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Progress Report Key Terms

Progress Status:  Mandatory Progress Status for the student.

Choices are User defined and can include: Excellent, Satisfactory, Needs Improvement, Unsatisfactory, Failing.

Progress Topics:  User defined list of Knowledge, Skill & Work Ethic Topics which pertain specifically to each

grading component.

Grade Range Comments: *if Admin Enabled™ User defined grade range selection

User defined list of comments that instructors can choose for progress reports and/or report cards.

Save: Process of “Saving” a progress report that has not been completed or that you would like to

continue to work on at a later date. Grades will change as per real time each time you save.

Submit: Process of “Submitting” progress reports for administrative approval or printing.

Once a progress report has been submitted; an instructor cannot make any additional changes.

Grades will be day/time stamped and final for that progress report.

Calendar Dates:  Allows the user to view the marking period calendar dates.

Dates include: first day, last day, Marking period start/end dates along with the mid-marking period dates.

Students Below Grade Threshold: When selecting & enter Grade the following occurs:

* Grade to Date process will be performed for all students within the currently selected class for Current MP

* For each student who falls below the entered Grade Threshold, a new Progress Report will be inserted

* Students who fall below the Grade Threshold will display in the group tree so that a Progress Report can be
completed

Student Failures: Selecting will display all students currently identified as Failing based on Custom Control >

Grading > Letter Grade Conversion/Quality Points > F= < D Minimum or D-

YTD: Year to Date attendance
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Creating Progress Report Comments
Getting Started

My ruiaers.

R -

Admin Grading> Click Admin Grade Comments @ Admin Grades by Class
@ Admin Grades by Student

& Admin Knowledge Activity Ban

Prior to creating student progress reports a list of Progress Report Comments must be created and
entered into ClassMate. The comments are divided by grading or division component. A Progress Report
Comment Worksheet can used to aid in creating the list . Once the list is entered into ClassMate , yearly
maintenance is suggested.

1. Select the Progress Report Comments Tab

2. Select the Progress Report Category from the drop down menu

3. Enter an ID number. This will drive the sequence in which the comments display.

4. Enter a Progress Comment > Save

lole@b[e|al o

=] Knowledge Comments — . Category: 2 kill Comments 3
—f gg EEESD :og‘;:f Eno ¥9E::ISE:L Quizzes 1D: %
j 07-Does not complete assignments 3
Comment: QOes not wear PPE| Ll
- — . RRRRRRRRRRRRRRBRD_D_RRRBRBRBRDRRRRA
STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



Admin Progress Reports /‘\’I HARRIS

School Solutions

Viewing & Creating Progress Reports
Getting Started

Admin Grading> Click Admin Progress Reports

Using the Admin Progress Report module, Administrators have the ability to not only view & print
teacher created progress reports but can create their own if needed. Often, progress reports are
reviewed by a member of the administrative team prior to being sent home to parents.

Progress reports in all stages of creation are accessible. (both submitted and saved).

To review teacher created student progress reports Click Report located along the top of the screen

Select Student Progress Report > Select the appropriate report parameters (You must select a MP

marking period to run this report) The other parameters are optional > Click OK to run the report

iz Admln Grading
Ad rade Comments

a?) Admln Grades by Class

& Admin Grades by Student

& Admin Knowledge Activity Ban

& Admin Knowledge Activity wiac

& Admin Knowledge Bank wiaca Discrete Value =
@ Admin Knowledge by Activity : 22

& Admin Knowledge by Student Vie @ o

& Admin Knowledge by Student

Student Progress Report

# Admin MP Gradebook | 0
4 Admin Progress Reports
& Admin Student Snapshot Afternaon Mr. Packers
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Viewing & Creating Progress Reports
Getting Started

Administrators can easily page through all teacher created progress reports.

