000-20 20 =

2002 | 2| 0|Falon . 9/01

5002 | 4| 0| Spring 0 I Print Note 2

2003 | 2| 0|Fall0zC : 5/02 Copy
200% | 4| 0|Spring 0 Brint |  Cancel | Eia

2004 | 2| 1|Falid 007

2004 | 4| 2| Spnng 9 TrIZon /04

2005 | 2| 1|Fall 0d-05 BG4 1249004

2005 | 4| 2| Spring 04-05 1402405 BAZG/OS

2006 | 2| 1|Second Mine Weeks B/05/05 12416405

TIET KR Il | %l‘?lﬂ

e Click the Printer icon to print. Choose the Report Type: Selected Year, Selected Grading Period or All Terms.

Utilities | Transcripts | Requirements

&= Requirements Header |

Code | Description Tyupe

A0 Ormia Both

GEM General Diplama Both
GEMO3 | Requirements Faor 10th Grade Both
GEM10 | Requirements For 11th Grade Both
GEM11 | Reguirements For 12th Grade Both
b b b arty Both

IR

e Both diplomaand promotion requirements can be set up here according to the requirements students must meet
in order to graduate or promote to next grade.

e Click Insert to create anew diploma. Enter code, description, minimum credits and GPA as needed.

s Record will be Added x|
— Requirements Header
Code: II
Deescription: |
Type: Both -
Minimurn Credits: I 0oon Minimum Standard GPA: 0.0000
tinimum Mumeric GPA: 0.0000
P | ok | cancel |
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e Click OK to save. Next click the Define button.

== Requirements for: GEN General Dipl x|

|E|:|urse Tiie IEredits |

bdath 2000
Social Studies 2.000 Change |
ks And Humanities 1.000

Sciehce 3.000

Health 0,500 _Dekte |
FPhupgical Education 0.500 ™ Cycle

] aa] A 2] 0 ]ee]mi] ﬂ

e Click onInsert.

e |nsert course type and number of credits required.

s Record will be Added x|
— Requirerents Detail
Course Type: [Arts And Humaniies =] Credits: [ 00000 Advarced |
— &dditional Reguirements
Crifficuly Lemeel CrReq Difficulty Lewel CrReq
[ - [ 0000 =[[ oo
| =l o.ooo) | =] 0000
—RequiredOR:———— — Required AND:
| = =
| = =
| = =
| = =
| 2 J (8| =]
| |8 =]
I = =
| = =
| = =
| = =
ﬂ Cancel |

o Usedifficulty level for addition requirements.
e UsetheRequired OR, Required AND and/or the Advanced requirements buttons as necessary:

0 All coursesinthe Required AND list must earn credit. At least one course in the Required OR list must
earn credit.

0 Usethe Advanced button to create different options to meet requirements for required courses. Examples:
Option 1 might list one way to earn needed credits in English, and Option 2 would list an aternate way to
earn needed credits in English.
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s Advanced Requirements for: A&H Arks And x|
Dptior: I_ﬂg Optiong: 0-0
Creditz | B| & RBule [«

4| | i
TR |
—Edit

Inzert I ’m‘ Delete I [T Cycle ﬂ

e Tocreatearulg, click Insert.

== Update Records... x|

— Advanced Requirements Detail

Credits: [ [OM2] [ Reguired [ Need All Courses [And)

Cowse: [12th Portfolio Dev. | J ﬁ

— Courzez in Bule

Course #| Courze Name | g

T EREA

Cancel |

o Enter the number of credits. Check the Required and Need All Courses (And) boxes as appropriate.

e  Select the Course from the drop list or click on the& icon to select courses to popul ate the Course #/Course
Name browse.

e Click OK to save therecord.
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A B
== Requirements Header

General Diploma
Requirementz For 10th Grade
Requirements For 11th Grade
Requirements For 12th Grade
b arty

TR

LChange

Delete

a1

Define |
Plan |

%l?lﬂ

Click the Plan button to enter general career plans that can be assigned to students and then modified.

Click the printer icon to print either Requirements and/or Plan for highlighted requirement.

Utilities | Transcripts | Tests

Thisareaisused to set up a structure (construct)
entered and/or imported.

procedure to work. STI does not provide that rec

to store user-defined test data. The data may be manually

A school must have record-layout information from the testing agency to set up the test structure for the import

ord layout.

