Student

A ASCENDER

ELEVATING TECHNOLOGY SOLUTIONS

ASCENDER GUIDES

ASCENDER Grade Reporting - End-of-Cycle
Report Card Process

2026/04/04 00:17 i ASCENDER Grade Reporting - End-of-Cycle Report Card Process



Student

2026/04/04 00:17 ii ASCENDER Grade Reporting - End-of-Cycle Report Card Process



Student

Table of Contents

Prer@QUISIEES .............ccoooo oo it e et a e e e e e e e e e e e e r 1
I. ReVieW Previous Grades ...............cccouiiiiiiiiiiiiiiiiiiii ettt e e e e e s e e 1
A. Run the SGR1000 - Blank, Failing and Incomplete Grades report .........cccoceeeeviiiiiiineeniiiinnn. 1
B. Update blank, incomplete, and N/G cycle grades for students. ........ccccooiiiiiiiiiiiiiiineeniiiinen. 3
C. RUN SGRIO00 @Q@IN.  .eiiiiiiiee ittt ettt e ettt e e et e e e e e et e e e e e s e nb b e e e e e e s annbr e e e e e s annnneaaeeanns 5
Il. Review campus and diStrict options .......................ccccccoiiiiiiiiiiiii 5
A. Review campus control option tables. ... 6
B. Review report card COMMENTS. ...uuuuiiiiiiiiiiii e e e e e e e e e e e e e e e e e aaaraaaaae 7
C. Review TeacherPortal OPLIONS. ....c.eeiiiiiiiiiiiie et 8
Ill. Verify that instructors are ready to posSt ...................ooooiiiiiiiiiii e 10
A. Check CUrrent CYClE @VEIAGgES. ..ooiiiiiiiiiie ettt e e e s e e e e s s nrr e e e e e 10
B. Instruct teachers to poSt grades. ... 12
C. Monitor teacher posting StAtUS. ....covviiiiiiii e 15
IV. Post grades, compute attendance, and assign credit ..........................cccoeeiiiiiiiiiine 16
A. Post grades from TeacherPortal to ASCENDER Grade Reporting. .......ccccccvveeenniiiiieeeeninnn 17
B. (If needed) Reset a teacher's posting StatusS. ... 21
C. ComMPULE atteNAANCE. .iiiiiiiiiiii e 22
DS [o o =10 L T = o = 23
Vo VENIFY Grades ..o e e e e e e e e e e e 24
A. Print class rolls and get signed by teachers. ... 25
B. (If needed) Change verified grades. ...t 26
C. Print/save final verification for teacher to approve (if grades were changed). .................... 28
VI Print report Cards ...t e e 28
A. Do a final review of grades before printing .........ovvviiiiiiiii s 28
B. Update report Card MESSA0ES. .....uuiiiiiiiiiiieeeiieii ittt e et e e e e e e e e e e 29
C. Verify campus printing OPLioNS. ....eeee oo 32
D. Assign control numbers (if printing report cards by control number). ........ccccccoeiiiiinns 33
E. Print SeCoNdary repOrt CArds. ...uuiiiiiiiiiiiiiiiiiiiiir e a e e e e e e e 36
F. Print elementary report Cards. .......cccoioooiiiiii e e e e 38
VIl. (OPTIONAL) Publish report cards to ParentPortal ...........................cccoooviiiiiiiiiiinnnn, 41
VIHI. Complete final SEEPS ..............cooooiiiiiiiiii e 42
A. Print recommended rePOMS. ....ueiii it e e e 42
B. Reset semester and CYCIE. ..o 42
C. Additional fOlloOW-UP IEEMS. ..euiieiiiie e e e 43

2026/04/04 00:17 iii ASCENDER Grade Reporting - End-of-Cycle Report Card Process



Student

2026/04/04 00:17 iv ASCENDER Grade Reporting - End-of-Cycle Report Card Process



Student

ASCENDER Grade Reporting - End-of-Cycle
Report Card Process

This guide covers the complete process for generating report cards at the end of a cyle.

Prerequisites

e This guide assumes you are familiar with the basic features of the ASCENDER Student system
and have reviewed the ASCENDER Student Overview guide.

NOTE: Your pages may look different depending on your grading cycle setup.

l. Review Previous Grades

IMPORTANT: For semester averages to calculate accurately, ALL previous/closed cycle grade
fields must be reviewed for blank, incomplete, and N/G grades. Accurate working semester
averages are essential for assuring a successful import of semester grades and end-of-
cycle/semester 1 grade processing.

A. Run the SGR1000 - Blank, Failing and Incomplete Grades report.

A. Run the SGR1000 - Blank, Failing and Incomplete Grades report

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1000 - Blank,
Failing and Incomplete Grades

This report provides a list of students with blank, failing, or incomplete grades, and No
Grade. Self-paced courses can be included. The report should be run for each previous cycle
to check student grade fields in ASCENDER Grade Reporting for blanks, incompletes (I), and
No Grade (N/G). Posted blank or incomplete cycle grades MUST be updated prior to posting
semester grades from the TeacherPortal in order to post accurate working semester
averages.
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Prevviow ] [ PDF C5V ] [ Clear Options

Grades Report Group SGR1000 - Blank, Failing and Incomplete Grades

Parameter Description

Ending School Year [YYYY)

Value
Gompus 0

m_:.;_\! (s-u-m—mr{l.z.z.4} [z ) .
[ Cycle (1,2.3) B ]
)

Type of Grade (C=Cycle.S=Semester F=Final) [c

(Rm Type(B=Blnk=Incmplt.F=Failing N=N/G C=B&I&N.A=AL) [T ] ]

Instructors R:-I
. Sort Order (S=Student.) =Instructor)

e Run for each
0.5 previously
posted cycle.

Include Self Paced Courses (Y,M)

nclude Withdrawn Students [Y.N)

)
)
)
)
)

L ¢

Schedule of Classes (Grd Rpting)

feaching Asslarments — Attendanoe Track (Blank for All)
2QRS000 - Coynt of Specil Ed Students per Teacher Chieck Student Entry WD Dates for Blank Grades (Y)M)
Print Only Transfer Courses (Y,N)
Master Schedules Report Group
SGROOSO - District Master List (Grd Rpting)
A - bl sctpr Srtndle el Brdinn
Date Run: 1/23/2020 11:12 Blark, Incomplzte and ‘NG Grades Program IC: SGR100
Crnty-Dist: 001-901 Mockingbird High Schoal Page: 2 of §
Campus: 001 Sch Year: 2020 # Inzctive Instructor
Semestar: 1 Cycle: 1 Type: Cycle *Withdrawn Student
SiF Swdent
Instr _ Instr Mame Grd  Course Mumber Course Title Pod Sec ID Mame Trk Sex Cycde Sem  Fin CIT ABS
B0 BROWMN-BUSTOS, 03 9300 Monitos N 03 0B1774 Traver, lvanE 01 M blank ]
1 9300 Monitor N 03 023733 Bl Ashlzy N 01 F blank 0
1 9300 Monitor N 03 382201 Duron, Jasi M 01 F blank 1]
11 9300 Monitos N 03 017078 Montamees, Alec| 03 M blank ]
il 5500 Monitor N 02 018813  Nunez, Annabelle M 01 F blank ]
12 3500 Monitor M 03 073312 Faragoza, Caithn R 03 F blank o
12 3500 Manitor N 03 035253 Oivera Perez, Krista L 03 F blank a
E27  CASAS, CATHERIME 09 8300 Monitor N 14 052008 Aguilar, Embedynn K 01 F blank ]
03 5300 Monitor N 14 330203 Anderson, Alison F 01 F blank 0
09 5500 Monitor N 14 051330 Brown, Celeste M 01 F blank ]

O Run this report for each posted cycle.

Set Rpt Typ to C to get only the blank, incomplete, and N/G grades.

O It is recommended that you distribute the report to the instructors for assistance in updating
the incomplete, blanks, and No Grades, and set a deadline that allows time to enter the grade
changes prior to posting grades for the final cycle-semester end date.

NOTE: You can also run SGR0900 - Class Rolls (Student Grade Information) for a prior
cycle (by instructor or course) which will help identify students who have cycle grades
that need to be calculated by the instructor in TeacherPortal. You can print and
distribute this report as a verification sheet for instructors to update and sign.

Note that the report may also include students who are waiting on cycle grades from a
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previous district.

TIP: For an individual student report of current assignment grades that have been
entered in TeacherPortal, use Grade Reporting > Maintenance > Student > Individual
Maint > Assignments and click O the to view a report for the course.