Harris Career and Technical Center
1660 Valley Center Parkyway
‘ C I E Roseto, PA 18017

0_

Student Progress Report - MP 1

Progress Feport # 12

Student Name: Nathaniel L. Burson Sending School: Bangor Ares Senior High School
Location: Huris Career and Technical Certer
Mr. BanyBurson Erro lment Date: 03420 /2016
1860 ¥ allev C enter Parkway Course: futomotive Collision & Refinishing Teckr
Bangor, P4 18013 Clags: A
Tastmuctor: Ms. Pe gy Starn
Grade: 11

Qe stions Te garding this Teport can be answere d by calling your childs teacher at (2320 2582857 e3x 2343 . K the teacker i5 not available
when you call, plesse lexwe your name and telephore rob er and your callvill be retumed.

Your child's progress i this class is: Enprovel

« I Rec

Testiquis grades ate compmmdable
Testiquiz grades canbe irproved

SIdll Coranents / Recomanendations ;
Displays mdtisive

Highlymotivated

Shows no motiation in dailywork activities

Work Ethic/FDE C

Attendance Report Excusel Absences Unexousel Absences Unexcsed Tardy
Wear To Date Totals 2.00 5.00 0.00
Cum et martking peried 0.00 0.0 0.00

Rstructors Sigaanme:

Iesue Date: 02/23/2018
Student's : Sign Date:

Darert's §ighanme:
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Creating Progress Reports

1. Select the Course/Class by clicking on the course and class name/session. The selected class will be highlighted in blue.
2. Verify marking period. System will automatically default to the current marking period.

3.  Select the student from the list. Students are listed by grade then alphabetically.
4.  Click the + to expand and then on the number “1” if this is the first Progress Report of the CURRENT Marking period.

Click any number to view progress reports that have been started and or submitted.

Note: The number of Progress Reports are listed by Marking Period. Each new Marking Period the first Progress Report will be a “1”
regardless of the number in a prior period.

5. If creating a Progress Report select a Progress Status from the dropdown menu., otherwise, if viewing the selected status will display
Please take note the progress status display window includes:

Real Time Grading: Includes grade components along with an overall Grade to Date
Year To Date Attendance : Includes Excused, Unexcused & Unexcused Tardy
Current Marking Period Attendance : includes Excused, Unexcused & Unexcused Tardy

6. If creating a Progress Report and if your site has Grade Range enabled, make selection, otherwise you can view selection made
by teacher.

7. If creating a Progress Report, click the appropriate Grading Component Tab to enter/select comments, otherwise you can view
selection made by teacher.
For example: Knowledge

A list of comments that pertain specifically to the knowledge grading component will display.
This list is completely customizable.

8. If creating you can select a Progress Comment from the standardized comments list.
Select comments by clicking on the desired comments. The comments will display in bottom window as they are selected. You
may select up to 4 comments per grading component. You may also type the comment number in the ID field and the comment

will display.
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Creating Progress Reports

23 File Edit View Report

oo Qe 3 e

@ Good Aftemoon Chef Brock

ﬁ Introduction to Culinary Careers - W3
: Introduction to Culinary Careers - W3
01 Infroduction to Culinary Careers - W3

5

Needs Improvement M
55 - 70 .

Fﬂ_g Introcuction to Culinary Careers - WS K
=& Anderson, Faith M 020210604
1

urson, Sumina 020210937 Be - 0 eep 3
-8 Dayis, Nicale E 020210951 —Select 1 10 4 Knowledge Comments

) 01-Accuracy of work is commendable D ed O O
g ESE‘ Eeﬁri%%g%;ggg 02-Aceuracy of work needs impravement
gL‘E‘ - BE“ e 000210007 03-Assignments are completed in a fimely manner
- @ Long, Bobby

