END OF THE YEAR NOTES

SCHEDULING FOR THE NEW SCHOOL YEAR
Double click on scheduling. 
1.
Choose #3 – Create New Year Student Master

Make sure it has the Current Student Master Year and the New Student Master Year View grades first

Below check:   

Upgrade (0-12) of students who passed?
Yes

Blank out Homeroom teacher?

Yes

Blank out Counselor?



Yes

Blank out Bus Numbers?


No

Blank our Locker Number/Combination?
Yes

Blank out SPEC codes?


No

Blank out Lunch Codes?


No

Blank out comment section?


No
Note: This report can be run as many times as needed.
2.
In Scheduling, click on #4 – Create New Year Master Schedule
A box will come up showing Year to copy from and Year to copy to.

Click “OK”

3.
In Scheduling, click on #6 – Obtain Feeder School (PSWD: OFS)

(Career Development does not have a feeder school)

Important Notice:  Once failures are posted, run this again.  You can select multiple codes by holding the control key and choose the failure codes.
4.
In Scheduling, click on #7 – Establish student count (same as if you were getting         your MFP counts) or in Student Overview, choose # 3

5.
In Scheduling, click on #8, Student Request Forms, if you are ready for them.

DROPPING STUDENTS – END OF YEAR

The only students who get a loss code for the End of Year are GED completers or Certificate of Achievement.  Please do not drop any students at the end of the school session.  If there are students who will be returning to their regular school settings at the beginning of the school year, you may loss that child at the beginning of the next school year.  Do not drop a student on the last day of school just because he/she tells you they will be moving the last day of school or during the summer.  Drop them at the beginning of the next school year.
POSTING FAILURES

Bring the student up in the Stu Master.  Click Find 1 to locate the student who failed.  Click in the SBLC box that’s under US Entry.  A list of retention codes will come up.  Click on the correct code and click save.  

End of Year Notes Cont.

Page 2

Or, you may double click on the Student Overview button, click item #41 – Update SBLC Code List.  You can post your failures here which is better and faster.  A setup box will appear.  You may do a grade at a time or all grade levels.  The names will appear in alpha order or you can double click on GD and the students will appear in grade order.  Under SBLC click in the green box next to the student(s) who failed.  If you have more than one student who will receive SBLC code “F Retained”, click next to those students names.  A small x will appear in the green box.  After all students who will “F Retained” have an x by their name, click on SBLC Code to the right “F Retained”.  This will appear on each student with the small x.  You may proceed with the following codes or others from the box in the same manner:
“L Retained” - failed 4th grade Leap





“P Promoted” - when a student is Pupil Progressed





“Z Retained” - Pending Summer School





“V Retained” - excessive absents





“T Retained” – failed the GEE




“E Retained” – failed 8th grade Leap
If you want Pass/Fail notice on bottom of the Report Card, all SBLC (fail codes) must be entered. If you do not put on SBLC code on the Final Report Card, it will print, “Congratulations, you have passed or been promoted to the next grade”, when in actuality the student failed.
SENIOR HIGH SCHOOLS

You will need to POST YOUR SENIORS WHO HAVE FAILED. Do not print your report cards before posting senior failures.  Ask the Senior Counselors to give you a list of seniors who failed the GEE and who failed due to course failure.  
REMEMBER:  DO NOT CHANGE THE SENIORS WHO FAILED TO THE 11TH GRADE.  WE NO LONGER NEED TO DO THIS.  USE THE SBLC CODES TO POST A SENIOR WHO WILL NOT GRADUATE OR WILL RETURN DUE TO COURSE FAILURE.

If a senior failed because he/she did not pass the GEE, use loss code 22 17 E and SBLC code T Retained.
PRINTING FINAL REPORT CARDS
1.  Always do a missing grade audit before printing.

2.  Always do a Mass Recalculation before printing.

3.  Update Current Year GPA


An error report will come up showing students who were

Pupil Progress to another grade level or may be in that grade

Level and .  If that’s the case,


you made ignore the error report.