Student Mame:  ALPAUGH, CHARLEER Student ID: 004227 Report Date:  As of Jan 23, 201
Penod Class
01 8303 01 HEALTH SCIENCE Calculated Average: 86
Posted Average Teacher Curmrent Semester Curmrent Cycle
086 BOWLES, PATRICIA 1 1
Assignment Due Date Grade Late Redo
Daily Weight(50%)
Historical Contributions to Healthcare 08/21/2019 100 J N
Understanding Healthcare Terms 08/26/2019 g0 N N
Intro into healthcare systems review 08/27/2019 o7 N M
Matching Healthcare careers 09/03/2019 g7 N N
Understanding Healthcare Careers 09/06/2019 70 N N
Law VS Ethics 09/11/2019 o0 N N
Understanding Legal Principles inn healthcare 09/11/201% o0 N N
Safety and Quality improvement 09/19/2019 o0 N N
Understanding infection control 09/20/2019 o0 N M
Career Pathways 09/05/2016 T0 N N
Exploring healthcare careers review 09/06/2019 &7 N N
Laws and Ethics Review 09/13/2019 6 N N
Ethics vocab Terms 09/13/2019 30 N N
Infection Terms Quiz 09/23/2019 70 N N
Cumulative review 10/01/2019 g8 N N
Daily Avg 85
Test/Projects Weight(50%)
Healthcare Svatems 08/28/2019 93 N N

B. Update blank, incomplete, and N/G cycle grades for students.

B. Update blank, incomplete, and N/G cycle grades for students.

Grades can be updated for students individually or as a group (same instructor-course).

e Individual: Grade Reporting > Maintenance > Student > Individual Maint > Grd Update
e Group: Grade Reporting > Maintenance > Student > Group Maint > Post Grades
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Individual Students:

Grade Reporting > Maintenance > Student > Individual Maint > Grd Update

DEMO CRS ASSIGN GRD UPDATE GROVCRS MAINT COURSE CODES SCHED IMQUIRY GRADE AVG CRSMSEC CHAMGE CTE ASSIGHMMENTS PRIOR
Include WD Courses? (] Sem 1 (8) Active Student
Sem 2 () Semester 1
Detail Course Sec Tide i::: Cye3 Exam Sem Final Crdt C;R C;E E;u

o] 1000 07 ADVISORY ) D | C ) C ) C) ) )0
@] 1100 02  ENGLSH 1 O () () ) )00
0 2100 03 ALGEBRA1 |:] - | (] ) O
0 3100 04 BIOLOGY O @ C) 000
0 4100 07  WORLD GEOGRAPHY ] 059 - | D D G D D
0 5100 09 ATHLETICS 1 O (wer] (] (es] (] ()
0O 6100 01 BAMD1 O [:] | [:] C] C] C] C] C]

O Update blank, incomplete, and N/G grades with information provided by the instructor.

The updated cycle grade field will then be posted in TeacherPortal, which allows the system
to calculate a current working semester average in TeacherPortal system prior to running
the Grade Posting From ASCENDER TeacherPortal utility.

O Verify these updated fields are displayed and calculating correctly in TeacherPortal.

Group of Students:

Grade Reporting > Maintenance > Student > Group Maint > Post Grades
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M GROUP COURSE CHANGE ADDDELETE COURSES

Instructor: 472 BELL JE

Course [BS08.06 LIFE HUT & WELL (EELL) |3 Sem: Cye Track (] Include WD Students . Retrieve ]
Stuld  MName Xfer Cye Exa Sem Fim Crt Citz Crtl Crnit2 Cmit3 Crnitd CmitS
sonzez jaomoceren |01 (o) CJIC ) IC ) CO D) CO=l el C= iC)=|[(C)=
003267 CRUZADRIANG O ] ( | =] 1= [+] [*] =
003154 HILTONNATALEA [ CIC 30 1 ] = (= (= (= )=
003122 MARIECALLELC O (o] | :] ( C] :I =] | = C] [=] C] = =
000143 NAVAISABELLAY [ (| | = (&8 (= (1= (=
003258 OSSEMKOPPIULEL [ 1 C i L | 1] | = = =
wnu maceenes OO (OO (O (OO Oe Oe Oe Oe O
003967 STEWARTCALINA [ | 090 C 11 C I = 1= 1= = )
004036 VIZENAMCKENZER [ ] | = (= (= (= )=
003135 WALLACE aYDEMY [ ] [089 ) | :] C] ( [:] :| = 1= C] = C] = =

O Update blank, incomplete, and N/G grades with information provided by the instructor.

C. Run SGR1000 again.
C. Run SGR1000 again.

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1000 - Blank,
Failing and Incomplete Grades

The report should have no data if all blanks, incompletes, and N/G grades have been corrected.

NOTE: There are some situations where you may not be able to correct all grades. For
example, a student may be sick for an extended period at the end of a cycle. You will
need to follow up for that student. It is recommended that you retain a list of any blank,
incomplete, or N/G grades that could not be updated before posting end-of-semester
grades.

Il. Review campus and district options

The following fields are likely already set correctly, but a quick check is recommended.
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A. Review campus control option tables.

A. Review campus control option tables.

Grade Reporting > Maintenance > Tables > Campus Control Options > Ranges & Conversions

0E9

Highest Exam Grade Allowed

Low Exam Grade Allowed:
Highest Mon-Passing Grade:

Display Mumeric Grades as Alphac C]

= Schoc ear 2020202
PARAMETERS RAMGES & COMVERSIONS COMPUTATION H ROLL & GR AVG PRINT OPTIONS POSTING PARAMETERS NYR
Highest Cycle Grade Allowed: 100 Grada Comverzion information

0 Review Highest/Lowest grade allowed.

Grade Reporting > Maintenance > Tables > Campus Control Options > Parameters

Type of Grading:

Ending Period

Mbr of Cycles Per

Beginning Period.

Mbr of Reporting Semesters:

{ Save | [ Student Information School Year: 2021-2(
PARAMETERS RANGES & CONVERSIONS COMPUTATION H ROLL & GR AVG PRINT OPTIONS POSTING PARA
Options Track End Dates
Current Semester Track :
Cycle 1 Cycle 2 Cycle 3
Current Cycle 1w
— Semester1  [10-01-2021 | [01-03-2022 | |
Low Grade Lewel: [OEI Grade 9 v]
Semester 2 (03-04-2022 | (05-23-2022 | |
High Grade Level: [ 12 Grade 12 V]

09

Semester:

T

Semester 4

O Confirm that the Current Semester, Current Cycle, and Track End Dates fields are

correct.

IMPORTANT:
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Pay particular attention to Track End Dates if you have had any unplanned campus

closure dates.

O Be sure to verify that track end dates are correct for each track.

Grade Reporting > Maintenance > Tables > Campus Control Options > Posting

Save Student Information School Year: 2023-2024

PARAMETERS RANGES & CONVERSIONS COMPUTATION H ROLL & GR AVG

Posting Options

Allow Cycle Grade: Allow Numeric Exam: Allow Absence:
Allow Semester Grade: D Allow Final Grade: Allow Tardy:
Expect Exam Grade: D Auto Citizenship: [:] Allow Credit
Allow Exempt Exam: Citizenship Grade:

Allow Alpha Exam: )

Campus 001: 001 S

PRINT OPTIONS POSTING

O Verify that all fields are set correctly.

NOTE: The following are only necessary for campuses that do not use TeacherPortal:

Allow Absence

Select if absences can be posted from external grade book files.

Allow Tardy

Select if tardies can be posted from external grade book files.

Allow Credit

Select if credits can be posted from external grade book files.

B. Review report card comments.

B. Review report card

comments.

Grade Reporting > Maintenance > Tables > Grade Reporting Tables > Rpt Card Comments
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This tab allows you to set up instructor comments for student report cards and interim progress
reports (IPRs). Instructors can select from these comment codes in TeacherPortal to assign
codes to individual students. The comment descriptions are printed in the Explanation of
Comment Codes Used Below section of the report card or IPR (or Explicacion de Cddigo de
Comentario Utilizado Debajo if Spanish) when the corresponding code is selected for the
report card/IPR.

Comments should be set up in both English and Spanish. If a comment code does not
have a corresponding Spanish comment, the corresponding English comment will be printed on
the Spanish language report.

It is recommended that these be set up at the beginning of the year and not changed
during the year.

O Update the comments as needed.

NOTE: If a report card comment code does not have a corresponding Spanish comment,
the corresponding English comment will be printed on the Spanish language report card.

Secondary report cards (SGR1300 and SGR1350) use only codes A-N.

Elementary report cards (SGR1400) use codes A-Z and 1-9.

C. Review TeacherPortal options.

C. Review TeacherPortal options.

Grade Reporting > Maintenance > TeacherPortal Options > Campus > Options
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Save

OPFTIONS  TEACHER PROFILES ~ CATEGORIES ~ ADMINISTRATIVE USERS  FIRST DAY COUNTS CTRL

Options

Type of Posting Both v Open for Grade Posting

=]

h-]

<
—/

rior Days Pasting

Allow Mew Categories

Allow Discipling Referrals

BEO [

Allow Assignment Rubrics

Display Program Information

School Year: 2023-2024

Weighting Types

BEE

ighting Type Multiplier

itle
cTE
Migrant
E‘”IL’\.\'?\-IH e Message N
File  Edit Insert View Format
FontFamily = | FontSizes~ | A~ - B J U 5 |x X & E E E E E L
1) € =~ =~ | ! 66| Heading1~ — = & XN & H
| Welcome to your Campus 000 TeacherPortall )

O Set Open for Grade Posting to Open so that instructors can post end-of-semester grades.