& Nelson, Alexs K 020211034 (B-Attentiveness needs improvement O < orqg
-8 Oliver, Jersmia L 020211064 08-Cornmunicates well with students and teachers efere e e
& Reinhart, Alani M 020210936 07-Cornpletes assignments on fime
-8 Relnhart, Shanta R 020210677 08-Caornpletes neat, thorough work ed g progre
€ Wison, Alexis 020211194 (09-Consistently does excellent work on assignments
8 wilsan, Nathariel R 020211019 10-Demonstrates a good understanding of the class cpo C d
T1-Evceeds class expectations inwiitten work N He A
12-Bxcellent student
0 couracy of work is commendable J O
04 ttention o detall needs improvement < =
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Creating Progress Reports
If you are creating Progress Reports, you will repeat Steps 6 & 7 for all required grading components.
Ensure you have entered at least 1 comment per tab.
When you have completed the Progress Report you must then “Save” it.
To “Save”, click the black Disk Icon located along the top of your screen.

After you have “Saved” the Progress Report, you can return to this module and continue to work on the
Progress Report.

You may continue to edit and revise the Progress Reports until you “Submit” them.
Once “Submitted” the progress report can no longer be revised.

Helpful Hints:
Progress Report Submitted will appear as “NO” until time of submission. This indicates the teacher is still in the process of
working on the progress report and has only saved the report NOT submitted it. The teacher may still be editing this report.

After the Progress Report is submitted, YES and date of submission will appear.This indicates the teacher has submitted the
progress report and has completed final edits.

Progress Report Status: NO = Progress Report NOT submitted for this Student
YES + Date = Progress Report submitted for this Student
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Editing a Saved Progress Report

If you would like to revise or edit a saved Progress Report simply follow Steps 1-5 to access the Progress Report.

Change a Progress Report Status

If you would like to change the overall Progress Report Status, simply click the drop-down menu, select the
new Status and “Save”

Delete a Comment

To delete the comment:
* Highlight the comment number
* Click Delete on your keyboard
* Click on any field and the comment will no longer display

Add a New Comment

If you have deleted a comment and would like to insert a new comment. Simply follow Steps 1-7 and “Save”

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



7V}, HARRIS

Admin Progress Reports \<* school Solutions

Submitting Progress Reports

Saving the Progress Reports allows you to return to them and revise and edit them as needed. Once the Progress Reports
are complete it is time to “Submit” them or finalize them.

Progress reports CANNOT be printed unless they have been Submitted.

ClassMate allows user the ability to select the method in which they can “Submit” the Progress Report(s). The method you
choose is dependent upon how you are creating the Progress Reports.

For example, if you are creating a Progress Report for just one student to commend them, Submit by Student would be
Wﬁéﬁpcrrlgg?cfng Progress Reports for an entire class as required by school policy, Submit by Class would be appropriate.
1. Select the Class by clicking on the class name and session. The selected class will be highlighted in blue.

2. Verify Marking Period. System will automatically default to the current marking period.

3. Select the Student from the list. Students are listed by grade then alphabetically.

4. Click on the number “1” if this is the first Progress Report of the CURRENT marking period.

Note: The number of Progress Reﬁorts are listed by Marking Period. Each new Marking Period the first Progress Report

will be a “1” regardless of the number in a prior period

5. Click on the word Edit, located along the top of your screen.

6. Select the Submission most appropriate:
Submit by Student
Submit by Class
Submit by Course
Submit by Session
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Submitting Progress Reports

& 5‘@ View Report
Add New Progress Report M |®
Submit by Session reers - W3
T o sy Al eers - W3
Introduction to Culinary Careers - W3

Submit by Student

Submit by Class

Submit by Course

Needs Improvernent

11

Introduction to Culinary Careers - 'WS
2 Anderson, Faith M 020210604

7§ Bu@&iumina (020210937
- & Davis, Nicole E 020210051

- & Kish, Deidre A 020211039

- & Kish, Faith 4 020210593

1 & Long, Bobby J 020210997 . Dlovems
-8 Nelson. Alexis K 020211034 (B-Attentiveness needs improvement

- & Cliver, Jeremia L 020211064 06-Cornrunicates well with students and teachers
1-& Reinhart, Alani M 020210938 07-Completes assignments on time

