Setting Transcripts in SP SIS

**There have been changes to the Transcript Settings that will give each school the ability to set up transcripts
to match the school’s needs. Transcript setting affect everything from credit requirements, grade weights,
course modifiers, and GPA Types to how grades can be posted in ReportWriter and Learning Centers.

Step #1 — Basic Setup

To set transcript information go to Administration>Settings> Transcript Requirements>Set Transcript
Requirements.
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Start by choosing one of the following options — please read both options before choosing and know that you
can always edit your choices.

1. You can manually add new course categories, or you can load only the default course categories.

2. You can also load the default course categories, associated graduation types, and credit
requirements. (Recommended — will save time)
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Once the auto load has been performed, you'll see the following with somewhat typical course categories and
credits:
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1. You can edit or delete the course categories and add new graduation types if needed. Click on the name of
the course category if you need to edit or delete it. All deletes in SP SIS require typing CONFIRM in all caps and
clicking on the Delete button.

2. To edit the credits needed in a category, just change the number of credits in the boxes and click SET.

You need to also set the “rollover category” for credits. Click on the name of the graduation type (ex.: Adult
Education) and choose the rollover category from the dropdown field, usually Electives, and SAVE. Any extra
credits in a category will automatically be added to the Electives category. Rollover categories will be denoted
with a green highlighted box.

Step #2 — Add a new transcript graduation type

The basic graduation groups are set for Adult Education, General Education, and Special Education.
You can add a graduation type that your school specifically uses such as “College Prep Education” and set the
credits required to graduate under that type. To do this, click on Add a new graduation type in the upper left
corner of the screen.
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Type in the name of the new graduation type (ex: College Prep Education). Don’t forget to set the rollover
category for this new type.
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Now enter the credits needed to graduate in this grad type and click SET. If not all categories are show in the
left column you can add a new course category. Click on Add a new course category in the upper left of the
screen.

Step #3 —MODIFIERS Tab.
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Choose what modifiers you want to show up on your transcripts. The basic list is given and this may be all you
need. If you would like to add modifiers to the list, click on CHANGE MODIFIER LIST. Then click on ADD.
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For example, students might have courses that will not be taken for credit. Click Add and enter “nc” and
“course not taken for credit” in the fields. Change the Modifier Set to read “**Create New Set Called” and
then enter a simple abbreviation as to why this was added. For example, in the NC category, you might add
"No Credit". Save. If you're happy with the list of modifiers, click Cancel/Done.
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On the next page, choose your new modifier to make it part of the list used in calculating grades and click on
Use Selected.

Step #4 — MODIFIERS AND MARKS Tab

Choose the Modifiers and Marks Tab.
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Choose any grades you want to be able to use with the modifiers set for your school.
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Below is a list of all the class marks that you have set as acceptable for transcripts, and a list of all the

modifier sets. You may want to set things so that certain marks cannot be used with certain modifier
sets.

For example, you might decide that pass/fail classes can only be given a mark of "p" (for pass) and
various forms of fail. This is where you can make that determination.

The heading "No Modifiers Selected" refers to whether or not you wish to allow a mark to be used
without any modifier at all. For example, a mark of "P" (pass) may not be used unless the PassFail

modifier (pf) has been selected.

Check the marks that are OK with each class modifier set, then press "Save" to set.
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Step #5 — GPA TYPES Tab
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There are basic types of GPA’s preset for you. You can add more types and make choices about how your
GPA’s are calculated.



Class Rank - is this GPA Type used to calculate class rank? If you change this, it will affect all class
ranks for all currently enrolled students.

Default Scale - Scale may be changed based on the modifier(s) used on a student's transcript. But if
no modifiers are used, what grading scale do you want to be applied?
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1. Set the GPA types for your school (if you need to add more click on Add New Type).

2. Choose if you want a class rank to be calculated using this GPA. You must chooses one and then click Save
Class Rank/Default Scales. If you want another GPA type calculated for Class Rank, choose a new one and
then click Save Class Rank/Default Scales again.

3. Choose if you want the GPA to be calculated on an un-weighted or weighted scale. Unless you want all
grades types to have a boost, leave this as “Unweighted.”

4. Click on “More Details” and choose what grade levels this particular GPA type will reflect and then choose
what modifiers you want for that GPA type. The “Default” sets the grading scale to whatever you did in step 3
(usually unweighted). Notice that the Pass/Fail grade type is not added into the GPA calculation and the
honors and AP are given an extra point. Click SAVE when you have completed this page.

Settings for GPA Type Academic GPA
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What medifiers prompt what GPA scale when computing GPA Type Academic GPA?