O Select Allow Semester Override if you wish to include the Semester Override field on
the TeacherPortal Cycle Grades page allowing an instructor to override a working semester

average.

For example, if a student's working semester average is 69, the instructor will be able to
enter 70 in the Semester Override field. When the Grade Posting From ASCENDER
TeacherPortal utility is run, the override grade from TeacherPortal will be posted as the

student's semester grade in Grade Reporting (rather than calculated).

Clear the field if instructors are not allowed to override a semester grade.

Be sure to check district policy about semester override grades.

O Update the Campus-wide Message as needed.

Grade Reporting > Maintenance > TeacherPortal Options > District > Options
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Save School Year: 2021-2022
OPTIONS HINT QUESTIONS ADMINISTRATIVE USERS STDS-BASED CONV TBL STDS-BASED GRD STANDARDS STDS-BASH
TeacherPortal Use Flag: [ TeacherPortal is enabled v]
Photo URL:
[https':.-'.-"-’hotos.-'UUIg02 ]
District-wide Message:
File  Edit Insert  View  Format
FontFamily~ FontSizes~ | A ~ A~ B J U & x x £ & = = = = T,
Q =~ i=~ ) g6l Headingl~ | — = & 3{ &
TEXAS ISD celebrates our teachers!

O Update the District-wide Message as needed.

lll. Verify that instructors are ready to post

A. Check current cycle averages.

A. Check current cycle averages.

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1155 - Current

Cycle Averages From Grade Book

The report displays working cycle averages from TeacherPortal.
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Preview l [ PDF csv 1 | Clear Options
Report Cards Report Group SGR1155 - Current Cycle Averages From Grade Book
S0R1000 - Blank, Failing and Incomplete Grades
SGR1155 - Current Cyecle Averages From Grade Book Pararmeter Description Value List
=GR1160 - Interim Progress Beport
2GR11VS - Report Card Proof List Campus ID 001 :

SGR1300 - Secondary Report Cards (2 Semesters)

SGR1350 - Secondary Report Cards (4 Semesters) Gh‘.l Type|B=Blnk.|=IncmpltF=Failing C=BE&|,Blank=All) )

20R1400 - Elementary Report Cards

SGR1401 - Elementary Principal's Proof List Include Withdrawn Students [Y.N)
SCR1800 - Compute Attendance in Course Records

nelude Witk sin Courses (M)
SCR1910 - Extrs Curicular Regort Include Withdrawen Courses (Y,M)

Sort Order (A=Alpha,G=Grade Lvl.C=Control Nbr)

Course Nibrs (Blank for All)

Print Auto Grades (Y.N)

Include Self Paced Courses [¥,N)

I

Include Non Graded Courses (Y.N)

Date Run: 42772022 3:48 PM Current Cycle Averages From Grade Book Program ID: SGR1155
Cnty-Dist:  964-964 001 Schaol Page: 1of 31
Campus: 001 Semester: 1 Cycle: Type: Cyche
Studant Grd cu Grade "Huddu SH | Exd
D Studenit Name Ll Nbr | Cowrse Grade | Instructor Mame Pod | Grdbik
003774 |ALDERETE, BRIGHID M [] ALGEBRA 1 Blank LOVEGOOD, LUNA
ATHLETICS 1 Blank DIGGORY, CEDRIC
|EI.-'-‘.‘D 1 Blank THOMAS. DEAN
|a:|::LOGY Blank LONGBOTTOM, NEVILLE
SPANISH 1 Blank ABBOTT, HANNAH
'WORLD GEQGRAPYY | Blank WEASLEY. FRED
003232 IE-“-GE-‘I’.JILI.IAHA | L] | |ADU!SOF|Y | Blank | ICLEAR'L‘IATER | I |
ALGEBRA 1 Blank FINMNIGAN, SEAMUS
ATHLETICS 1 Blank DIGGORY. CEDRIC
|am.'31 Blank THOMAS, DEAN
BICLOGY Blank LONGBOTTOM, NEVILLE
SPANISH 1 Blank ABBOTT, HANNAH
|1'.'CE&L:: GEOGRAPEY | Blank WEASLEY, FRED
l 003785 IBP.JLEY. MIA S l L] l ADVISORY Blank GRANGER, HERMIONE
ALGEBRA 1 Blank LOVEGOOD, LUNA
ATHLETICS 1 Blank BROWM, LAVENDER
BAND 1 Blank THOMAS. DEAN
|32l3..OI3Y Blank LONGBOTTOM, NEVILLE
PRIN OF BUS Blank GOYLE. GREGORY
SPANISH 1 Blank ABBOTT, HANNAH
WORLD GEQGRAFPHEY | Blank WEASLEY. FRED
004277 IEAFIHE‘I'F. JOY G | 1] | |A3U!SOF|Y | Blank CREEVEY. COLIN
ATHLETICS 1 | Bhank BROWN, LAVENDER
BICLOGY Blank LONGEBOTTOM, NEVILLE
IWORLD GEOGRAPHY | Blank WEASLEY, FRED

O Review the list to identify instructors who still have blank or incomplete working cycle
averages.

NOTE: If an assignment grade is |, the working cycle average will calculate as I.

O As an alternative to running SGR1155, TeacherPortal administrators can run TeacherPortal
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> Admin Reports > Missing Averages, which lists instructors who have students with no
working cycle average, and can be sorted by teacher and course-section.

B. Instruct teachers to post grades.
B. Instruct teachers to post grades.

TeacherPortal > Grades > Cycle Grades

Instructors should mark grades as ready to post.

In TeacherPortal on the Cycle Grades page, the Select courses to mark grades as Ready
to Post link is displayed for current cycles that are open for posting, as determined by the

campus.

Semester: 2 ~ Course-Section 07 1 ENGLISH (1990-01 w m

Cycle Grades

Semester:

Course-Section 01 1 ENGLISH (1990-01

Show Withdrawn Students

Posted
s Sam Currort Semaster: 2, Cyele: 1
I Mame Avg  Average [Auto Grodel Owerridd Citizenship Report Card C s Warking 5 Borerage Working Final Grade |

The instructor does the following:

O Enter all semester grades for the course, review the grades carefully, and save all changes.

O Click Select courses to mark grades as Ready to Post.

A pop-up window opens allowing the instructor to select the course-sections that are ready
to post.
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Mark grades as ready to post

Select which courses to mark ready to post.

01 1 ENGLISH (1990-01)
(J 01 3 ENGLISH (1992-01)
0 01 4 ENGLISH (1993-01)
(0 02 1 ALGEBRA (2990-02)
(J 02 ART 2 (6991-02)

(0 02 MATH 4 (2995-02)

All eligible courses are listed. Select the course(s), and then click Select.

The window closes, and the selected course(s) are listed below the PIN field.
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Semester: 1 W Course-Section 07 SPANISH 2 (7200-07) w
Cycle Grades
Semester: 1

Course-Section 07 SPANISH 2 (7200-07)

Saved successfully

PIN: Calculate Semester Averages

Please enter your pin and click 'Continue' to mark grades as ready to post:

(‘_jelected Courses: 01 SPANISH 1 (7100-01) \
03 PRINCIPLES AG (8100-03)

03 TC MOS MED TE (8514-03)

05 SPANISH 2 (7200-05)

k 08 SPANISH 1 (7100-08) _)

PIN: —

Ccorien | o

O Type the four-digit personal identification number (PIN) in the right-most PIN field and click
Continue.

The page reloads, and a message is displayed indicating that the cycle grades were
successfully sent to be posted. The message “[Ready]” is displayed in the Course Section
drop-down list next to the course.
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Semester: 2 v Course-Section | 01 1 ENGLISH (1990-01) v
01 1 ENGLISH (1990-01) ]

01 3 ENGLISH (1992-01)

01 4 ENGLISH (1993-01)

02 1 ALGEBRA (2990-02)

02 ART 2 (6991-02)

02 MATH 4 (2995-02)

02 MATH MODELS (2994-02)
Course-Section 01 1 ENGLISH (1990-01] 03 BIOLOGY (3990-03)

03 CHEMISTRY (3991-03)
(Saued sucCEssfu"D

Cycle Grades

Semester: 2

03 IPC (3992-03)
03 PRIN AG (8401-03)
03 SCIENCE 4 (3993-03) , .

PIN: Ready to Post' C
m 04 US HISTORY (4992-04) eady 1o Post_Lourses
04 W HISTORY (4991-04)

. : 05 INTRO CUL ARTS (8402-05)
[ Show Withdrawn Students 05 SPANISH 1 (7880-05)

06 AGMECH (8403-06)
06 DAILY LIVING 1 (9814-06)

Cycle: 1

“1 06 JOB 2 (9822-06) - Wy

——mveTagy ry Report Card Sen

ID Name Avg  (Auto Grade) G\mrrl‘cln’ Citizenship Comments A
2AN1043 DEIGADO IESSICA W 72 | e | ]

NOTE: Instructors can submit grades more than one time if they make a change shortly
after marking the grades as ready to post; however, once the data is posted on Grade
Reporting > Utilities > Grade Posting From ASCENDER TeacherPortal, the teacher can't
change data and mark ready to post again.

