Entering Historical Data

A. Adding or Editing Historical Years

From the search option select the student or students to be edited.
From the Control Panel on the left select Historical

To Add a New Historical Year

From Actions on the menu bar select Add Historical Year

Family Graduation Information Edit A
Photo

Program type: N/A

Attendance gram type: N/

Grades High school enrolliment date:
Credits
Schedule
Student Behavior Coursework completion date:
Award
TFo-t-
Registration Grant eligibility: No
Enroliment...

Graduation date:

Graduation status:

Total absences: 0

Program Profile Potential Earned State Local
Total credits: 0 0
Test Results
DoDEA Registration... Unwaighted  waightad
Transportation... Cumulative GPA:
Test...
Unveighted  Weighted
» PROGRAMS Potential credits for cumulative GPA:

Gifted Unweighted  Weighted
ESE Total points:

Read. & Recov.

Activities

Honors Total number of grades:

Unveighted  Waightad

Accomodations
Background Data

» Screenings Historical Years ~

» Counselor =
Selected: iTuta\:l
[] Year  School No. Name No. Courses
[] 2004 44022 Ansbach High School 0

The following fields will be available for data entry.

School Information

School Information

*Year: 2004
*School: |Ansbach High School Select

School number: 44022

You mUSt enter cBcC:
Year District number: |VAD004

Principal:

School Name
Address

State: |N/A Country: N/A Zip:|
Phone:
Fax:

Comments:



Year Information

You must enter

Grade level

Yearly Credits Earned
Yearly GPA Weighted

(You must hand
calculate this from the
transcript)

Comments: This is
where you may enter
comments for that
school year.

Ranking Information
Enter this if available

Year Information

*Grade level: |11
Homeroom: |N/A

Yearly absences:

Potential Earned State

Yearly credits:

Unveight=d Weight=d
Yearly GPA:
Unveight=d Weighted
Total points:
Unvweighted Weighted

Total number of grades:

Comments:

Ranking Information

Class rank date: j mm/dd/yyyy
Class rank: Qut of:
Relative position only: Percentile:

Daily Attendance Information

Present:
Excused absences: Excused tardies:
Unexcuse d absences: Unexcuse d tardies:

Daily Attendance Information — Not required.

When data entry is complete click on OK.

Cance



B. Entering Historical Data

From the search option select the student or students to be edited.

From the Control Panel on the left select Historical.

From the Historical Year field click on the number on the right in the No. Courses

column.

Historical Years

Selected:
[] Year  School No. Name
[] 2004 44022 Ansbach High School

No. Courses
a

When the next screen appears go to Actions and select Add Historical Course.

Quick Search > Student Search Results > Historical > Historical Courses

Quick Links

Add Historical Course
Edit Historical Course

- Name Grade Section
Delete Historical Course

Print

This window appears with the following fields-

Course Information

Cou rse I nfo rmation Exclude from cum GPA calcs:

It is important that the DODEA e couse
Approved course names and codes
be used. All DoDDS courses have codes. Course tpe:
If you do not have a course code, you do e e ek
not need to enter this information. B

*Subject area:

Description:

Enter the course name.
Enter the Subject Area
If you have a description of the course, put this in as well.

[Jadjustment factor:

No |~ Ssummer school: No |+
Yes v

MN/A

N/A



Course attendance information

This information does not need to be entered.

Course Attendance Information

Present: I
Excused absences: I Exzcused tardies: I
Unexcused absences: I Unexcused tardies: I

Grade Information

In this section, you must pay attention to details.

=g ruLan ¢

Grade Item Leveled Letter Grade Leveled Mumeric Grade Lewveled Grade Points P/F Final Potential Credits Credits Earned
Grade

51 ot I J4 [ =l[es =]l 0.5
52 At 4 Yes 0.5 0.5
Grade Item :
Ensure the you use only the following codes for Grade Item :
e Sl
o S2
e S3

e Each semester must be entered on a different line.
You must use CAPS for the ‘S’.

Leveled Letter Grade
e You must use CAPS when entering grades

Leveled Grade Points
e Putin the appropriate grade points for the Letter grade.

