End of Year Process in JPAMS

Revised:  5/08/2007

1.  In accomplishing the steps that follow, if a confirmation box similar to the one below is encountered, answer “No.” 
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If asked to do a backup, JUST SAY NO!

1. Optional:  Print Grade Sheet (#2 on Grades Menu).  Distribute to teachers for verification and correction of grades.  Note:  Set “Course Grade” and “Student Grade” ranges appropriate to the school.  Use last student day as the “As of Date.”
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Corrections should be made in JGradebook to cause the correct grade to appear for the grade that is incorrect in any marking period.  Correcting the gradebook is the preferred method of fixing an incorrect marking period grade (by adjusting the assignment grade(s) which affect the marking period grade).  If it is not possible to make the correction in JGradebook, the marking period grade can be entered directly through Post Grades Master (#5 on the Grades Menu).

Note:  For grade levels 1 through 8, grades are entered numerically but averaged by Alpha grade value.  The Final Grade column thusly contains “4 a,” “3 b,” “2 c,” “1 d,” or “0 f.”  All grades that are averaged by the computer are shown in lower case.  The final grade calculated by the computer can be overridden, but to do so the numeric equivalent of the desired grade (according to the grading scale) must be entered.  The letter grade associated with that numeric grade will appear in upper case, indicating the grade has been entered by a person.  Future recalculations of grades will not change a grade that has been set by a person. 

2. After all corrections have been entered, run Missing Grades Audit (#11 on Grades Menu).  This is a double check for any blank grades.
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When Schedule Type 6wk is checked, another box will appear to enter the marking periods.
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Again, correcting adjustments should be made through JGradebook.  If it is not possible to correct marking periods which should not be blank using JGradebook, enter the proper grade through Post Grades Master (#5) or Post Grades By Student (#21).

3. Run Incomplete grades audit (#13 on the Grades Menu).
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There should be no incomplete grades at this time.  Resolve all marking periods showing “I” as the grade into a valid grade through JGradebook.

4. When all grade corrections are complete, run Post Grades Master (#5 on the Grades Menu).  Verify Semester display options as ALL and BOTH.  Click the box in front of “Last Marking Period Grade Within Semester” to place a checkmark in the box.
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Next click on Admin, then Mass Calculate Grades.  A pop up window will appear.
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Normally final grades are not calculated unless all components are present.  In a six-week system, that would mean it would be presumed that if six grades are not present (or 3 grades for a semester course) then something is missing and an accurate final grade cannot be computed.  If this is the desired result, choose “No.”  

In all of the previous checking and correcting, if it is determined that any remaining blank grades are legitimate and it is desired to calculate final grades using the marking period grades that exist (average = sum of grade values divided by the number of grades present), choose “Yes.”  Examples of circumstances that could cause legitimate blank marking periods: 

1. Students who transfer from a 9-week system and have only 2 grades on their record for the first semester.  Those two grades plus three for the second semester would be added and divided by five.

2. A student who is exempted from one marking period in physical education due to a physical injury.

If you choose the “Yes” option to “use available grades,” do NOT use Post Grades Master (#5 on the Grades Menu) to make subsequent corrections, without checking the box for “Check if Posting Progress Report Grades” on the “Manually Post Grades Setup. You must check this box or the automatic recalc upon entering a section in that program will revert to demanding all grades be present and blank out previously averaged Final Grades.  An alternative is to use Post Grades by Student (#21 on the Grades Menu) instead.

The grade calculation may produce messages stating missing items for grade “00” and grade “-1”.  This happens because grades are not done on the computer for those grade levels.  Click “OK” to get past the messages. 

6.
Run Missing Grades Audit (#11 on Grades Menu).  Check for any blank grades that remain for the Final Grade.  Use Post Grades By Student (#21 on Grades Menu) to make corrections for the students who appear on the list.
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When Schedule Type 6wk is checked, another box will appear to enter the marking periods.
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7. HIGH SCHOOL – Determine semester 2 or full year courses that have a passing mark but will be denied credit due to excessive absence.  In Post Grades By Student (#21 on the Grades Menu) enter the numeric grade for marking period 6 followed by an asterisk (*) to cause the Final Grade to become “f” and the message that credit was denied due to absences to appear on the Report Card.

8. ELEMENTARY – Determine students whose academic record warrants promotion but who will be retained solely due to excessive absence.  Apply the SBLC code “V” to these students.

9. ELEMENTARY – Run Possible Failures report (#14 on the Grades Menu) with Grade Span set to grade levels at the school for which passing READING is mandatory for promotion, and other values set as shown.  Examine the resulting list carefully, looking for students who must be retained (SBLC Code = “F”). 
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10. Grades 7 and 8 (or 6, 7, and 8 in Middle School setting) - Run Possible Failures report (#14 on the Grades Menu) to assist in finding students who have failed the 5th and 6th marking periods, but have a passing mark in the Final Grade.  The grade calculation routine should automatically set the final grade to “F”.  This is a double check.
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11. Run Update SBLC Code List (#41 on “Stu Overview Menu”) to enter Promotion/Retention codes.  High schools, be sure to also retain any 12th grade student who will not graduate.  You should also be sure to exit any student who has received their GED, Skills Certificate, etc, on the date of completion.  
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12. Run Retained/Promoted List (#54 on “Stu Overview Menu”) to verify the SBLC codes.

13. Run Update Current Year GPA (#9 on the Grades menu), or run it from the button on the Report Card setup.  This calculates the GPA line that appears on the Report Card.

14. Print Report Cards (#3 on the Grades Menu).
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For “Report Type To Print” choose “Final Report Card.”  Check that the Grading period is set to 6.  “Is Jsped Installed?”  should always be checked when it exists on a setup screen.  Choose the other options as needed. A selection has been added this year called “Final Report Card (PS Mail).  This option would only be used to position the mailing address if we had mailers for our report cards.

The following dialog box appears when Final Report Card is selected.  Choose “Yes” to print the multi-line descriptions.
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An absentee summary selection has also been added to the report card screen.  Selecting this option will cause an informational pop up box to appear.  Please pay careful attention to the following box and follow the instructions.
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Please verify that the Attendance Policy information is located in the “Bottom Message” on the report cards.  This message can be found in the Student/Parent Handbook.

15. Run Honor Roll (#12 on Grades Menu)

16. Run Grades Closeout EOY (#27 on Grades Menu).

NOTE:  IN ACCOMPLISHING THE FOLLOWING STEP, IF A CONFIRMATION BOX APPEARS WITH AN OPTION TO BACKUP ANYTHING, “JUST SAY NO!
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WATCH THE SCHOOL YEAR!  MAKE SURE IT IS THE CURRENT YEAR.

**High school will run grade span from 09 to 11      --   (12th grade has already been copied)

**Elementary schools will run grade span from grade 01 to highest grade at school.

17. Run Calculate Cumulative GPA (#16 on Grades Menu) –Verify district, school, grade level, and year.  This calculates the Transcript GPA.  Do NOT check  “Include Current Grades?” since current grades were placed in the transcript file in step 16 above.
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