C. Monitor instructor posting status.

C. Monitor teacher posting status.

Grade Reporting > Maintenance > Teacher Posting Status

This page produces a report of classes by cycle that indicates if the teacher's cycle grade
posting status is Posted, Ready to Post, or Not Ready to Post.

O Run all three reports.
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Status|Select the posting status for the report:

Not Ready to Post - View course-sections where the teacher has not indicated via
TeacherPortal that the cycle grades, comments, or citizenship are 'Ready to Post.'

* If the teacher has entered comments and/or citizenship for at least one student in the
course-section for the semester-cycle being run in TeacherPortal, the course-section is
included.

* Non-graded course-sections are not included unless the teacher has entered comments
or citizenship in TeacherPortal.

Posted - View course-sections where cycle grades, comments, or citizenship have been
posted (Grade Posting From ASCENDER TeacherPortal utility).

* If the teacher has entered comments and/or citizenship for at least one student in the
course-section for the semester-cycle being run in TeacherPortal, and the course-section
is marked Posted, the course-section is included.

* For a non-graded course, if the campus uses auto citizenship and the course-section has
been posted, it is included.

* If a teacher on the Posted list needs to change grades, that teacher must be re-set and
will need to mark grades as 'Ready to Post' again.

Ready to Post - View course-sections where the instructor has indicated via
TeacherPortal that the cycle grades, comments, or citizenship are marked as 'Ready to
Post.' These grades will be post in Grade Reporting the next time the Grade Posting From
ASCENDER TeacherPortal utility is run.

* Teachers on this list may still change grades, save the changes, and mark grades as
'‘Ready to Post' again.

* If the teacher has entered comments and/or citizenship for at least one student in the
course-section for the semester-cycle being run in TeacherPortal and the course-section is
marked as 'Ready to Post,' the course-section is included.

* For a non-graded, if the campus uses auto citizenship and the course-section is marked
as 'Ready to Post,' it is included.

NOTES: A teacher may be listed on more than one list.
For non-graded courses, citizenship and report card comments from TeacherPortal are

included even if the cycle grade is blank, including auto-posting citizenship for non-graded
courses.

IV. Post grades, compute attendance, and assign credit

2026/04/04 00:17 16 ASCENDER Grade Reporting - End-of-Cycle Report Card Process


https://help.ascendertx.com/test/student/doku.php/gradereporting/utilities/gradepostingfromascenderteacherportal
https://help.ascendertx.com/test/student/doku.php/gradereporting/utilities/gradepostingfromascenderteacherportal
https://help.ascendertx.com/test/student/doku.php/gradereporting/utilities/gradepostingfromascenderteacherportal

Student

A. Post grades from TeacherPortal to ASCENDER Grade Reporting.

A. Post grades from TeacherPortal to ASCENDER Grade Reporting.

Grade Reporting > Utilities > Grade Posting From ASCENDER TeacherPortal

This utility posts the working cycle average, citizenship grade, and report card comments
from TeacherPortal, as well as the exam and semester grades when applicable, to the
student grade-course record in ASCENDER. Students who were not enrolled in the course or
campus on the grade reporting cycle end date are excluded.

Grade Posting for
CCurri_-:!t Semester: 1 Current Cycle: 1 )
L] Post Senior (12th grade) students only

Execute

[:] Post Elementary Exam/Sem when grd vl not in B b

Verify these are

. correct.
Warning

This utility is going to post the working cycle average fro
the student grade course record for the displayed current semester and current cycle.
Please verify that displayed semester and cycle are correct.

finto

Processes performed by the utility

e Any numeric cycle and exam grades that are higher than the highest grade allowed
are converted to the highest grade allowed.

e Any numeric cycle and exam grades that are lower than the lowest grade allowed

are converted to the lowest grade allowed. Blank grades are bypassed (i.e., not
converted nor posted).

NOTE: Numeric semester grades are not converted based on the highest or lowest
grade allowed.

e If an exam grade is X, and the campus does not allow exempt exam grades, the
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exam grade and the semester average are not posted.

e If the campus allows exempt exams, and if an auto-graded course has a semester
grade posted and a blank exam grade, an X (exempt) is posted for exam grades if an
exam grade is required.

e Grades from TeacherPortal are converted according to the Rpt Card Grd Typ field
in the campus master schedule.

* The exam, semester, and cycle grades are posted if the cycle selected is the highest
cycle offered for the semester (e.g., cycle 2 for a two-semester nine-week campus),
and the exam-semester pattern indicates an exam-semester grade is given this
semester.

e If the cycle grade is blank, the utility only posts the exam grade (if applicable) and
the semester grade if an override semester grade exists.

For secondary courses (i.e., credit level is not E):

e Grades are converted according to the campus options.

e The utility does not convert a P or F if posted for a course with a numeric report card
grade type. A warning message is displayed on the error report.

e If the exam grade is blank from TeacherPortal, the exam grade and semester
average are not posted if either Include Exam in Semester Average or Expect
Exam Grade is selected on the Maintenance > Tables > Campus Control Options
tabs.

* The semester average is posted if How will Avg be Computed is set to Computer
on Maintenance > Tables > Campus Control Options> Computation.

 If Allow Semester Override is selected on Grade Reporting > Maintenance >

TeacherPortal Options > Campus > Options, and the override semester grade is not
blank, the override semester grade is used.

For elementary courses:

e Grades are converted according to the core course code and the elementary
conversion tables.

e The exam grade and semester average are posted if Incl Exam and Comp Sem
Avg are selected on Maintenance > Tables > Elementary > Elem Grade. If Incl

Exam is not selected, an exam grade is not posted.

e If Comp Sem Avg is not selected, the semester average is not posted.

2026/04/04 00:17 18 ASCENDER Grade Reporting - End-of-Cycle Report Card Process


https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/tables/campuscontroloptions/computation
https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/teacherportaloptions/campus/options
https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/teacherportaloptions/campus/options
https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/tables/elementary/elemgrade

Student

* The override semester grade is only posted if it has a value and if Allow Semester
Override is selected on on Grade Reporting > Maintenance > TeacherPortal Options
> Campus > Options.

e If the exam grade is blank for an auto-graded course that require an exam grade, the
semester grade is posted.

e |f a citizenship grade is blank for a course-cycle posted from TeacherPortal, and
Auto Citizenship is selected on Maintenance > Tables > Campus Control Options >
Posting, the citizenship grade is posted according to the campus options.

e If the cycle grade is blank for a course-cycle posted from TeacherPortal, the grade
from the Auto Grd field in the district master schedule is posted.

NOTE:

e Semester grades are never posted with an auto grade.
e Even if all students will receive the auto grade, the course must still be marked
as “Ready to Post” in TeacherPortal.

e |If the working semester average or override semester average is an | (incomplete)
and the campus expects an exam grade, the correct semester average is posted if
the campus allows semester grades, even if the exam grade is blank.

e The citizenship from TeacherPortal is not posted if citizenship grade already exists in
ASCENDER for the cycle being posted.

NOTE: This utility can be run more than once; however, only grades that have not already
been posted to ASCENDER Grade Reporting, and are marked as 'Ready to Post' are posted.

Campus |The campus to which you are logged on is displayed.
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Grade
Posting
for

Current Semester

Ensure that the semester to which grades should be posted is
displayed.

Current Cycle

Ensure that the cycle to which grades should be posted is
displayed.

Post Senior (12th
grade) students
only

Select if you want to run the utility for seniors only.

If you select to post for Senior (12th grade) students only, the
utility will look through all course-sections marked Ready to
Post in TeacherPortal and will only process students in grade
level 12.

The utility will then reset the Ready to Post flag. This resets an
instructor's course-section so that the instructor can mark
grades as Ready to Post again, AFTER the course-section
grades have been posted for grade level 12 students.

Post Elementary
Exam/Sem when grd
Ivl not in Elem Grd
Thbl

Select to post the elementary exam and semester average for
a grade level that is not in the elementary grade table.

If the course credit level is E, the program determines if the
student's grade level is in the elementary grade table.

If the grade level is in the elementary grade table, the data
will post as elementary and use the Comp Sem Avg and Incl
Exam fields on Maintenance > Tables > Elementary > Elem
Grade to determine if the elementary exam and semester
should be posted.

If the grade level is not in the elementary grade table, the
program will post as secondary, which means it will use the
Allow Semester Grade and Expect Exam Grade fields on
Maintenance > Tables > Campus Control Options > Posting to
determine if the elementary exam and semester should be
posted.

U Click Execute.

e A message is displayed indicating that the posting is successfully completed.
e Grades are posted to the student grade-course record.
e The Grade Ready column is reset from “Ready to Post” to “Posted.”
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View Error
List

Click to view the error list if errors are encountered.

Review the report using the following buttons:

Click = to go to the first page of the report.
Click 4 to go back one page.

Click * to go forward one page.

Click "= to go to the last page of the report.

The report can be viewed and saved in various file formats.

Click =B to save and print the report in PDF format.

