Transcripts

Importing Finalized Report Cards - ReportWriter
and Learning Centers

School Pathways SIS continues to grow! Aswe addt o the product the
manual will change and the changes will be posted 0 n the Internet. This

manual can be found on our web site, www.schoolpath ways.com under the
PRODUCTS link.




To use School Pathways SIS most efficiently, it'sb  est to set your browser to
Firefox instead of Internet Explorer. To download Firefox go to
www.getfirefox.com . It's a very quick and simple download and it won 't affect
your current browser use. For help setting this up , give us a call @
866.200.6936.
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1. Importing Report Cards from ReportWriter

04/18/2008

Report cards created in ReportWriter can be imported into a student's transcript in SP
SIS. When a report card is finalized by the teacher, it is sent to the SIS, ready for
import by administration. If a teacher needs to change a report card, they unfinalize it,
change it, save it, and re-finalize it. This new report card will overwrite the old finalized
report card. If a report card has been imported by the registrar and THEN the teacher
changes the report card, a notation will show in the Import area that shows as Re-
import. All information is color coded in the system and the key is noted below with
definitions.

To import a report card:

A. Go to Administration> Transcripts>Import Finalized Report Cards

B. Choose between high school or K-8 and the school year and semester
C. You will see a list of students with report cards ready to import/re-import.

You can choose to show all students that you have previously imported by entering a
check in the "All Entries" box - then click on the [ Update Screen | button.




List of Report Cards Waiting Import

Action Color Key

High School '+ || 2007 -2008 = || Semester 1 V| [ Al Entries | Update Screen Ready for Import

Report Card Data Unavailable

Re-finalized after import

Displaying unhandled High School
(The teacher listed is the staff member most recently assigned to the student)

Seq |Status Name Grd | Teacher RIC |Sch Period |SchYear | Transcript |Action
1 Unhandled | Abney, Melesa 12 |Ocampo R HS | Semester 1| 2007 - 2008 | Transcript | Import
2 Unhandled | Acevedo, Giovanni 10 | Copeland L HS |Semester 12007 - 2008 | Transcript | Impart
3 Unhandled | Acosta, Raymaond 09 |de Hernandez E | HS | Semester 1| 2007 - 2008 | Transcript | Import
4 Unhandled | Acuna, Juan 09 |Ocampo R HS | Semester 1| 2007 - 2008 | Transcript | Import
5 Unhandled | Adams, Brittany 12 |Carbonara A HS | Semester 1| 2007 - 2008 | Transcript | Import
B Unhandled | Adams, Javon 09 | Seppelt& HS | Semester 1| 2007 - 2008 | Transcript | Fix in RAY
7 Unhandled | Aguilar, Danny X. 09 |FreemanR HS | Semester 1| 2007 - 2008 | Transcript | Import
8 Unhandled | Aguilar, Freddy 09 | Solberg A HS | Semester 1| 2007 - 2008 | Transcript | Import
9 Unhandled | Aguilar, Joel 10 | Manning W HS | Semester 1| 2007 - 2008 | Transcript | Import
10 Unhandled | Aguilar, Juan A 11 | Gifford E HS | Semester 1| 2007 - 2008 | Transcript | Fix in RAY
A Unhandled | Aguilar, Marilyn 09 | Mckeown R HS | Semester 1| 2007 - 2008 | Transcript | Fix in RAY
12 Unhandled | Alarcon, Elizabeth 12 | Wright P HS | Semester 1| 2007 - 2008 | Transcript | Import
13 Unhandled | Alarcon, Kendall 09 | Durbin L HS | Semester 1| 2007 - 2008 | Transcript | Import
14 |Unhandled | Alarcon, Veronica 10 |Pickus J HS | Semester 1|2007 - 2008 | Transcript | Import
15  |Unhandled | Albarran, Richard 09 | Mills J HS | Semester 1|2007 - 2008 | Transcript | Import
16  |Unhandled | Alcala, Veronica 11 | Swaisgood G HS | Semester 1|2007 - 2008 | Transcript | Import
17  |Unhandled | Aldaba, Brenda 12 | Swaisgood G HS | Semester 1|2007 - 2008 | Transcript | Import
18  |Unhandled | Aleman, Adriana 09 |Ealey M HS | Semester 1|2007 - 2008 | Transcript | Fix in RAV
19 |Unhandled | Alexander, Teresa 12 | Copeland L HS | Semester 1|2007 - 2008 | Transcript | Import
20 |Unhandled|Allen, Darius 11 |VaileC HS | Semester 1|2007 - 2008 | Transcript | Import
21 Unhandled | Alvarado, Justin 09 | Jackson P HS | Semester 1|2007 - 2008 | Transcript | Import

