Reports: Diploma

Introduction to ManageBac Report Cards

Highly customizable, fully integrated with teacher gradebooks, and tailored for IB
Diploma assessment, ManageBac report cards are generated in PDF and are instantly
available for students and parents to view.

Click Settings > Reports to begin.
Templates
Create different
report templates for

 Faria International School - Term Reports

Faria Intemational School :
different year levels
( Dashboard = gy Profle = @@ IB Manager
or terms
General Diploma Middle Years Primary Years Non-IB Guides Biling = Attendance Integrations
Term Reports T Manage Temp' .es
& Diploma @ Middle Years [ Primary Years [ Overview )
Getting Started with Reports [x] [ Transcripts E xce |
This setup checklist will help you get up and running with reports in 15 minutes.
(™) Send report notification e-m

Upload your High-Resolution School logo Export

Set your Academic Term Dates [ Export Term Grades

Configure Options & Rubrics . Export all

ustomizeyour Repor Tampse Selections grades

Generate Reports

Pleasa confirm your report term, template and years:

Sect Tem* @ (2010 - 2011) 2010-2011 %) or Ouse Finr

DP Report Template 4 | |7 Edit template

Select Template® @
Select years® @ O Pre-DP Grade 9 [ Pre-DP Grade 10 () Grade 11 @ ¢
Include non-IB term grades:

@ High School (2010 - 2011) Term

~ ~ferences

Diploma Final Report

Final Reports
Click to generate
reports - immediately
available to students
and parents

June 15, 2012 =]

® Family Name 0 Year 5 Homeroom

O Notify parents & students via e-mail @

il Report will be generated for 2010-2011, Grade 12 in the 2010 - 2011 Academic Year using the DP Report Template template.

[l Preview Individual Report {9 @

The Generate Re-
Reports tab. Th

Specify the
academic term,
template, and
year levels you
wish to generate
reports for

[ Preview Report Emails

‘sible to students and their parents via the Profile >
svant academic data is also stored within the

Transcripts.

Preview Options
Generate individual or
full-scale drafts

High Resolution Logo

Step 1: Logo

Your high resolution logo will appear on your reports. For the best results, your logo should
be between 1000 and 1500 pixels wide and must be in PNG format.

Before customizing your reports,
please first navigate to Settings >
General. Here you can upload a
high-resolution logo for the
reports. For best results, the logo
should be between 1000 to 1500
pixels wide, and in PNG format.

Faria
INnterational
School

| Choose File | no file selected

Upload Logo
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Step 2: Rubrics & Options

Teacher gradebooks are pre-built with spaces for Term Grades and Comments.
However, if you would like to report additional forms of assessment, e.g. Participation
or Effort grades, please navigate to Settings > Diploma > Rubrics & Options.

For the Diploma
Programme, term © Tt [ e[ B = O = ¥ oo R ¢ s [NPGRS

CO m m e nts an d General Middle Years =~ Primary Years  Non-lB = Reports  Guides  Biling = Attendance Integrations

progress grades mt & ranere
may be enabled Conflguring Rubrics & Options ] Years

for ( ; AS an d EE These rubrics and options will appear on all term gradebooks. Teachers will be able to complete these alongside their Sbjects

regular academic marks and comments. Please note that these will apply to all terms. Terms

Faria International School %W Richard Chandler £ & Logout

‘Common rubrics & options include:

Standards
The default - ongaces
.

deSCriptOrS may ns&ruhdes'on @ Reflections

5] Grades

be edited by Rubrics .

Rubrics
hovering over the bow ||@ = || Mowes
& cas & e All Subjects
. C CAS Progress 220
title and clicking oaS Progress ()
. E The student's CAS progress is excelle Title*
Ed It . o The student’'s CAS progress is on-trac (CAS Progress
c The student’s CAS progress is concen
Options
E The student's CAS progress is excellent. (O Delete
o The student’s CAS progress is on-track. () Delete
[ The student's CAS progress is concerning. () Delete

To add a new form of assessment, click Py =3
Add Rubric. You can specify if this will
apply to All Subjects or individual
subjects, and set your criteria.