Click =] to save and print the report in CSV format. (This option is not available for
all reports.) When a report is exported to the CSV format, the report headers may not
be included.

Click Xl to close the report window. Some reports may have a Close Report, Exit,
or Cancel button instead.

View Fail
List

Click to view the list of students with blank, failing, or incomplete grades, if
applicable.

Review the report using the following buttons:

Click == to go to the first page of the report.
Click 4 to go back one page.

Click ® to go forward one page.

Click "/ to go to the last page of the report.

The report can be viewed and saved in various file formats.

Click ™ to save and print the report in PDF format.

Click ] to save and print the report in CSV format. (This option is not available for
all reports.) When a report is exported to the CSV format, the report headers may not
be included.

Click Xl to close the report window. Some reports may have a Close Report, Exit,
or Cancel button instead.

O Print both reports before exiting the page.

The Error Report will reflect only errors generated for a particular grade posting, as well as the
details of any Override cycle grades entered by the instructor.

B. (If needed) Reset an instructor's posting status.

B. (If needed) Reset a teacher's posting status.

Grade Reporting > Utilities > Clear Grades, Comments, Credits, or Citizenship
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This utility allows you to reset an instructor's course-section so that instructor can mark
grades as 'Ready to Post' again, AFTER the course-section grades have been posted. Rarely
will you reset the entire campus.

CAUTION: Use this utility carefully. If in doubt, contact your regional service center for
assistance.

Execute Campus: 001 001 School

Clear by Claar

O Campus () Grade Levet () Stud (@\ : ) (@ )  Grades () Exam Grades () Final Grades () Comments () Credits () Citizenshiy
(@-

I

(,_ I | Section: |07 07 - 07 11725 (108 - CHANG, CHO v] sem: 2 w| Cye [2w] Titte -_,_-_'._-_,_-_'.'_-_)

[ Select to Clear by Course.

O Select to Clear Cycle Grades.

Remember to clear all fields that need to be re-posted from TeacherPortal. You can only
clear one field at a time. For example, if you need to clear both cycle grades and comments,
you must run the utility twice.

O Select Reset Teacher Gradebook 'Ready to Post’ Flag.
O Specify the Course, Section, Sem, and Cyc.

O Click Execute.

C. Compute attendance.

C. Compute attendance.

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1800 - Compute
Attendance in Course Records
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For attendance to print on teacher class rolls, report cards, and IPRs, you must run the
SGR1800, which computes attendance from the attendance application for the student
grade-course records. The report should be run before printing report cards, IPRs, and

SGR1000 - Blank, Failing and Incomplete Grades.

The following absence types are posted to the absence categories on the Grade Reporting
reports.

e Excused:S,R,M,A,D,C,V,G,L

Unexcused: U
School-related: F, E
Tardies: T

Preview | [ POF I I

csv ] [ Clear Options

S0R200] -

Grades Report Group

ASE Honor Boll

2GRZI010

- Mumeric Honor Roll

20

2040 - Crade Point Honor Roll

i

Instructors Report Group

SGR2047 - AAR Multi-Year

SGR2048 - Summary of Student Credits by Sch Yr
SGRZ060 - Grd Avg & Class Rnk- Info QMLY no Update
SGRI070 - Grd Avg Info - By Student (Info Only)
SGR207S -

SGRZ2081 - Student Grade Labels

SGR209] - Elementary Grade Labels

SGRA4500 - TeacherPortal Ass gnment Audit Beport

SGR1800 - Compute Attendance in Course Records

Parameter Description Value List
Campus 0 ;

Samestr (1234 C—

Cumulative Grd Avg Info By Student {Infe Only) Check Course Entry/WD Dates (Y,N)

Period (A=AILS=ADA)
Include only ADA Codes in Absences (Y,M)

D. Assign auto grades.

D. Assign auto grades.

Grade Reporting > Utilities > Auto Assign Grades and Citizenship

Only districts with courses that have an Auto Grd set in the district master schedule or
Auto Citizenship grade set on the Posting tab should run this utility.

The utility assigns course or citizenship grades for all active students enrolled in courses with
no withdrawal date. The same grade is assigned to every student taking the course.

NOTE: In TeacherPortal, auto grades are automatically displayed on the Grades >
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Cycle Grades page, even if the utility is not run. If the instructor marks grades as
'Ready to Post for a course-section, the auto grade will be imported when the Grade
Posting from ASCENDER Gradebook utility is run. If these grades are not imported from
the ASCENDER Gradebook utility because the instructor does not mark grades as '‘Ready
to Post', you must run the Auto Assign Grades and Citizenship utility to assign auto
grades and/or auto citizenship for the course-section.

Post: Semester Cycle | Execute
Grad

@ rages @ 1 O 5 @ 1 O 5

() Citizenship

O Select to post Grades or Citizenship.

* If you select to post Grades, the Auto Grd field in the district master schedule is
automatically used. The grade-course record for students enrolled in courses with an auto
grade are updated, if the grade field is blank for the specified semester-cycle.

* If you select to post Citizenship, the Auto Citizenship and Citizenship Grade on
Grade Reporting > Maintenance > Tables > Campus Control Options > Posting are used. If

Auto Citizenship is selected and a valid Citizenship Grade exists, all blank citizenship
grades for the selected semester-cycle are updated for all students.

O Select the Semester to be updated. The Cycle fields appear.
O Select the Cycle to be updated. The Execute button is enabled.

O Click Execute. The Print Report button is enabled once the utility is executed.

V. Verify grades

A. Print class rolls and get signed by instructors

2026/04/04 00:17 24 ASCENDER Grade Reporting - End-of-Cycle Report Card Process


https://help.ascendertx.com/test/student/doku.php/gradereporting/utilities/gradepostingfromascenderteacherportal
https://help.ascendertx.com/test/student/doku.php/gradereporting/utilities/gradepostingfromascenderteacherportal
https://help.ascendertx.com/test/student/lib/exe/detail.php/images/screenshots/asc_grd_rpt_utilities_auto_assign_grades_citizenship.png?id=academy%3Astudent%3Agrade_reporting_eoc_report_cards
https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/masterschedule/districtschedule/availablecourses
https://help.ascendertx.com/test/student/doku.php/gradereporting/maintenance/tables/campuscontroloptions/posting

Student

A. Print class rolls and get signed by teachers.

Grade Reporting > Reports > Grade Reporting Reports > Instructors > SGR0900 - Class Rolls
(Student Grade Information)

It is recommended that you distribute the class rolls to instructors as proof sheets for grade
verification. If an instructor makes any changes, the instructor should initial or sign next to
the grade change. All instructors should sign and date these forms, and the forms can be
filed as the official grade sheets for the reporting period.

REMINDER: If an instructor updates an incomplete grade or changes a cycle grade for a
student, the instructor should also provide a semester average if possible; otherwise,
semester/final averages will need to be computed again.

I Preview ] [ POF ] I csv ] [ Clear Options

Grades Report Group SGROS00 - Class Rolls (Student Grade Information)

SGR2001 - A8 Honor Roll

SGR2010 - Numerc Honor Roll Parameter Description WValue List
Hid = Carade int Honar 1

SGR2047 - AAR Multi-Year Ending School Year [YYYY) 200

SGR2048 - Summary of Student Credits by Sch Yr

SGRZ060 - Grd Avg & Class Bnk- Info ONLY no Update Campus ID 001 i

SGRIOM0 - Grd Avg Infis - By Student (Info Only)

SGR2075 - Cumulative Grd Avg Info By Student (Info Only) | Semester (1.2.3.4)
SGR2081 - Student Grade Labels

SGRZ0A1 - Elementary Grade Labels

Cycle (1.2.3, Blank for AlLL)

GRASOD - TeacherPortal Acsignment Audit Report Attendance Track (Blank for AlL)
Penicd (Blank for ALL)

Instructors Report Group

SGRO140 - Instructor List (Grd Rpting] G Cou (N

SLEOARN Lrods Ditnbution Hepart Course Nbrs (Blank for ALl :
SR - Student Counts by Section

SGRO350 - Student Counts by Teacher Include Self Paced Courses [Y.N)

SGRO400 - Class List (Student Demo Info)

SGROI00 - Class Rolls (Student Grade Information] Control Mbrs (Blank for ALL) H
GRZS00 - Schedyle of Classes (Grd Rpting)

SGR2550 - Teaching Assignments Include Withdrawn Students [Y.N)

SGRS000 - Count of Special Ed Students per Teacher

Include Withdrawn Courses (YN}

Master Schedules Report Group Double-Space Landscape (Y.M)

SGROOS0 - District Master List (Grd Rpting) Cumulative Course Grades [Y.N)

SGRO100 - Master Schedule [Grd Bpting)

SGRO110 - Master Schedule PEIMS (Grd Boting) Grade Level (Blank for All) E
SCRO120 - Master Schodule Sched Info (Grd Rpting)

SGRO130 - Master Sched Section & Grd Rpting Info Non-Campus Based Instruction Code (00-10.99)

SGRO200 - Course Verification Listing (Grd Rpting)
SGRO220 - Invalid Service 10

SGRIOAE - Imvalid Coyrse Sequence Codes Print Signature Line (M)
SGRAGDD - TeacherPortal Disallowed Weight Type

Print Only Active Instructors (Y.M)

LEELRILRLEI T

Report Cards Report Group
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The following reports can be used as a check-off list for instructors:

e Grade Reporting > Reports > Grade Reporting Reports > Instructors > SGR0140 -

Instructor List (Grd Rpting)
e Grade Reporting > Reports > Grade Reporting Reports > Instructors > SGR0350 -

Student Counts by Teacher

This report provides more details.