- & Reinhart, Sharta R 020210577 (18-Cormpletes neat. thorough work

16 Wilson, Alexis 020211194 09-Congistenily does excellent work on assignments
28 Wilson, Nathaniel R 020211019 10-Demonstrates a good understanding of the class
11-Bxceeds class expectations in writhen work
12-Excellent studant

—Select 110 4 Knowledyge Comments
01-Accuracy of work is commendable
02-Accuracy of work needs improvement
03-Assignments are completad in a timely manner

Accuracy of work is commendable

Attertion to detail needs improvement
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Submitting Progress Reports

Only students with progress reports currently saved will be dlsplayed on the I|st for selectlon

Submit by Student option (individual students)
Select the Student Name from the provided list.
Click the box to the left of the student name.

A black check mark will display when selected.
Click the Blue Submit button

@ew Report
Mew Progress Report

Submit by Student

Submit by Class (Entire Class) / by Course (ALL Classes within Course)
Select the Submit by Class /Course option and the entire class/course will be Submitted. |
(only those with progress reports created & saved) Submit by Class

Submit by Course

VT

Submit Session option (individual Classes) Subimiby;Session

Select the appropriate session (s) by clicking in the box to the left of the session.
A black check mark will display when selected.

The entire class/course will be Submitted (only those with progress reports created & saved)
Click the Blue Submit button

Important Note: y
After a Progress Report has been submitted the Student’s Name will display in BLUE D@PM CUnayAS
indicating the report has been successfully submitted

To add 2" Progress Report for a student, click Edit > Add New Progress Report
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UnSubmitting Progress Reports

Occasionally it may be necessary to unsubmit a progress reports for editing or corrections. This
function can only be performed by a member of the administrative team as teachers do not have
access to this functionality. Once the progress report has been unsubmitted, it may then be edited.
Once the edits are complete, the report must once again be submitted to be eligible for printing.

The progress report is a snapshot of student’s grades at the date & time the report is

submitted. If you grade an assignment or change a grade AFTER submitting the progress

report the new grades will not be reflected on the progress report. You will want to evaluate the
circumstances surrounding a request to unsubmit a progress report. If a correction needs to be made
then unsubmitting a progress report is perfectly acceptable. However, if the student has had changes
in overall performance due to new grades or a change in attendance, perhaps an additional progress
report should be created to reflect these changes.

UnSubmit Selections

To view the unsubmit options Click on the work Edit, located along the top of your screen.

Unsubmit options include:
UnSubmit by Student
UnSubmit by Date
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UnSubmitting Progress Reports

1. Select the Course & Class by clicking on the class name and session. The selected class will be highlighted in
blue.

2. Verify the Marking Period, the system will automatically default to the current Marking Period.

3. Click the word Edit located along the top of the screen and select appropriate method:
Unsubmit by Student
Unsubmit by Date for ALL Locations

4. Unsubmit by Student (Only those students with submitted progress reports will display)
Select the Student Name from the provided list > Click the box to the left of the student name. A black check

mark will display > click the Unsubmit button > a message will display indicating the process was completed
successfully.

5. Unsubmit by Date for ALL Locations (You do not have to select a course or class to use this functionality. All
student progress reports submitted on the date will be unsubmitted across all courses & classes.)

Select Unsubmit by Date for ALL Locations > Click the Unsubmit button > Enter the date in the following
format: DD/MM/YYYY > Click OK  All progress reports submitted on date provided will be unsubmitted.

