Archdiocese of Hartford

Instructions for setting up Report Cards in School Administrator

To set up the Report Cards in School Administrator to match the Archdiocesan Report Card Form, you must complete the following steps.

First, make sure the Diocese name entered in School Administrator is Archdiocese of Hartford. You can go to Change School Info in the School Info module to check this.

Next, go to the Grading module and complete the following steps in the Enter Grading Info section:

Report Card Options –

Under Letter/Percentage Grade Options

For Grade Type, select Letter Grades Only;

For Final Grades select No. 1 – One final grade at the end of the year;

For Custom Fields – 

Field 1 name: Enter Social Development, then enter the following items:

Code

Description



   1

Displays Christian Values 
   2

Displays Courtesy 
   3

Respects Authority 
   4

Shows Self-Control 
   5

Accepts Responsibility 
   6

Cooperates with Others 
   7

Accepts Correction 
   8

Takes Pride in Appearance 
Field 2 name: Enter Work Skills, then enter the following items:

Code

Description



    1

Is Attentive in Class 
    2

Participates in Class 
    3

Listens and Follows Directions 
    4

Works Carefully 
    5

Stays on Task 
    6

Works Independently 
    7

Completes Homework 
    8

Displays Effort
Under Outcome Report Card Options

Check the box to include a grade for the subject;

For Final Grades select No. 2 - One Final grade at the end of the year only

Enter Report Period End Dates

Enter the end date of each quarter for the year

Enter Grade Types

Select Outcomes for K, 1st, 2nd & 3rd
Select Letter/Percentage for 4th and above

Enter Outcomes Codes

Enter the following codes and descriptions:

VG – Above Average Progress

G – Good

M – Meets Grade Level Expectations

I – Improvement is Needed

These codes will be used as the grade codes for 1st, 2nd & 3rd in the gradebook and will appear on the Report Cards for those grade levels.

Enter Grade Level Outcomes

Select grades 1st, 2nd & 3rd and Submit

Type in each academic subject as shown in Appendix A and Submit.

For each subject, enter a single space (using the spacebar) for the first outcome and click the Submit Outcome button.

Enter the following as subjects with the outcomes shown for each:

Social Development

Displays Christian Values 
Displays Courtesy 
Respects Authority 
Shows Self-Control 
Accepts Responsibility 
Cooperates with Others 
Accepts Correction 
Takes Pride in Appearance 
Work Skills

Is Attentive in Class 
Participates in Class 
Listens and Follows Directions 
Works Carefully 
Stays on Task 
Works Independently 
Completes Homework 
Displays Effort 
Enter Grade Scale

Select 4th through 8th grades and Submit. Enter the grade scale for those grades.

Enter Comments

Add additional comments as shown in Appendix B.

Printing Report Cards

The first time you view the Report Cards:

· Enter 12 for the number of rows for Letter Grade report cards and 28 for the number of rows for the Outcomes report cards.

· Enter the Pastor’s name.

If you have questions, please email timhannon@educonnect.com or call 913-384-6701.

APPENDIX A

REPORT CARD SUBJECT LISTINGS

	PRIMARY

GRADES 1, 2, 3
	INTERMEDIATE

GRADES 4, 5
	MIDDLE SCHOOL GRADE 6
	MIDDLE SCHOOL

GRADES 6, 7, 8

	Religion

Mathematics

Reading

Language Arts

Phonics

Spelling

Handwriting

Social Studies

Science-Health

World Language

Art

Music

Physical Education
	Religion

Mathematics

Reading

Language Arts

Spelling

Handwriting

Social Studies

Science-Health

World Language

Art

Music

Physical Education
	Religion

Mathematics

Literature

Language Arts

Science-Health

Social Studies

World Language

Art

Music

Physical Education
	Religion

Mathematics

Literature

Language Arts

Science-Health

History

Geography

World Language

Art

Music

Physical Education


APPENDIX B

COMMENTS AVAILABLE FOR REPORT CARD USE

A.  Comments available for all grades:

1. Outstanding Work!

2. Work has greatly improved.

3. A pleasure to have in class.

4. Organizes and uses time well. 

5. Shows keen insight.

6. Applies learned skills.

7. Takes initiative for his/her learning.

8. Consistently works to ability.

9. Uses technology efficiently and responsibly.

10. Late/missing work affected grade.

11. Low test scores affected grade.

12. Frequently missing needed materials.

13. Inconsistent effort.

14. Lacks organizational skills.

15. Has difficulty transitioning.

16. Sacrifices accuracy for speed.

17. Behavior affects work outcome.

18. Frequent absences/tardiness affected grade.

B.  Comments available for primary grade use (grade 1-3):

19. Experiences difficulty with comprehension.

20. Inability to decode affects reading comprehension.

21. Daily reading needed to improve fluency.

22. Weak oral vocabulary.

23. Weak reading vocabulary.

24. Listening skills need improvement.

25. Needs to know basic math facts.

26. Experiences difficulty with problem solving.

27. Struggles with math concepts.

28. Practicing math computations will improve math skills.