B. (If needed) Change verified grades.

B. (If needed) Change verified grades.

Grades can be updated for students individually or as a group (same instructor-course) using
information from the instructor's class rolls.

e Individually: Grade Reporting > Maintenance > Student > Individual Maint > Grd

Update
e Group: Grade Reporting > Maintenance > Student > Group Maint > Post Grades

NOTE: If any grades are changed, the Sem and/or Final and Credit field must also be
updated; otherwise, you will need to re-run the grade computation utilities (secondary

or elementary).

REMINDER: When you update grades in ASCENDER Grade Reporting, the corrected
grades will appear in the instructor’s TeacherPortal as an Override grade for that cycle.

Individual Students:
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You can make grade corrections for an individual student on either of the following tabs.

Grade Reporting > Maintenance > Student > Individual Maint > Grd Update

DEMO  CREASSIGN  GRDUPDATE  GADCRSMANT  COURSECODES  SCWEDNOUSTY  GRADEAVG  CROSECCHANGE CTE  ASSGNMENTS  PRIORYRTRAMSFER  Cl
Ingluds WD Caurnes? D em 1 .@ Ectree Slustesn
Sam 2 () Somastar §
Detal  Cowss  Soc  Titi ookl Ort Ond Bum S Feal o 0 o TR MM A A Be Ex Be e
o lus o s O OEO0E0E 00 Naloiolio)
O o s IEE O E@EO0OEEEDDEE DO
O 400 04 GOVERNMENT O | I N T ) I3 I R I I ] (2 = 2] (9
o ATHLETICS 4 O (=) (o] OO 03O ME O™ = @
O e o smos IE®EOOHFOOEODDODOOHOEOE®O
O 0F  PRINOF BUS 0 D [:I EI ] |::| El |:| [II ] E]
O |mo s macreoiz O[] o] Bijaimimialals|oloioo)|ojojo
Grade Reporting > Maintenance > Student > Individual Maint > Grd/Crs Maint
DEMO CRS ASSIGH GRD UPDATE GRDICRS MAINT COURSE CODES SCHED INQUIRY GRADE AVG CRS/SEC CHAMNGE CTE
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oa(m] (o J (oo (=] = )= )= | J¥ | |53
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Group of Students:

Grade Reporting > Maintenance > Student > Group Maint > Post Grades
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C. Print/save final verification for teacher to approve (if grades were changed).

C. Print/save final verification for teacher to approve (if grades were
changed).

Grade Reporting > Reports > Grade Reporting Reports > Instructors > SGR0900 - Class Rolls
(Student Grade Information)

O If any grades were changed, it is recommended that you print/save the final version. Some
districts may choose to print the final version and have it signed by the instructor.

VI. Print report cards

A. Do a final review of grades before printing.
A. Do a final review of grades before printing

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1000 - Blank,
Failing and Incomplete Grades
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O Before printing report cards, re-run SGR1000 and check for blank, failing, and incomplete
grades.

B. Update report card messages.
B. Update report card messages.
There are different tabs for secondary and elementary report card messages.

» Secondary: Grade Reporting > Maintenance > Tables > Grade Reporting Tables > Rpt

Card Messages
 Elementary: Grade Reporting > Maintenance > Tables > Grade Reporting Tables > Rpt

Card Msg Elementary

Secondary:

Grade Reporting > Maintenance > Tables > Grade Reporting Tables > Rpt Card Messages

This tab allows you to set up campus-level messages for secondary report cards (SGR1300 and
SRG1350) and interim progress reports (SGR1160). The messages are printed at the bottom of

the report card or IPR.

* For two-semester campuses, 20 message lines and 1 failing message line can be printed

on the report card/IPR.
e For four-semester campuses, 18 message lines and 1 failing message line can be printed.

HUM GRADE AVG DPERATORMALUE GRADE AVERAGING TABLE HONOR ROLL TABLE RPT CARD DOMMENTS RPT CARD MESSAGES RPT CARD MSG ELEMENTARY

Delete  Code Message

gL

(
E
[

Language (Click ? to select the language in which the messages will be entered.

If messages exist, they are displayed in the selected language.

O Click +Add to add a message.

A blank row is added to the grid.
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Code Select the code for the message.
Codes A-T are for standard messages.

To create a failing message, scroll to the bottom of the drop-down list to select Failing
Message.

If the option to print failing message is selected, and a student has a 69 or lower in any
of his grades in the cycle specified for the report card/IPR being printed, the failing
message prints on the report card/IPR. The failing message only prints for students with
a failing grade for the cycle being printed.

Message|Type the message that corresponds to the code, up to 80 characters.

U To edit a message, type over the existing data.

O Click Save.

Delete a row.

1. Click to delete a row. The row is shaded red to indicate that it will be deleted when the
record is saved. You can select multiple rows to be deleted at the same time.

2. Click Save. You are prompted to confirm that you want to delete the row. Click Yes to
continue. Otherwise, click No.

You can save edits and delete records in the same step (i.e., the changes are all committed
when the record is saved).

Elementary:

Grade Reporting > Maintenance > Tables > Grade Reporting Tables > Rpt Card Msg Elementary

This tab allows you to set up campus-level messages that will print on the Elementary Report
Cards (SGR1400) and Interim Progress Report From Grade Book (SGR1160).

e SGR1400 displays up to 17 message lines and 1 failing message line.
e SGR1160 displays up to 14 message lines. The messages are printed at the bottom of the
report card or IPR.
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NUM GRADE AVG OPERATORAVALUE GRADE AVERAGING TABLE HOMNOR ROLL TABLE RPT CARD COMMENTS RPT CARD MESSAGES RPT CARD MSG ELEMENTARY
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Language (Click ? to select the language in which the messages will be entered.

If messages exist, they are displayed in the selected language.

O Click +Add to add a message.

A blank row is added to the grid.

Msg Nbr Select the number of the message. This is a sequence number that determines the
order in which messages are printed on the report cards/IPRs.

To create a failing message, scroll to the bottom of the drop-down list to select
Failing Message. You can create one failing message.

If the option to print failing message is selected, and a student has a 69 or lower in
any of his grades in the cycle specified for the report card/IPR being printed, the
failing message prints on the report card/IPR. The failing message only prints for
students with a failing grade for the cycle being printed.

Message
Text

Type the message that corresponds to the number, up to 80 characters.

U To edit a message, type over the existing data.

O Click Save.

' [Delete a row.

1. Click ' to delete a row. The row is shaded red to indicate that it will be deleted when the
record is saved. You can select multiple rows to be deleted at the same time.

2. Click Save. You are prompted to confirm that you want to delete the row. Click Yes to
continue. Otherwise, click No.

You can save edits and delete records in the same step (i.e., the changes are all committed
when the record is saved).

C. Verify campus printing options.
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C. Verify campus printing options.

Grade Reporting > Maintenance > Tables > Campus Control Options > Print Options

This tab allows you to set campus options for printing report cards. These settings also apply
when printing Academic Achievement Records (AARSs).

Save
PARAMETERS RAMNGES & CONVERSIONS COMPUTATION HROLL & GR AVG PRINT OPTIONS
Report Card Options
Crs Seq: Print Credits:
Print Failing Msg Print HRoll Code
) Print W/D Crs: D
Sequence Alpha w
Incl Non-Graded Cr D

O Under Report Card Options:

Crs Seq

Select the sequence in which courses are printed on report cards - either
by course number or by period.

Print Failing Msg

Select if you want to print report card messages for students who are
failing one or more courses.

This field works with the Code field on Grade Reporting > Maintenance >
Tables > Grade Reporting Tables > Rpt Card Messages and the Msg Nbr
field on Maintenance > Tables > Grade Reporting Tables > Rpt Card Msg
Elementary.

If Print Failing Msg is selected, and a student has a grade of 69 or lower
in the cycle specified for the report card being printed, the failing message
prints on the report card. The failing message only prints for students with
a failing grade for the cycle being printed.

Sequence

Select the sequence in which report cards are printed.

Incl Non-Graded Crs

Select to include non-graded courses on report cards.

Print Credits

Select to print academic credits on report cards.

Print HRoll Code

Select to print honor roll codes next to courses on report cards.

Print W/D Crs

Select to print withdrawn courses on report cards or grading labels.

O Click Save.
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D. Assign control numbers (if printing report cards by control number).

D. Assign control numbers (if printing report cards by control number).

If printing report cards by control number (i.e., Sequence is Cntrl/# on Grade Reporting >
Maintenance > Tables > Campus Control Options > Print Options), you must add or update
control numbers for students with blanks or course-section changes. Control numbers can be
updated by grade level or period, or for individual students.

