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Transcripts-Importing Report Card Information

Importing Report Cards from ReportWriter

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 and ready for import by the administration.
If a teacher needs to change a report card, they must

1. Unfinalize
2. SAVE
3. Re-finalize report card and SAVE once more

This new report card will overwrite the old finalized report card. Whenever changes are made to a
finalized report card, this procedure of re-finalizing must be done to show any changes made.

If a report card has been imported by the registrar and but the teacher made changes following that
import, a notation will show in the Import area that shows as Re-Import. All information is color coded
in the system with a key to show definitions

To import a report card:

e Step 1. Go to Admin»Transcripts»Import Finalized report cards
e Step 2. Choose Import, Skip, or Reject and Click SAVE
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o If choosing Import, the students report card will be imported and the student’s name will
disappear from the transcript import list (unless “all entries” box is checked) Click SAVE
always after making changes

o If you see a report card at Import that is not correct, you can fix it. Although keep in mind
the teachers report card will not be correct until re-finalized

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

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

o Reject allows you to create a message to send to the teacher in ReportWriter. This will let
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the teacher know that something is wrong with the report cards and needs to be adjusted
in ReportWriter and re-finalized. Click SAVE

If you see the yellow re-import status, you know the teacher has changed the report card in
ReportWriter and the report card is ready to reimport. It 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 an error message after clicking on Import and SAVE. The report card will be
rejected and a message will be sent to the teacher in ReportWriter to contact administration because
the report card was rejected for import.

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 Show List.

List of Repan Cards Walting Impar Action Color Kay
School Type Year Term Sxalf Shews Repectad /T ':_l ':‘_:_an_ far Imporn

Elamentary = | 015 - 2016 Samastar 1 [Fal) || == Al St - u <

O |Report Card mal inslized
O |&iready imporied

SourTe Ml Eniries Ervnil Primary
— Al — B [Fan- | Show List

[ |rMesd oo Firaize in Repomyndle

Desplaying all
[The teacher Ished is the stafl member most recently assigned to the student. and the iisted is the isaming cenfer o which She shudent was assgned in his or her most recent enroliment record )

Sel|Seq | Status Hame Grd | Teacher School Type |[RC Template Sch Penod Sch Year  |Transcoript Action |an|
Unhandlad | Abercrombée, Cank 05 |Smith 5 Elemaniary | tis_reprkd  (Home Schodl - Th-5 --:.*l:"'l:":s'-l‘l' 1 (Fal} | 2015 - 2016 _ | Trare:ripd {| Impaet [JSkip Pririt
Hol Finalized| Abrey, Jahr 03 |Craig A Elementary | uis_reprckdl | independent Study K-8 | Semester 1 (Fall) | 2015 - 2016 | Trarserpl [FmaftEe | skp | Pren
Unhandled | Abnay, Krishen 04 |Kramars M Elemeniary [ Home School - TG | Semesstar 1 {Fal}| 2015 - 2016 | Trares: rigt ‘=|nahz[' | Sk |Prnt
Unhandied |Abrey, Tamara 03 |Kramers i Elemeriary Home School - T Semesster 1 (Fal)| 2015 - 2016 | Trarscrpl |Finalize | Skp | Print
Unhandied | Albarah, Soran a4 Elementary [ Homiz School - TR-5 |Semester 1 (Fan) [2095 - 2016 | Trarscrpt |Finaioe | Skp [Pt
Unhandied |Akaka, Jessca 04 |Kramers M Elemeniary 1 Home School - Te-5 _'."R:l"l:":-'.-."l' 1 (Fal) {2015 - 2016 | Trarscripl |Finalize | Skp _pl nl

JiOojoo|igojajocayo)o
AL A R AL R R

Unhandied | Alvaresz, Marissls PS |AsHion T Elemarary Home School - Th-5 Semestar 4 (Fal) | 2015 - 2046 | Trarecrpd |[Finalee | Skp | Pred
Unhandied |Anderson, Ann 06 | Smith 5 Elementary Home Schod - Te-5 Semesier 1 (Fal)[2075 - 2016 | Transcripl |Finalize | Skp | Prind
Unhandied | Anderson, Chnslian | OF |Caswell B Elemerfary Home Schoal - Te-8 Semestar 1 (Fal) 2018 - 2016 || Trarecrpl |Finaliee | Skp | Pred
10 Imnnniad Asheroft Ausmist N7 | Hisoires K Flrmeriary | sif rRmT KR -.er'r‘-'-.'-'-r 1 {Fali 205 - 26 | Trares:rind T Pririt

Mass Importing Transcripts from ReportWriter and/or Learning Centers

You can mass import report cards into transcripts

e Step 1. Choose students to mass import. Do this by clicking on the Select All checkbox
e Step 2. Click the Mass Import button
e Step 3. Click the SAVE button on the bottom right of the next page to import all records

Admin Reports. Schoolks' Te Portal Hizdp

List of Repor Cands Waiting Import

Sthool Type Year Tarm Staff Show Rejuctsd AT m
Elamantary 015 - 16~ || Semester L (Fall) w | -~ All SEaff -- b

Souce ' Enries Enroil Pr mary [0 [Ready for impart
| PusiLE v | | T Shows List

Displaying unhandled
(The leacher ksted 5 the stafl member mest recently assigned 1o the student -:'"'_lj the Nsted I5 the kearning cenbar to Mhth_lh"." student was assigned in his or har m_l.'V:s'. recent anroliment recon

sl Seq|Status  [Mame |Grn Teacher |Schesl Type |RC Template |s¢n Periad Seh Year | Transeript| Action Prirt

O[1 [uUnhandied|Elbarab, Doa'a| KM |Pellegin | Elementary | sis_reproid [ Independent Shity K-8 | Semester 1 |_|-::I.|I:'IJ'.'- - 2016 | Transcript [Impart | -'-=||'-IF'||"

0|2 [|unhandied|lames Hamy | KM |Higgirs M | Elementary | s ] K-8 | Semesier 1 (Fall) 2016 - 2016 | Transcript |Impart | Skip| Prin

O[3 [|unhandied|Kinan, Elsa | 62 |Higgirs M | Elementary | » cifl  |Independent Study K-8 | Semesier 1 (Fail) | 2018 - 2016 | Transcript (Impor | Skip| Pring

O |4 [unhandied|Lesange, ¥m | 06 |Higgirs M | Elementary | » k8 |Classroom Based - 6-8 | Semesier 1 (Fall) | 2018 - 2016 | Transcript (Impor | Skip| Pring
Unhandied| Smith, Jamie | 01 |Higgins M| Elementary | sis_reprokd | Independent Shudy K-8 | Semesier 1 (Fall) | 2016 - 2016 .| Transcript | Import | Skip| Pring

@ [setect &) [ Select Unimported

TTiemw s Fil

Confirm

Mass Import: T

Thie optian allows you B3 impart many/all records above in "one 18l swoop™

Owerride Grades Report: P ——

Learning Center Report Cards can also be imported individually through the student’s
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dashboard/transcript page

e Step 1. On the Students transcript page click on the Import Finalized Report Cards link
e Step 2. Select the import by selecting the import bubble on the left hand side of the page and
then click SAVE
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