Final Grade
e YES

Potential Credits
e 0.5-thisis for a1 hour course
e 1.0-thisis for a 2 hour course
e 1.5-—thisis for a 3 hour course

Credits Earned
e 05
When Data has been entered click OK.



C. Entering Student Graduation Data
From the search option select the student or students to be edited.
From the Control Panel on the left select Historical

From the top right of the Graduation Information field click the edit link.

Personal... CrEmmT T T T T
Contacts

Graduation Information
Photo

Program type: N/A

Attendance
Grades High school enrcliment date:
Credits

Schedule
Student Behavior Coursework completion date:
Award
Tests.

Graduation date:

Graduation status:
Grant eligibility: No

it Tora sheence: s

Potential Earned State Local
B Total credits: 0 0
DoDEA Registration... Unveighted  Weighted
Transportation... Cumulative GPA:

Test...
Unveighted  Weighted

» PROGRAMS Potential credits for cumulative GPA:
Gifted Unveighted  Weighted

ESL Total points:
Read. & Recov.

Activities

Honors Total number of grades:

Unveighted  Weighted

Accomodations
Background Data

» Screenings Historical Years A
» Counselor El
Selected: 2 Total1
[] Year  School No. Name No. Courses
[] 2004 44022 Ansbach High School 0
&]Done B nternet

Data entry field appears.

Program type: INIA

High school enrollment date: l—j mrnfddiyyyy
Graduation date: l—j rarm/ddsyyyy
Coursework completion date: lij rorndddfyyyy
Graduation status: l—
Grant eligibility: Im
Total absences: ID—

Potential Earned State Local
Total credits: |14 |14
Unweighted Weighted
Curnulative GPA: I |3 286
Unweighted weighted
Potential credits for cumulative GPA: I |14
Unweighted weighted
Total points: | |46
Unweighted weighted
Total number of grades: I I

Enter the information for Total Credits — Potential and Earned
Cumulative GPA: under the Weighted box

Potential credits for Cum GPA under the Weighted box.
When data has been entered click OK.



Transcripts
Running a Transcript Report

From the Control panel select Reports. Under Grading Reports select

DoDDS-E Transcript - no current wear data
DoDDS-E Transcript - w/current year data

Do not use any other Transcript report.

Settmg filters- Report Options: Student Transcript Report by Year

Student Transcript Report by Year

Click the ™ to open the

School Student filter. School Student
. Categaory: |Generic =
To print selected students
set the category to Generic Student Nurmber =l |equals Ji4 | EEEEEEEEEE
1 l Add Criten
The fields should read-

Search Criteria
Match: @ all Criteria © Any Criteria

Student Number equals
Student Mumber equals "9395333533"

(Student 1D number)

Click Add Criteria.

If printing transcripts for
several students, be sure to change the Match from “All Criteria” to “Any Criteria”.

To print a grade level set the filters to read

Report Options: Student Transcript Report by Year

i Student Transcript Report by Year
Category - Generic

. School Student A

Grade (Active) equals ( grade
Ievel) Categary: |Generic j

. Grade (Acti % \ v|]12 <
If running more than one grade level [rate (acive) o fensas 1l _ i
at a time be sure to change the
Match from “All Criteria” to “Any Search Criteria
Criteria”. Match: ® &)l Criteria © Any Criteria

Grade (Active) equals "12"

HEfMOVE



Scheduling options-

If you are running a single student or a same group of students ( 10 or less) you can

run the report any
time. If you are
running a large group
you need to set the
report to print at
night.

Note- each district has
an assigned time to run
reports. Please
schedule with in your
district’s time. If you
are unsure of the time
contact your SMS ET.

Report Options: Student Transcript Report by Year
Student Transcript Report by Year
1

Scheduling Options
C Run now
& One time

*Date: [1/52006 2 mmddyyyy

at: [12)7] ; [oo 7] |am =]

' Recurring
*Start: [1/5/2006
at:f12 =] [oo =] |am =]
j IHUur j

2 mmyddsyyyy

Ewvery: I 1

Output Options

h'd

[ |

Run Report | | Cance

|
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