Grade Reporting > Utilities > Assign Control Numbers > Cntrl by Grd Lvl

This utility assigns control numbers by grade level.

Student control numbers are stored and can also be maintained on Registration >
Maintenance > Student Enroliment > Demol in the Control Num field under
Current/Next Year Information. When this utility is executed, the student’s control
number is updated on that tab.

Instr ID|Select the instructor (i.e., control number) that will be assigned to the selected students.
Only instructors who have a grade level selected in Elementary - Grade on
Maintenance > Master Schedule > Campus Schedule > Instructor can be retrieved.

Grd Lvl |The grade level associated with the selected instructor is displayed.

A list of students in the grade level is displayed.

e The Cntrl # field displays the student's control number from the prior school year. Newly
enrolled students will not have a control number.
e The list can be re-sorted.

You can re-sort the grid by clicking on an underlined column heading. It will sort in
ascending order. Click it again to sort in descending order.

A triangle next to the column heading indicates the column by which the grid is currently
sorted and whether it is sorted in ascending =] or descending = order.

e If there are multiple pages, you can page through the list.

O Select the students whose control number you want to change:
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to unselected.

Update Select to select a student.
Clear to unselect a student.

TIP: If you need to select or unselect numerous students, you can press TAB to move
down the list of check boxes, and use the spacebar to toggle the check box from selected

(O Click Execute.

Only the selected students are listed (including students selected on subsequent pages), and
the Cntrl # field for all selected students now displays the new control number.

Cntrl # The new control number is displayed for the selected students.

U Click Save.

Reset Clear unsaved changes and start over.

Grade Reporting > Utilities > Assign Control Numbers > Cntrl by Period

This utility assigns control numbers by period. For the retrieved students, the control number
will be updated to the control number for the teacher of record for the course-section.

Student control numbers are stored and can also be maintained on Registration >
Maintenance > Student Enroliment > Demol in the Control Num field under
Current/Next Year Information. When this utility is executed, the student’s control
number is updated on that tab.

Sem (Required)
Select the semester.
Grd Lvi Select the student's grade level, or select AL to retrieve students in all
grade levels. If blank, students in all grade levels are retrieved.
Period (Required)

Select the period in which the students meet.

Select only Students
with Blank Cntrl #s

Select to change only blank control numbers.
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O Click Retrieve.
A list of students who meet the specified criteria is displayed, including the course-section for
each semester and period.
e The list can be re-sorted.

You can re-sort the grid by clicking on an underlined column heading. It will sort in
ascending order. Click it again to sort in descending order.

A triangle next to the column heading indicates the column by which the grid is currently
sorted and whether it is sorted in ascending = or descending <] order.

e If there are multiple pages, page through the list.

Ctrl # |The student's current control number is displayed.
Instr # The control number to which the student will be updated is displayed.
iy Delete any students from the list whose control number you do not want to change.

0 Click Execute.

The control number for all listed students is changed. The Ctrl # and Instr # fields are now the
same.

O Click Save.

Reset Clear unsaved changes and start over.

E. Print secondary report cards
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E. Print secondary report cards.

There are two reports for printing secondary report cards:

» Secondary Two-semester Campuses: SGR1300 - Secondary (2 Semesters)
* Secondary Four-semester Campuses: SGR1350 - Secondary (4 Semesters)

Review all parameters carefully, especially Semester and Cycle.

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1300 - Secondary

Report Cards (2 Semesters)

Preview ] [ PDF ] [ csv ] [ Clear Options
Grades Report Group SGR1300 - Secondary Report Cards (2 Semesters)
SGR2001 - AMB Honor Roll
SGR2010 - Mumeric Honor Roll Parameter Description Value List
SGR2020 - Grade Point Honor Roll
SGR2047 - AAR Multi-Year Ending School Year (YYYY) 205X
SGR2048 - Summary of Student Credits by Sch Yr
SGR2060 - Grd Avg & Class Rnk- Info OMLY no Update Campus ID 001 :
SGR2070 - Grd Avqg Info - By Studenit (Info Only)
SGR2075 - Cumulative Grd Avg Info By Student (Info Only] Semester (1.2=Both)
SGR2081 - Student Grade Labels
SGR2091 - Elementary Grade Labels Cyele (1.2.3) 2
SGR4500 - TeacherPortal Assignment Audit Report Attendance Track (Blank for AlL) I
Grade Level (Blank for ALL :] H

Instructors Report Group { ! *
SGRO140 - Instructor List (Grd Rptingl Print Signature Line (Y.N)
SGROZ80 - Grade Distribution Report

= Adiress (S=Student PP )
SGRO300 - Student Counts by Section ddress (S=Student.P=Parent)
SGR0390 - Student Counts by Teacher IPR Only Students with Grades (Y.N)
SGRO400 - Class List (Student Demo Info)
SGRO900 - Class Rolls (Student Grade Infermation) Include Withdrawn Students (Y,N)
SGR2500 - Schedule of Classes (Grd Rpting)
SGR2550 - Teaching Assignments Student IDs (Blank for All) :] :
SGR5000 - Count of Special Ed Students per Teacher
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Student

Student Name

ADKING, DAKOTA RAINE

Principal Name

Student 1D Grada Samesiar ecle Year | Confrol

e 28 e i [ e
jogss0 | 11 [ 1 [ 3 [&w |
School Address

Telephone | CounselorfHomeroom Teacher Name | Talephone

1309 001 Strest Alamo City, TX 31517

To the Parents/Guardians of:
ADKINS, DAKOTA RAINE
1715 BARROW DR
Alamo City, TX 31517

Courss

t.p
¥

Cycle 1

Explanation of Comment Codes Used Below

L.
el Gm:le| |:|l| Grade | ci | Grade CH

PRE-CALCULUS AB 0z 100
|HIST 1301 02 90
|AQUATIC SCIENCE 04 95
EXT CARE PREP2 05 80

Course

'E'E_achEF Commeant anm!":ln'
Codes{s)

|$ Sedmeater Twa Firal |  Units of
Cyde2 | Cycle3 | Exam |Grade| Cyded Cyde? | Crole3 |Exam| Grade Grade | Credls
AL | Grde ut| Grade | |:|1| Grade |r‘.1| g
100 100 100 100
a0 a0 a0 0.0
a5 a5 a5 a5 0.0
80 B0 8O a0 0.0

Excused Abs Unexcused Ay Sehocl Relaled Abs Tanties

Samesler Sameaster

PRE-CALCULUS AB

HIST 1301 03 TAPIA, STARLING
AQUATIC SCIENCE 04 DEFEE, DAVID
[EXT CARE PREF2 05 VAUGHAM, TAMMY

02 GRISSOM, JANICE

Mote: & student having excessive absences, defined by Texas Attendance Laws, may nof receive credit, nor be promoted.

AUGUST 2TTH FIRST DAY OF SCHOOL
HAVE A GREAT SUMMER!

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1350 - Secondary

Report Cards (4 Semesters)
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I Preview ] I PDF ] [ csv ] I Clear Options

Grades Report Group SGR1350 - Secondary Report Cards (4 Semesters)

SGR2001 - A/6 Honor Rol " h
SGR2010 - Numeric Honor Roll Parameter Description Value List

S5GR2020 - Grade Point Honor Roll

SGR2047 - AAR Multi-Year Ending School Year [YYYY)

SGR2048 - Summary of Student Credits by Sch Yr

SGR2060 - Grd Avg & Class Rink- Info ONLY no Update Campus ID 001 i
SGRI070D - Grd swvg Info - By Student (Info Only]

SGR2075 - Cumulative Grd Avg Info By Student (info Only] | Attendance Track (Blank for ALl ]
SGR2081 - Student Grade Labels ) | [—] .
SGR2091 - Elementary Grade Labels Grade Level [Blank for AU} i
SGR4500 - TeacherPortal Assignment Audit Report (E ster (1, 2, 3.4) )
ey T Print Signature Line [Y,N) ¥ |
SGRO140 - Instructor List (Grd Rpting) Addrass (S=Stident.Pefunat)
I — Sort by Semester
SGRO300 - Student Counts by Section by Se (Y.N) ’

SGRO350 - Student Counts by Teacher IPR Only Students with Grades (Y,N) D

SGRO400 - Class List (Student Demo Info)

SGROS00 - Class Rolls (Student Grade Information) Include Withdrawn Students [Y,N)

SGR2500 - Schedule of Classes (Grd Rpting)

SGR2550 - Teaching Assignments Student IDs {Blank for ALL) : i
SGRS000 - Count of Special Ed Students per Teacher

F. Print elementary report cards

F. Print elementary report cards.

O IMPORTANT: Before printing end-of-year report cards for elementary campuses, be
sure each student's Promotion - Year End Status and Promotion - Retained Reason
# fields are set correctly on Registration > Maintenance > Student Enrollment > Demo3.

Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1400 -
Elementary Report Cards
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Print Lang Arts and Core Avg Line (Y.N)

Master Schedules Report Group Print Promoted/Retained Msg [Y\N)

SGROOS0 - District Master List (Grd Rpting) Tardy Period (Blank for ALL)
SGRO100 - Master Schedule (Grd Rpting) )
SGRO120 - Master Schedule Sched Info (Grd Rpting)
2CR0130 - Master Sched Section & Grd Rpting Info
SGROZ00 - Course Verification Listing (Grd Rpting)
SGROZ20 - Invalid Service 1D J
SERMNAR - ewalidd Cores S e Condae

[ Preview J [ POF J | csv | [ Clear Options J
Grades Report Group SGR1400 - Elementary Report Cards
R . Honor Foll " N
SGR2010 - Mumeric Honor Rioll Parameter Description Value List
153 - Pii ngr B
SGR2047 - AAR Multi-Year Ending School Year (YYYY)
SGR2048 - Summary of Student Credits by Sch r
SGR2060 - Grd Avg & Class Rnk- Info ONLY no Update Campus ID 101 :
SGR2070 - Grd Awvg Info - By Student (Info Only)
SGR2075 - Cumulative Grd Avg Info By Student (Info Only] | Attendance Track (Blank for All}
SGR2081 - Student Grade Labels Semeste
SGR2091 - Elementary Grade Labels FiLa L]
SGRA500 - TeacherPortal Assignment Audit Report Cycle (1,2.3) 12
in R ; Grade Level (Blank for AlL) : :
SGRO140 - Instructor List (Grd Rptingl Print Signature Line (Y.N)
SGRO280 - Grade Distribution Report . D
SGRO300- S C i Address (S=Student,P=Parent)
SGRO350 - Student Counts by Teacher Contral Mbr (Blank for ALl : :
SGRO400 - Class List (Student Demo Infa)
SGR0900 - Class Rolls (Student Grade Information, Print Exam Grade (Y.N) I
SGR2500 - Schedule of Classes (Grd Rpting),
SGR2550 - Teaching Assignments Print Semester Average (Y.N)

Student IDs (Blank for ALL)

2026/04/04 00:17 39 ASCENDER Grade Reporting - End-of-Cycle Report Card Process


https://help.ascendertx.com/test/student/lib/exe/detail.php/images/screenshots/asc_sgr1400_parameters.png?id=academy%3Astudent%3Agrade_reporting_eoc_report_cards

Student

Student Name
ALLEN, DEQUINTIN TRATELYM

Student 1D Grada

Conlrol Seamaester Cycla Year Oy

ate
| [ | s | et | tuasais |
School

School Address

1308 101 Sireat
Alamo City, TX 31517

Principal Mame Telephone
PHYLLIS RODRIQUEZ 555-488-T506

To the Farents/Guardians of:
ALLEN, DEQUINTIN TRAYELYN
4270 CIRCLE DRIVE
Alamo City, TX 31517

Semester 2
C
Coursa Titls 15t 2nd Ird Ath Sth Gth M Comments Teacher Mame

Bwks Bwhks Bwks Bwks Bwhks §whs A | Con- | Yeary
Grade Grade  Grade Grade Grade Grade duct Avg

ELA 3RD @0 @0 @0 o0 COFTY, CHASE
LAMNG ARTS AVG 90 90 90 20

MATH-2RD a0 a0 a0 a0 TEACHER, MEW

SOC STUDICS-3rRD 70 0 0 0 JONLCE, KATIICRING

SCIHEALTH-3RD a0 a0 20 a0 GRAMGER, JAMES
CORE AVG a3 a3 az as

RTI 3RD 0 70 70 70 MATHEWS, LALUIRA

ART 3 80 80 80 a0 SPEIGHT SHANMOM

PE - 3RD 100 100 100 100 WELCH, TOKOIA

Explanation of Commenis Codes

1st 2nd 3rd
Gwks GEwks fGwks 6

Sih
6 whks

Bth
& whs

Yearhy
Total

dth
whks

Attondanca
Days Presant
Days Absent

Unexcused
1 imes | angy

Nole: A student havivg excessive abs, defined by Texas Atendance Laws, may nol recaive credil, nor be promobed.

Campus Message Block

Campus Message Block

IMarch 4th- Kinder and 15t grade Field Day
IMarch Sth- 2nd and 3rd grade Fleld Day
IMarch Gth- Eary Release @@ 12:30pm
IMarch Bth-13th- Spring Break

IMarch 17th-318t- Spring Fundraiser
IMarch 24th- Spring Plctures

lapnd 2nd-6th- Siudent Holiday

lapail 10th- Student Holiday

s Excessive absentesism® "

Please sign and retumn Date

2026/04/04 00:17 40 ASCENDER Grade Reporting - End-of-Cycle Report Card Process


https://help.ascendertx.com/test/student/lib/exe/detail.php/images/screenshots/sgr1400.jpg?id=academy%3Astudent%3Agrade_reporting_eoc_report_cards
https://help.ascendertx.com/test/student/lib/exe/detail.php/images/screenshots/sgr0450_promoted_retained_msg.png?id=academy%3Astudent%3Agrade_reporting_eoc_report_cards

Student

Print Promoted/Retained |If Y, a message will print at the bottom of the report card
Msg (Y, N) according to the student’s setting in the first Promotion -
Retained Reason # field on Registration > Maintenance >
Student Enrollment > Demo3.

Retained Reason Message on Report Card

01 Grade avg. less than 70 Grade avg. less than 70

02 Poor performance subject(s) |Poor performance subject(s)
03 Poor performance assessment Poor performance assessment
04 By agreement parent/teachers|By agreement parent/teachers
06 Excessive absenteeism Excessive absenteeism

99 Other factors Other factors

If none of the Retained Reason # fields on the Demo3 tab
contains a value, the student's year-end-status code (i.e., the
Promotion - Year End Status field on the Demo3 tab)
determines the message that prints on the report card.
Year-End-Status Code |Message on Report Card

01 Promoted next grade  |Promoted

02 Retained same grade  |Retained

03 Placed in next grade Placed

21 Pending Summer School Pending Summer School

22 Pending Other Pending Other
23 Left District-No Status |Left District-No Status
blank Promoted

If this parameter is set to Y, the promoted/retained message will
only print if the report card is run for the final grade reporting

cycle and semester ot the school year.

VII. (OPTIONAL) Publish report cards to ParentPortal

O For complete instructions for creating and printing Interim Progress Reports (IPRs) and report
cards for students that will be available to parents/quardians electronically via ASCENDER
ParentPortal, click Create IPRs and Report Cards for ASCENDER ParentPortal.
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VIll. Complete final steps
A. Print recommended reports.

A. Print recommended reports.

The following end-of-semester reports should be generated and saved.

e Grade Reporting > Reports > Grade Reporting Reports > Grades > SGR2001 - A/B Honor
Roll

e Grade Reporting > Reports > Grade Reporting Reports > Instructors > SGR0280 - Grade
Distribution Report

e Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1000 -
Blank, Failing and Incomplete Grades

e Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1175 -
Report Card Proof List

e Grade Reporting > Reports > Grade Reporting Reports > Report Cards > SGR1401 -
Elementary Principal's Proof List

NOTE: For audit purposes, all attendance reconciliation reports for the end of cycle and
semester should be printed.

B. Reset semester and cycle.

B. Reset semester and cycle.

Grade Reporting > Maintenance > Tables > Campus Control Options > Parameters
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PARAMETERS RANGES & CONVERSIONS COMPUTATION H ROLL & GR AVG PRINT OPTIONS

Options Track End Dates
Current Semester Track
~erent Cuele " Cycle 1 Cycle 2
Current Cycle: Comester [:".3 01-2021 ] [[.". 03-2022 ]
Low Grade Level: [L“j Grade 9 V] e Td AT E.93.903
Semester2  [03-04-2022 ] [0%-23-2022 |
High Grade Level [;z Grace 12 v]
Semester 3 |
Type of Grading: Alpha w |

Beginning Period: 01
Ending Period: 08

Mbr of Reporting Semcters:

N O
<[=][=

MNbr of Cycles Per Semester: LW

O Update Current Semester and Current Cycle with the upcoming semester-cycle numbers.

C. Additional follow-up items.

C. Additional follow-up items.

REMINDERS:

O It may be necessary to run the Assign Pass/Fail Indicator utility at the end of the first
semester, due to TREx using the Pass/Fail indicator to identify credit removal due to excessive
absences. This is only applicable if the student has withdrawn. If a student has been denied
credit due to excessive absences, when that student's transcript is sent through TREX, it does
not pick up the asterisk from the transcript which indicates that credit was denied due to
excessive absences.

O Follow up on any students who still have blank, incomplete, or N/G grades after closing out
the semester.

NOTE: If you change any grades for a student after publishing a report card, you must
republish the report card to ParentPortal for the individual student.

O Follow up on any students who were denied credit due to excessive absences who may have
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regained credit.

O Semester 1 must be completely finished before final grades are assigned at the end of the
final semester, and before assigning pass/fail indicators for PEIMS Submission 3.

O Run the SAT0670 or SAT0671 report for semester 1 and require instructors to sign and return
the form. These must be reconciled and saved for audit purposes. This is required at the end of
the first and fourth attendance cycle.
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