Utilities | Transcripts | Student Maintenance

"—i Transcript Student Information Maink

Thisfeature is used to mass-assign values to student transcripts.

=101

— Select Filker

=

—Actions To Take

[T Cieate Recaords if Missing

[" Delete Records if Mo Student
[ Owenwrite Existing Records
[~ Owenwrite If Exists

For &l Existing Records:

[ Set Diploma Ta Default

[T Set Gradustion Code To Default
[ Post Graduation D ate

Apply | Cancel I

group of students.

Delete Records With No Student: Check th
student.

Select Filter: Select the student group with which you wish to work.

Create Records If Missing: Check this box if the Student Maintenance utility has not yet been run for this

is box to delete records that are not attached to an existing
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Overwrite Existing Records: WARNING! Checking this box will overwrite al previously posted records.
Thiswill delete ACT and SAT | scores.

Overwrite if EXists: Select this box to overwrite existing information. Thisoption is available only if an item
is checked under For All Existing Records. It will only overwrite the items that are checked under For All
Existing Records. Example: Graduation Date.

Set Diploma to Default: Check this box to set default values for to the diploma codes for all existing student
records.

Set Graduation Code to Default: Check this box to set default values to the graduation codes for all
existing student records.

Post Graduation Date: Check thisbox if you wish to post the graduation date (as set up in the Transcript
System File) to student transcripts for a particular grade level.

Set Enroll Date: Check this box to copy the original Entry Date from the student change screen under
Add/Edit Student Info to the Enrollment Date on student transcripts.

Other Transcripts Utilities

Select Utilities | Transcripts | Post Pro/Ret/Abs to post promotions, retentions and absences to transcripts
for selected terms, attendance codes and grade levels. CAUTION! Mark students who are to be retained before
running this utility at the end of year.

. Post Promoted / Retained / Absences T o [m] |

— Temns To Post — Codes to Print
Year | GP Year: ElE 5 Select: I vl
2006 | 2 —
Grad Per: IE Code| C| Description |«

: @EEL [Period Absence
[ Promate/Retain AMT E 1AM Tardy B
[ PostBank f A

<-Add |
Starting Grade: I q 3;
Ending Grade: I 123:

[~ Owenwite Existing Records

PMT [E |PH Tardy
W Include Withdravn Frd= L PR Tardy Unexcuze

Apply | LCancel

Select Utilities | Transcripts | Recalculate GPA'’s for afilter of studentsif desired. CAUTION! This
utility will remove ranking information for all students contained in the filter. Rank report must be rerun to
establish ranks again.

= Recalculate GPA from 0] x|

" Select Filter

[ | .|

[ Sustem File Grade Lewvels Only

Apply I LCancel I ﬂ
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e Select Utilities | Transcripts | Erase Grades/ GPA Info for afilter of studentsfor agiven term(s) if
desired. CAUTION! Call STI support for assistance.

= Delete Grades / Cle o ]
Students Selected: 1]

— Select Filter
=1 L.

Clear Options: (SEEIEEEES -
Select Term(s] |Cloar GPA Info

“ear | GP| Description |A|

2001 420002001 SPRIMNG

2002 2| Falm-oz

2002 4| Spring 01-02

2003 2| Fall0z02

2003 4| Spring 02-02

2004 2|Fallnz

2004  4|Spring 04

2005 2| Fall 04-05

2005| 4| Sprng 04-05 j

2006 2| Second Mine Weeks =

Apply I LCancel I

e Select Utilities | Transcripts | Import SAT |, ACT, PSAT and PLAN Scores to start the import process.

"2 Import SAT I/ACT Sco... M=l Ed

Test to lmport; (B2 I
Test File:
[ Erint Students Loaded
[ Import Previous S4T | Scores
Apply | LCancel I

e  Select the test to import.

e Click onthe Ellipsis button to locate the file containing the test scores.

o Apply the appropriate checks for Student # = Social Security Number, Print Students Loaded, etc.
e Click Apply to begin the import.

Quick Reference Guide STI_1003061345 STIOffice — Transcripts e 10



Viewing or Editing Transcripts

In the STIOffice main menu, select Students | Desktop or Add/Edit Student Information. Select a student, click
the Transcript button, and then perform the tasks described below.

Transcript Tab
Thistab displays grades, credits earned and GPA by term/school.

«m Transcript {Boo, Roberto E.)