8 00 Faria International School - Rubrics & Options "

General Middle Years Primary Years Non-IB Reports = Guides Biling = Attendance  Integrations

Fubrics & Optiors

Configuring Rubrics & Options oo

These rubrics and options will appear on all term gradebooks. Teachers will be able to complete these alongside their SLiaEn

regular academic marks and comments. Please note that these will apply to all terms. Terms

Common rubrics & options include: Standards

= Effort grades .

= Participation &) Rubrics & Options ]
Enable common options & rubrics for: @ Reflections

@oas WEE [i=] Grades

Add New Rubric

Title Type: @Criteria@) or (O Custom Field @

Related Subject: | All Subjects —

Create Rubric [ReEURE]

Rubrics
B crs B e All Subjects
[31014q Criteria
Value Descriptor
P Poor - More effort needed
A Average - Adequate, but room for improvement
G Good - A solid contribution
VG Very Good - Excellent effort and commitment
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Step 3: Teacher Gradebooks

Under the Assignments tab of a class, teachers can Submit Term Grades.

Faria Imema;ional School V n’Richard Chandler £ @ Logout
IB DP English A HL Literature (Grade 12)

(@ Dashboard = (3§ Profile = @ IB Manager = Classes @ Groups 8 Users {3 Settings Q DP @ Help

Overview Orals  Attendance Messages  Calendar  Files Students

Assignments Term:| 2012-2013 (current)  * [E] Add New Assignment

Upcoming Agenda

Practice commentary: Jane Kenyon’s ‘Happiness’ Due Oct 15 ﬁ Gradebook

John Keats, selected poems Due Oct 24 Submit Term Grades

& Add Resources
Completed

The teacher can submit the final IB grade and term comments. The newly created
Effort grade is also visible.

6 0 0

IB DP English A HL Literature (Grade 12)

@ Dashboard | (33 Profle | @ IB Manager = Classes @ Groups ¥ Settings Q DP & Help

Overview Orals = Attendance = Messages Calendar = Files Students

Gradebook — 2012-2013 Term:| 2012-2013 (current) % =] Add New Assignment

Assignments Submit Term Grades Agenda

Carter, Marion Average IB Grade (1-7) [§ Gradebook
H 80.0% — 6 6 ) rt Term Grades

Marion worked hard this semester, though she struggled at times with understanding Last Updated

formal analysis. Her personal response to "The Odyssey" was excellent, and a product of

sustained attempts to read and understand the ancient text. By Richard Chandiler on Oct 14,2012 at
P 08:32 AM

m Personal response to ‘The Odyssey' Assigned to:

a [ 2999 Practice commentary: Jane Kenyon's ‘Happiness’ Richard Chandler
. demo@eduvo.com
1]

Average:80% — 6 )| Risa Aoki

Under Settings >

Reports’ SCrO” 1B Diploma High School
down to see which 2012 - 2013 Academic Year: 2012-2013
teachers have ByCisss || By Sudent
Submltted thelr Class Teacher Status
IB DP English A HL Literature (Grade 12) Richard Chandler Submitted

term g rades. 1B DP Chinese SL A2 (Grade 12) Risa Aoki

. 1B DP Economics HL (Grade 12) Bess Lewis [ Waiting |
AS an admln user’ 1B DP History HL (Grade 12) James Hendrick
yOU can direCt|y 1B DP Biology (Grade 12) Richard Chandler

edit these grades
here.

Faria Intemational School ¥ W pichard Chandler & @ Logout
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Step 4: Customize Templates

Under Settings > Reports, click Manage Templates

. . . =| Manage Templat:
to begin. Edit an existing template or add a new one. e e
{=| Overview ]
800, | L} Transcripts

Faria International School i
(® Dashboard @ B Manager

cy Profile = Classes

[ Send report notification e-
malils

@ Groups

General Diploma Middle Years Primary Years Non-IB Guides Biling = Attendance Intey
Export Term Grades

DP Report Template 44 Retum to Roster | Delete | |

Template Title I—I‘ Overview

DP Report Template [ Cover Sheet

Customize Report Layout Lstter

Please use the checkboxes to indicate whether you would like to include each particular section in your reports. You can also sort £ Summary
the sections by using the reorder icon.