Modifier Description Grading Scale
Non-Academic Class Default A
h Harnors Course (GPA Weighted) | Weighted b
r Repeated Course Default ~
v Vocational Education Default v
o Other Default A
pf Pass/Fail Course Skip Computation %
ag A-G Course Reguirements Default v
ib International Baccalaureate Default v
cp Callege Frep Default W
ap Advanced FPlacement (AF) {Weighted v



Step #6 — GPA SCALES AND MARKS Tab

Choose the GPA Scales and Marks Tab
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You'll see all pre-set marks you can use in grading. If you want to add a new mark, click the ADD MARK button.
Add your mark and click SAVE. Choose what scales you want for this mark and if you want the mark to be
used when calculating the GPA. Also, if you want the mark to be used to calculate credits earned. SAVE.
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Step # 7 — Transcript CSIS Codes

The State is tracking course information students take through CBEDS. To track the courses, they need to be
attached to a State CSIS Code.

Click on Set CSIS Transcript Codes. Click on the Set/Edit Transcript Codes button. The complete list of CSIS
Transcript Codes is shown. Each school needs to choose the courses they will be using. It’s best to scan the
codes first to see what’s available before starting to set up each code. You may choose the General Education
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title of “2101 Comprehensive English” course name and number without realizing further down the list is
“2130 Ninth Grade English”. Most schools choose the title “1001 Grade 1” in the OTHER section for all
students in first grade for all their courses.
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The Class Title column allows you as the registrar or counselor to decide what you want teachers to call a
course.

An example of how your courses might look once you’ve set them up follows in several screen shots. To
choose more than one Class Category (last column), hold down the CTRL key while choosing. Click SAVE
SETTINGS when you are done. You’ll see the list of courses you’ve chosen. This list can be printed. You can
edit your list at any time to change the name of a class title or add more courses. These courses and codes
show up in ReportWriter for teachers to choose when assigning courses and in Learning Center Classes.
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Step # 8 — Set Modifiers to Classes
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Tell the program what course titles are set to the different modifiers you've chosen.
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Define Class Modifiers

Currently Defined Modifiers

State Code(s) | Class Title Trans Modifiers

4800 4623 Accounting 1A Mone Defined

48004623 | Accounting 1B None Defined

2604 Advanced Biology 1A h

2604 Advanced Biology 1B h

2712 Advanced Early American Historyy 1A h

2131 Advanced English 104 h

2131 Advanced English 10B h

2132 Advanced English 114 h

2132 Advanced English 11B h

2133 Advanced English 124 h

2133 Advanced English 12B h

2130 Advanced English 94 h

2130 Advanced English 98 h

2748 Advanced Humanities 14 h

2748 Advanced Humanities 1B h

2748 Advanced Humanities 24 h

2748 Advanced Humanities 2B h

2748 Advanced Humanities 34 h

2748 Advanced Humanities 3B h

2713 Advanced Philosophy 14 h

2713 Advanced Philosophy 1B h

2713 Advanced Philosophy 24 h

2713 Advanced Philosophy 2B h

2713 Advanced Philosophy 3A None Defined

2713 Advanced Philosophy 3B h
1 T el odres. g e DenEd
4121 ROP Small Business Management Mone Defined
5798 ROP Video Production Nene Defined
5798 ROP Web Page Design Meone Defined
2505 ROTC 1A ®
2505 ROTC 1B ®
2505 ROTC 2A *
2505 ROTC 2B *
2505 ROTC 3A *
2505 ROTC 3B *
2505 ROTC 4A *
2505 ROTC 4B *
2198 Screen Writing 1B Mone Defined
2712 Social Studies 14 Naone Defined
2712 Social Studies 18 Naone Defined
2715 Sociology Mone Defined
2715 Sociology 14 Mone Defined
2715 Sociology 18 Mone Defined
2206 Spanish 1A None Defined
2206 Spanish 18 None Defined
2206 Spanish 24 None Defined
2208 Spanish 2B Mone Defined
2112 Speech 1A Mone Defined
2112 Speech 18 Mone Defined
2112 Speech 2A Mone Defined
2112 Speech 28 Meone Defined
4280 Sports Medicine Careers Meone Defined
2198 Sreen Writing 14 Meone Defined
2718 Student Government Naone Defined
2537 Study Skills Mone Defined

Step # 9 — Class Rank

Every night class rank for all students with transcripts is calculated. This page will show the student name, the
calculated GPA, the Grade Level, the Class Rank, and the date it was calculated. If there are errors in your
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student's transcripts (because a entry was made erroneously), you will get an error report at the bottom of the
page.
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