Trangeript |I_nf|:| I Status I Career Plan I
2005 2004-2005 Fall Smest 11 2005 2004-2005 Spring Sem 11

Course Grd| Credit]t] | Couse Grd| Credit|t]
| Englizh | 70 | 05000

iAloebrs | 20 | 05000
Biclogy | 87 | 05000
Health 100 | 05000

Creative Writing

<] | » oy S NEn arn
GTS 2.4000 2.000 GTS 2.5000 2.000
Corse Grd| Credit]t| | Course Grd| Credit]t] [Courze Grd| Credit]t]

ETETT B R IFTES B B | T B
[0
4l Grades | GPA | |§| ? |ﬂ

[ Credit Classes Only

e Tobuild atranscript for atransfer student, right-click in an empty frame and select Add a Term.

e |f no empty window is available, go to Utilities | Transcripts | Terms and create aterm for the current year.
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s Transcript (Boo, Roberto E.

]

Tranzcript |I_nf0 I§tatus| Career F'Ianl

2005 2004-2005 Fall Smmest

11 2005 2004-2005 Spring Sem 11
Course Grd| Credit]t] | Couwse Grd| Credit]t]
_____ English | 700500
Biology | 87 | 0500
Band Health 100 | 0.500/0
Creative \Wiiting add a Term
] | oy AR s »
GTS 2.4000 2.000 GTS 2.5000 2.000
Corse Grd| Credit[t] | Course Grd| Credit]t] [Course Grd| Credit]t]
©f CEORONEE PR e R
*
[ Credit Classes Only 7
bl Grades | GP& | |§| ? |ﬂ

From the drop-down list, select aterm and a school. Then enter student’ s grade level when grades were earned.

‘._’= Add a Term {Boo, Roberto E.) 5[
Term Information
Temn: |2003-04 Fall Semester =l
School: |Glasgow Test School =]
Grade I-mg
ag I Cancel I

On the next screen, begin entering the courses and grades from the transferring school. Select the courses from
the drop-down list (drawn from the Valid Course File) if possible; otherwise you may enter the course name
manually. Be sure all information is complete- i.e., Grades, Wt. Additive, Wt Mult, Standard quality points,
Numeric valueif applicable, and Credit earned and Attempted, School. Check Transcript Display Override

and/or Repeating Course if needed. When al courses and grades have been entered, click Cancel to close the
screen.
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s Record will be Added (Boo, Roberto E-) (2004 2003-04 Fall Se |

— Transcrpt Grades

Course: || = Type: | =
Teacher. | = DifLvi | =
— Grades Scale  [Humeric ]
Mine Weeks Grade I - :
Camment I— Y/t Additive: | 0.000 Credit: | 0.000
Commert I— it Mulk: I 0.000 Alternpted: I 0.000
g ter E Standard I 0.0000  Absent: | 0
emester Exam |
- Mumeic: [ 00000 Tade [ 0
Semester Average | FRHMEE ardy
Schoal [Glasgow Test School =
Mate:

[~ Transcript Display Ovenide | Bepeating Course

ju]8 I Eancell

Info Tab
This tab displays information such as diploma and graduation codes, graduation date, enrollment date and transfer school
(the latter should be selected in the From field). A checkbox is provided to indicate whether atranscript has been
received for atransfer student. There are also fields provided for test dates and scores for the ACT, SAT, PLAN and
PSAT. Spaceis provided for entry of notes. The option for the writing component for ACT was added.

= Transcript Info (Apple, Daniel R.)

Transcript Info |§tatus|l:greer F'Ianl

Dz ~ |  Eroled [

Grad Code: | :l from: | :l
Grad Date: |— [ Transcript Received
pAET Eng um th Math 2a ag at Bead 2z al SciReas Wite Comp
ik [0 Jo fJo | fo (o o e [0 o o - fo f o fo
2 NN (N N (O S
3 NN (N N (O S
4 NN () O A N
— PLAN
| fo oo oo oo oo o o o

—SAT FSAT
1: vwio M{o W 0 elo0mjoo T 01 W0 M{0 (WY 05k 0
Z ] I 0 oo 0o 0z ] ] I o
3 ] I 0 oo 0o 0|2 ] ] I o
4 i I 0 oo ali] 0

Motes: -

bl Grades|  GPA |
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Status Tab
Click thistab to check for a student’s status regarding goals that have been selected based on requirements.