Once the progress report has been unsubmitted, it may then be edited. Once the edits are complete, the report
must once again be submitted to be eligible for printing.
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UnSubmitting Progress Reports & F{IEdFe fwor

Add Mew Progress by Student ﬂ
A Add Mew Progress by Class =]
Submit by Student L
B Submit by Class
-]
-] Submit by Course Ly
-] Submit by Session

Unsubmit by Student

by StUdent Unsubmit by Date for All Locations

= —BIoCK

=01 Introduction to Culinary Careers - W3S
<41 -Brock
~[3 -Brock

- Brock
71 Infroduction to Health Careers - WS

= Introduction to Manufacturing Careers - WS
71 Introduction to Transportation Careers - WS
71 Introduction to Visual Communications Careers - WS

e o [ ]

A Introduction to Culinary Careers - WS
E_\, 11
----!é‘ Anderson, Faith M 020210604
w.. 8 Rircan Somina A2021N03R7

Unsubmit Date x|

Enter a 10 digit date in the format MM/DDAYYYY for the

b y D a te fo r A L L L O C a ti O n S date you want to unsubmit. All Progress reports

submitted on or after the date entered will be
unsubmitted. i.e 05/15/2011. Cancel |

|06/23/2011]
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Helpful Hints

. The Progress Report it is a snapshot of student’s grades at the time the report is submitted.

If you grade an assignment or change a grade AFTER submitting the Progress Report the new grade
will not be reflected on the Progress Report.

. Once a Progress Report has been submitted it is final. Error correction requires Administrator
involvement.

. To view Progress Reports from previous Marking Periods, use the reporting module or simply edit
the Marking Period to reflect the previous Marking Period in the middle field of the module.

J Many of our schools send Progress Reports to students when they are doing exceptionally well in
school in addition to those student in danger of failing.

J Try to include at least one positive comment on the student Progress Report

J Using the View functionality located along the top of your screen. This functionality allows users

to easily see Student Below Grade Threshold (if your site enables the functionalityg, Student
Failures, Inactive Students, Active Students along with the Calendar Dates which identify Mid
Marking Periods.

b pile “Bdit)] Yiew Report

Y Students Below Grade Threshald hJ

‘—') \g Student: Failures =1 First School Day -> 08/30/2010 Last School Day - > 06/10/2011
Inactive Students Marking Periods :

3 Gog _ Peive Suderts 1: 08/30/2010 to 10/25/2010; Mid Marking Period is 03/30/2010
1 ) | Colendar Daes " & 2:10/26/2010 to 01/14/2011; Mid Marking Period is 12/08/2010

S 3: 01/18/2011 to 03/22/2011; Mid Marking Period is 02/16/2011
4: 03/23/2011 to 06/06/2011; Mid Marking Period is 04/27/2011
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Optional - Grade Range Setup

ClassMate has additional functionality that can be set up by site allowing users to select a Grade
Range. This must first have setup completed in Master Codes Management to identify selectable
Grade Ranges and then the option must be enabled using Custom Control.

. Using Master Codes Maintenance > select Prgrss Grade Range 11001-11099 and enter Grade
Ranges to display E——

1 Medioal Darnages 8500-8699
21 Medical Outcomes 8700-8799
21 Medical Recommndation 8300-8899
& 2 Prog Review RC Status 9000-9099
2 CDOS Checkist 8100-5199
+ ) Career Objective Cat. 9200-9249
£ Goal Categories 9300-9399
-1 Major Goals 9400-9499
-1 Minr Goals 9500-9599
2 PBIS Field 1 010001 - 010099
2 PBISField 2 010101-010199
1 PBISField 3 010201-010299
21 PBIS Field 4 010301- 010399
21 PBIS Field 5 010401 - 010499
1 PBIS Field 6 010501 - 010599
21 PBIS Field 7 010601 - 010698
21 PBIS Field 8 010701 - 010799
2 PBIS Field 9 010801 - 010899
1 PAIS Field 10 010901 - 010999
= & Prgrss Grade Range 11001-11099
411001 - s0- sbovel
©011002- 80-89
©011003-71-79

. Using ClassMate Custom Control > |V|ISC tab > Progress Report Grae Range > select On to
enable e
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ClassMate

1660 Valley Central Parkway
Suite 500
Bethlehem, PA 18017

855-984-1228 Help Desk: Option 1
www.classmate.net

eSS ——————————— L —————————————— = ——————————————————
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