4.  When choosing the Absentee and Discipline summary 

     on Report Card display, show from 03/19/07 to 05/23/07
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When you click on Report Cards, on the drop down box of Report Type to Print, choose Final Report Card.  A SBLC Promoted/Retained Description box will appear.  Click Yes.  We recommend yes because if a student failed the Leap, an explanation will be given as to why the student retained even though he/she may have passing grades.

Elementary

“S, U, N will not appear in Final Grade column on Report Cards.  Computer can not calculate these grades.  (Statement from JPAMS Executive Consultant, James) There shouldn’t be any 63N or 95S, etc.  Kindergarten teachers should use SNU Letter Grade when setting up assignments. Also use SNU Letter Grade for Writing, Culture Arts and PE in the other grade levels.

FINAL GRADE LABELS – Before you print your labels, double click the attendance button – click item #12 – Update DOE Attendance – this will recalculate the students absents

1.  Double click on the GRADES button.  

2.  Click on Item #31, EOY Grades Label av5163 opt2. Use av5163 labels         
3.  The EOY Labels Setup box will come up.  Make sure you are in the     

     current school year.

4.  Check the Av5163Opt2 box
5.  Check Act e Stu Only

6.  Check Use Fnls for CE (For Jr/Sr High ONLY)
7.  You may print your labels by:  (you can only choose one)

a.  Grade Span – If you choose -1 thru 06, students will be in alpha     

      order with grade level next to name. You can do a grade at a 

      time.


b.  HmRm teacher – Teacher’s name will be in alpha order 

            c.   Student – Will be in alpha order by student’s name

NOTE:  If you have chosen to print by homeroom teacher and you have clicked print but you decided you want the labels by grade, you will need to go back and click on Item #31. You can not click on setup and choose grade span.  You will need to go back to the menu. If you don’t understand, call me.

8.  Post – check the Both box

9.  Check the Yes box to Incld StuMstr/Att…

10.  Click OK

11. You may Select All or choose the students you want by clicking in the box next to student’s name.  Click Print.  Students only with an X by his/her name will come up to be printed.  You will need to go back to the menu to start another print. (See NOTE)
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Senior Transcripts – I usually get this information in the middle of May.
The STS deadline for graduates is __________. (It will be sometime in June. The State has not informed me yet.)  Please clean-up all your Senior Transcripts.  The deadline for grades 9-11 is _______________. (Have not been informed by State)
Information will not be sent to the state on Special Education/Alternative or Option 3 students.  

Graduating Seniors - do not need to put an exit date of the last day of school.  This will be converted when the state receives the Demographic records on the graduating seniors.    
You need to be very careful in posting the Senior Failures. If you post a student(s) as a graduate and the student(s) did not graduate, you must go back and put the correct SBLC code (T Retained) on the student(s) or (F Retained – use on seniors who only failed courses) and the correct loss code of failed GEE but passed all Carnegie units.  (See FYI below) 

FYI
Seniors who failed only Gee:  use loss code 22 17 E and SBLC code T Retained

Seniors who failed courses and GEE:  use SBLC code F Retained

Seniors who failed courses only: use SBLC code D Retained

The Office of Student Financial Assistance considers those students with graduation dates after September 1, 2006 and before August 31, 2007, as graduates for 2006-2007.  

I will also need a list of your returning seniors who will return either the 1st semester or the 2nd semester and a list of the ones who failed the GEE only.  

When seniors from your school complete the summer session to graduate, you need to take the loss code off the student as well as the fail code and put a loss date of  05/23/07 with the loss code 70 04 E Senior Graduation.  You will need to send me a list of these 
students so I can submit the STS to the State, certify your school.  
If you do not do any of the above, please pass this memo on to the designated person.

If I have confused you ( and you have questions, please contact me.  I will do my best to help you understand.  