&= Check Requirements (Boo, Roberto E.) x|

Transcript I Info Status |Egleer Plan I

Goal Sought:  (EXTETE Diploma Check: I "I

[ weighted GPA

— Credits
Required: 2400 Earned: 4000 Enralled: 0.000 Statuz: Lacking 20,000 Schedule |

— GPA
Required Standard: 20000  Curnulative: 24444 Statuz OK
Mumeric: 80,0000 92 0000 OK
=l
— Courzes by Type — Requirements Lacking in Arts And Humanities

Diff Level Required | Eaned | Status |

Eralizh 4.00 0500 0.500| 3.500-
Foregnla | 200 0000 0.000| 2000
Health 050 0500 0.500]0K

Math 4.00| 1.000| 1.000| 3.000-

AMD Courses Not Taken |

Physical E 050 0000 0.000) 0.500-
Science 3.00( 1.000( 1.000| 2.000-
Social Stu 300 0000 0.000) 3.000-

bl Grades | GPa Il%l‘?lﬂ

e  Select the Goal Sought from the drop-down list, and then choose to Check either Requests or Schedule.

0 Check Requests will review the course requests of the student and edit the number of lacking creditsto
reflect the new statusin Enrolled In credits asif the student were actually assigned all courses requested.

o0 Check Schedule will check the courses in the student’ s schedule to determine if the student meets the
requirements for the selected diplomatype.

Career Plan Tab
Click thistab to create an individual career plan for the student. Alternately, you may select a standardized plan created
in Requirements and then customize the plan for the individual student. Here you may also enter the student’s
Postsecondary Plans and Career Interest.
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..: Career Plan {(Boo, Roberto E.) ﬂ

Iranscriptll_nfn I§talus Career F'Ianl

D ate Establizhed: I 9,/08/05 3: Postzecondary Plans: | ;'
Career Interest: I_ vI
A | Grade 3| Grads 10 | Grade 11 | Grads 12 |
Gd] Course #| Course Mame T] 5] L] B &]inst] Prefemed Teacher [« ek
[ Inzert |
Lhange |
Delete |
[~ Cycle
Select a Plan |
1444 4] 2] v [rr] vi] | %l
Notes: "
=

All Grades GFA

S EIEIRAE

e Click the Print icon to print student’s Career Plan.

e Colorsindicate: Gray for Received grade in course; Black for Not taken; and Blue for Currently enrolled in
course.

e Click the All Grades button to view all grades that have been earned by the student during previous school
years. Current year grades are not displayed here until after Rollover.

== 8ll Grades {Boo, Roberto E.)
Eil3 Einlagy | 1) 0&00| 0600 95
20050 2 .01 | Advanced Chemistry 11 0.000 0.500 EE
2005 2 505,01 |Band 11 0.500 0.500 100
2005 2 4201.01 | Creative Writing 11 0.500 0.500 a0
2005 4 103.00| Englizh | 11 0.500 0.500 7a 7a
2005 4 303.00| Algebra | 11 0.500 0.500 aa 72
20050 4 403.00| Biology | 11 0.500 0.500 aa a5
2005 4 504.00 | Health 11 0.500 0.500 100 100
a4 2] e [ee]m] 4] | |
LChange I Delete | ﬂ

e Click the GPA button to view cumulative GPA information, as well as class rank and the GPA used to calculate
rank. This screen will also display the last date on which the Ranks report was run, along with the name of the
user who ran the report.
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x-."-.: Record will be Changed (Boo, Roberto E.) 5[

— GRA
— Unweighted —Weighted
Start of ear TTD Start of r'ear YTD
Standard: | [ ERRIND 11.0000 Standard: | [ 11.0000 11.0000
244444 244444 244444 244444
Mumeric: | 414.0000 414.0000 Mumeric: | 414.0000 414.0000
9200000 92, 00000 9200000 92, 00000
—Rank — Credits
| 0 off0 Start of Year TD Fecaloulate I
GPA: 0.00000 Eamed: 4.000 4.000
Run on 08/18/04 Attempted: 4.500 4.500
by England, Julie Wheight Atternpted: I 4.500 4.500
Number Wit Credits: | | 0.000 0,000 =
‘@‘l Cancel I

e Click the Recalculate button in the GPA menu to recal culate the GPA for the selected student. Caution! The
student’s class rank and rank GPA will be set to 0. The Ranks report should be re-run in order to rank the
students correctly.

e Click the Labels icon to print a permanent record label for the selected student.