D. You can choose to import the report card by clicking on the yellow Import.

E. When you click on import, you will be taken to the report card information ready to
import to transcripts.

F. You have the choice to Import, Skip, or Reject at this point.

If you click on import, the student's report card will be imported and the
student's name will disappear from the transcript import list (unless you
click on "All Entries" and Update the Screen). Click Save.

If you see a report card at Import that is not correct, you can fix it . If you
try to import it with an error, the error message will be generated and sent
to the teacher. IF YOU DO FIX IT, THE TEACHER'S COPY OF THE
REPORT CARD WILL NOT BE CORRECT!

Skip allows you to work on the import at a later time and returns you to the
import list. Click Save.

You can also skip a report card that has been re-finalized by a teacher
that already matches on you've imported and fixed manually.

Reject allows you to create a message to send to the teacher in
ReportWriter. This will let the teacher know that something is wrong with



the report cards and needs to be adjusted in ReportWriter and re-finalized.
Click Save.
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Alan Painter Grade: 9 \LocaHD 41014 |Student Statewide ID: 7069584053
654 Saxon Street Age: 16 ‘Genﬂsrm |Dale of Birth: 07/10/1381

Chico, CA 98767

530-505-0407 Parent(s): Painter, Ronald

Past Finalized Report Cards:

electthe reports to import and pri e Import button at the bottom of the page.
(.Olmpnn O skip OReJEV Finalized: 12/06/07 12:23

choolYear. 2007 - 2008 Record gradelevel: ' -

Term: Semester 1

Modifiers Class Grade CrdAtt |CrdErn | Trans Cat
1001 English 7283% |5 5 This course has been removed from the report card.
2005 Algebra 96.25% |5 35 Place:| W=th c I
2198 Algebra 1 A 18 5 Place:
2624 Physical Science | A 0 0 Place:| Pl

G. If you go into the Administration>Settings>Transcript area and see the brownish re-
import, you know the teacher has changed the report card in ReportWriter and the
report card is ready to re-import and will overwrite the other copy you imported
previously.

If there are problems with importing a report card because of something the teacher
needs to fix in ReportWriter, you will get a message after clicking on Import and Save
and the Report Card will be rejected. A message is sent to the teacher in ReportWriter
to contact administration because the report card was rejected for import.

H. If you want to see all students in the school and what processes you've already
performed, click on the "All Entries " box at the top of the screen and click on Update
Screen.

List of Report Cards Waiting Import Action Color Key

High School || 2007-2008 ~ || Semester1 v | [4] All Entries [ Update Scr Arready iImported
Report Card not finalized

Re-finalized after impert
Deleted in SIS

Ready for Import

A Rejected (back to teacher)

Wanually Skipped

Displaying all High School
(The teacher listed is the staff member most recently assigned to the student)

Seq |Status Name Grd | Teacher RIC | Sch Period | Sch Year |Transcript | Action

Semester |2007 -

1 Imported | Abdi, Habiba 9 | McGovern C HS 1 2008 Transcript | Review

2 |Imported |Abdi. Isho 09 |McGovern C Hs femes“" 2007-

2008 Transcript | Review

3 Unhandled | Acosta, Abram

2 |Petersen | Semester | 2007 -

2008

Semester |2007 -
1 2008

Transcript | Finalize RIC

4 |Unhandled | Acosta, Angelina 12 |Mchaney B NiA Transcript | Finalize RIC




Action Color Key
Manually Skipped
Already Imported
Report Card not finalized
Re-finalized after import
Deleted in SIS
Rejected (back to teacher)
Ready for Import
Report Card Data Unavailable

Skip -
You chose to skip these students for import. You can always go back in and
import at a later date.