@] Gea | el | @ (o

&= Permanent Record Label {Boo, Roberto E - |EI| Xl
— Select Filk
| =lEer_l = Students Selected: 1
-

Order: |Last M ame "I J

— Report Optionz
Label Size:

[ Special Starting Paint

Label: STI-LO404PG
kM ax Gradez/Courzses per Label: 2/11

[ Print Credit [ Daily Attendance  10: IStudentNumher VI

[~ Print GP& [ Dne‘Year Per Label

— Select Term(z] to Print

Letter Grade————
vear | GP| Description | «|
20071| 4| 200007 Spring Sem
2002| 2| 2001-02 Fall Semest
2002| 4| 2001-02 Spring Sem
2003 2| 20022003 Fall Seme
2003| 4| 20022003 Spring S¢ Piirt
2004| 2| 200304 Fall Semest _ it |
2004| 4| 200304 Spring Sem
s005 2| 3004- _ Cancel |
2005| 4| 2004-2005 Spring 5
5 ? rj-”
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o Select thelabel size, the termsto print, and then apply checks to include data.

e Click the Letters iconto set up and print aletter of recommendation for the student.

Recommendation Letter
Dete: [ D]
Desc: |
[ Sent Letter Letter |
r@l ok | Cancel |

e Select the date.

e Enter adescription of the letter.

Click on the Letter button to either edit an existing letter or create a new letter for the student.

“
|52 |

o  Click the printer icon to print atranscript for the student.

& Student Transcripk

=10l x|
- Select Eilker Students Selected: 0
| ;I — Termn Transcrpt Options—————— - Adwanced Options————————————————
Order: Im J 10 to Prink; Im Cusgtom GPA Labels g
— Transeript Options—————————— [T Add Mumeric Weight to Grade Standard: IStandard:
Vet Ui Im — Signature:; Wwheighted: |Weighted:

= ~ ' aneighted:lUnwei hted:
Earliestﬁrade:l DDH; Egpies:l 13; Deie Custom bl :

Murnesic: INumeric:
Wweighted: I‘-A-"eighted:

— Print on Tranzcript 1 CustomHeadng————

¥ Credit [~ Credit Classes Only um""‘EiE'I"tEd:I'-'”'*\“Eigl'“e'i
v GPA [ Print Currently-Enrolled Courses
[Both =1 [Both E | —Eeia

Tem GPA u —1 Print Grading Scale———————
“Standard ] |Unweight=d x| Print &ttendance

[~ Supplemental Page
¥ Fankl” Rnk GPAT Uneamn Pts i pI,J ,g
[ Testing Information

1 Letter Grad

?|[@ s

[T Fiint Pictwre [T Shat Records
™ Print Home Room Infio

Prirt LCancel

e  When printing atranscript for an individual student, do not select afilter.

Select the transcript type.  Checkbox options will vary based on transcript type selected.
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e  Choose the earliest grade to include.

e Enter the number of copiesto print.

o Apply checksfor the information to include on the transcript.

e  Select the type of Student ID to print.

e  Check any additional information to include.

e Click Print.

Transcript Reports
To print transcript reports for groups of students, select Daily | Transcript Reports and choose from the following:

e Transcript Information: Builds areport drawn from information in the Transcript Information tab.

&= Student Transcript Information

Students Selected: ]

—Select Filter

T
Order: |LastName 'I J

Fiepart Dptions

Report Type: Im
1D T Print: |Student Mumber vl

=101 %]

—1 Include Summary

— Transcript Dptions

Diploma: |

Graduation: |

=
=

ki

[~ Remave Mon-lncluded Brint

LCancel

& student Transcript

o | = ————
[ i
Order: |LastName 'I J

— Tranzcript Options

EarliestGrade:l DDHC Cgpies:l 13;

Tranzcript Type: ITerm-Driented 'i

— Print on Trangcript
v Credit [ Credit Classes Only
v GP&

Transcripts: Printstranscripts for afilter of students.

— Term Transcript Options

1D to Print: IStudent Murnber 'I

[~ Add Numeric weight to Grade

— Signature;

o Default  © Custom Mone

1 CustomHeading————

[Both x| |Bath |

Term GPA
“Standald =] [Unweighted =]

¥ Rankl ™ Fnk GFA Uneamn Pts

’-r Letter Glade—‘

 Extra:
I Print Attendance
[~ Supplemental Page

[~ Testing Information

[ Frint Ficture ™ Shot Becords

™ Print Home Room Info

=10 x|

Students Selected: 1]
—idvanced Options————————————————
Custom GPA Labels Q

Standard: I Standard:
Weighted: I\N’eighted:

Uniweighted: | Ureighted:
HMumeric: I Mumeric:

Weighted: IW’eighted:

Uniweighted: | Ureighted:

[ Frint Currently-Enralled Courses
Frint Grading Scale

2|[@s

Print | LCancel |

Quick Reference Guide
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e Reguirement Checking: Use thisreport to check requirements (status) for afilter of students and to generate

a Status report.

_Eix
Students Selected: 1]
— Select Filker — Report Options
[ ~ | | | Students to Pint [3] Studerts =
Order: [Last Name =] J 1D Ta Print; |Student Mumber =]
Hepark Type: | w I
— Requirement(z] to Check
. Check: I vI
[ Graduation Code
[ Diploma Code [ weighted GPA
Other Fequirement to Check I Remave Nonncluded
’] =] [ One Page per Student
? | Frint LCancel
e Permanent Record Labels: Prints permanent record labels for afilter of students.
&= Permanent Record Label (Boo, Roberto - |EI|5|
— Select Filker
= Students Selected: 1
| =l

Order: |Last M armne "I J

[” Special Starting Paint

— Report Options
Label Size:

™ Print Credit [ Daily Attendance
™ Print GP&

Label: STI-LO404PG
M aw Grades/Courses per Label; 2/11

1D |Student Mumber  *
[T Oneear Per Label

— Select Term(z] to Print

Letter Grade—————
ear | GP| Dezcription |A|
2007 42000401 Spring Ser
2002 2| 200102 Fall Semest:
2002 4|2001-02 Spring Sem
2003 2| 2002-2003 Fall Seme
2003 4)2002-2003 Spring S¢ Ptk
2004 2| 2003-04 Fall Semest _—I
2004 4|2003-04 Spring Serm
2005 2| 2004-2005 Fall Smes ﬂl
2005 4 2004-2005 Spring 5
2005| &) Summer School 57 ? t'jjj

0 Select the label size and the terms to print. Then apply checks to include data.
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o Duplicate Credits: Buildsareport for afilter of students listing any duplicate credits.

&= Duplicate Grade R =10 x|

Students Selected: ]

— Select Filker

[ ~ |
Order: [Last Mame =] J

— Report O ptions
1D T Prink: |Student Murmber LI

[T Usze Alternate Course Mumber

[ Include Same Year Duplicates

[T Same Section Only
[ ThisYear Only

ﬂ Frrirt I Eancell

e Career Plans: Buildsareport for afilter of students showing their progress towards selected career plans (as
designated in the Career Plan tab).
=10 x|

&5 Career Plan Repork
Students Selected: a

— Select Filter — Post Secondan Plans

[ - |
Order: I vI J
—Report Optiong—————————————
ID' Ta Frint: |Student Mumber
Beport Tppe: IIncIude Summary "'I

[~ Piint Mote

[” Exclude Previous Years

Frrint Cancel
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e Test Results: Buildsareport for afilter of student based on User Defined Tests.

&= Student Test Results

— Select Filter

[ ~ |
Order: ILastName "I J

— Report Options

1D Ta Prnt: IStudentNumber "I
Frirat: I vI

Starting D ate: I 3;
Ending D ate: IEU'DB:'DE 3:

[ Print One Student Per Page
™ Print Picture
[~ Remove Norncluded

Studentz Selected: 0

— Specihc Test 0phons
Test:

I jv

=100

Sart By
Sechon: | =]
Score: | =]

™| Erint Selected Scare Only

£ Humeric ) &lpha

Bange
’7 Fram: | |

Frint I

LCancel |

ki

e Test Comparison: Generates areport comparing test scores based on User Defined Tests.

Rz
Studentz Selected: a
— Select Filter Specihc Test Optione—————
[ | | | 1o | |
Order: ILast Mame vl J Secton; I vl
— Report Options SCoTE: I jv
ID ToPiint: [Student Mumber x|
Beport Type: I.-“-‘-.II Test Info VI
Starting D ate: I 3;
Ending D ate: |SJE|8£E|5 3
[~ Show Date of Each Attempt
[ Print One Student Per Page
[ Remowve Mo neluded 2 | Fririt Cancel
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