Review
These report cards have already been updated but you can click on Review to
view again.

Finalize RC
This is just informational to the registrar that there is no report card that has been
finalized for this student. Nothing to Import.

Re-Import

These show a report card that was imported already but the RW teacher has
made a change in ReportWriter and re-finalized the report card. The report card is
ready to import again and this will override the old import.

Deleted in SIS

Student's report card was imported and then deleted in the transcript area.
Transcript can and might have been manually entered or updated. You may no longer
import a report card for this semester for this student.

Rejected/Fix in RW
The system has rejected the report card and sent a message to the teacher in
RW to fix the report card and then re-finalize and synch.

Import
These are new report cards that have been finalized by the RW teacher and are
ready for import by the office.

Fix in RW
The report card was sent back to the teacher to be fixed. Waiting for it to be
returned to import with a "RE-import" message.



2. Mass Importing Transcripts from ReportWriter YN

04/18/2008

You can mass import report cards into transcripts. At the bottom of the Import Finalized
Report Cards page, you will see the new button features.

1. Choose students to mass import. Do this by clicking on the  Select All button

2. Type CONFIRM in all caps.

3. Click the| Mass Import | button.

cuuu
[] {126 |Imported | Weiss, Kirsten 11 |Moon D HS Semester | 2007 - Transcript | Review
— e 1 2008 ~2nscript| Review
[ /127 |Imported | Wilson, Sarah 12 w HS ?emester ggg;' Transcript | Review
[ |128 |Imported | Waolf, Scott 12 |Severin K | HS ?emester ggg;' Transcript | Review
7 |129 |imported | Wright, Ashley 11 |Tezgue L |Hs femesm ggg; Transcript | Review
] /130 | Impaorted Wyrick-Wortham, Joshua 09 | Williams L |HS ?emester Sgg;' Transcript | Review
[] 131 |Imported | Yamada-Bryant, Megan 12 |Moon D HS ?emester ggg;' Transcript | Review
] 132 | Imparted Young, Julia 10 | Severin K |HS ?emester ggg;' Transcript | Review
[ | select Al
[ | Click to Fill
Confirm
Mass Import
Mass Import
This option allows you to import many/all records above in "one fell swoop™
Mass Print

This option allows you to print Report Cards for everything selected above. (You do not need to confirm this)

3. Importing Report Cards from Learning Centers

04/18/2008

Any report card created in Learning Centers can be imported into a student's transcript.
When a report card is finished by the teacher, it is sent to the transcript area, ready for
import by administration.

To import a report card from Learning Centers:

A. Administration>Find Student

B. Choose the Program you want to search for and click SEARCH



C. Click on Trscpt at the end of the student name row.

D. Click on Import LC Report Cards

>

E. Enter a check in the box. If you need to make a change on the category to the right
of each class, you can do it now. Click to Import.

School Pathu
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Import Learning Center Report Cards

#6116629274 Carolyn Ann Alba

+ Selectthe reports to import and press the Import button atthe bottom of the page.
- Status: Ready for Import
EULG R SR Select a gradelevel for this record: [ 09 v |

ADA Attendance - Leila Harding | Credits: Attempted:0 Earned: | Grade: Place
ADA Attendance -Tim Crugnale | Credits: Attempted:0 Earned: | Grade: Place
A-G English 1A Credits: Attempted:5 Earned 5 |Grade: C- |Place
A-G Geometry A Credits: Attempted:5 Earned'5 |Grade: C |Place
A-G Biology A Credits: Attempted:5 Earned'5 |Grade: B |Place
A-G Spanish 1A Credits: Attempted:5 Earned:5 |Grade: B+ |Place
PE1A Credits: Attempted:5 Earned:5 | Grade: A |Place:
Figure Skating Credits: Atempted:5 Earned:5 | Grade: A |Place:




F. If there are problems with importing, you will get the message at this point telling you
what needs to be fixed.