Class Reports
@ Cover Shest @ 1 Grade Descriptors
ELetter @
[} Attendance

@18 Learner Profie @
@ Show Leamer Profile Diagram
@ Summary of Achievement @
OClass Reports
OReflections @

Diploma Core @
@cas
@ Show hours
Extended Essay

@ Theory of Knowledge

OShow overall progress indicator

@ Grade Descriptors @)

O Assessment Explanation
@Final Grade

Options & Select Rubrics & Criteria

Rubrics

Page Setup

Page Size | A4 $ Page Orientation @ Portrait O Landscape

@ Show Page Numbers @ Show Page Footer | o
OShow School Address and Phone Number

Save Changes [ mo' Cancel

In the template Overview, you can give your
template a title, select items to include on the @ Cover Sheet @

report, and drag and drop to re-order items. _
When satisfied, click Save Changes and '-e“ef @

Next. 1B Learner Profile @)
@ Show Learner Profile Diagram

For more information about different items, & Summary of Achievement @)
hover over the green question mark.
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DP Report Template 44 Return to Roster | Delete {=] Preview Report

Next, your Letter
may be formatted & Ovenvew

<p>Dear Parents,</p>

t
. . <p>An education at Faria International School is about actively combining challenging and enriching experiences with SilGoveqtiicel
u Sl ng Text' |e Or academic rigour and creative opportunities. We want our students to have the courage to push back the boundaries of their I Lette I
experience and to explore the possibilities that are available to them. Whilst we are proud of their academic results, there "

is so much more to the education we provide. It is, therefore, important that parents wholeheartedly support the ethos of
HTML. Please note th school</p> i

<p>Whether it is in the classroom, on the stage, whilst participating in an expedition, on the sports field or when serving

. others, we want our students to experience the excitement of discovering they are capable of achieving far more than they Class Reports
that |f you Copy ever felt was possible. We have high expectations of our students and they, in turn, have high expectations of themselves.
</p> & Grade Descriptors

<p>On this note, | would like to present the first report card of this academic year. Let&#8217;s work together to create an

an d paste fro m environment for true development.</p> [ Attendance

<p>Kind regards,</p>

<p>John Walden<br />

Word, forma‘t‘t|ng <em>Principal</em></p>
will not be
preserved. ‘

The letter is: @Textile or (OHTML

DP Report Template 44 Return to Roster | Delete {=] Preview Report
& Oveniow Customize your
Cover Sheet Summary Of

Letter

Summary Section Title:*  Summary of Achievement

Customize Summary Layout

@ crce » Achievement by

@ Non-IB Final Grade . .

B Optons bt Et selecting and re-ordering

B Grade Descriptors N N
the information you

m—— would like to include.
Options The grades and
@ Advisor Comments Comments W|”

Signatures:

automatically pull from

() Signer Two

Whaior the teacher gradebooks.

Select Rubrics & Criteria

[ Attendance

The Class Reports option will add one page for each class the student is taking. For
Diploma, we recommend this only if the course description and comments are very
long. You can also choose to report on additional forms of assessment here.

DP Report Template 44 Return to Roster | Delete {= Preview Report

Class Reports Title:* | Class Reports

o Overview
Customize Class Reports Layout Cover Sheet
Please select the key fields to include: Letter
@ Description
Summary
@ Final Grade B
[[5] Class Reports I
@ Rubrics/options (Edit)
# Grade Descriptors
x Effort
[ Attendance
(C) Attendance

@ Teacher Comments

Save Changes ‘ﬁ’ Cancel

Attendance data from ManageBac’s Attendance feature integrates seamlessly with
report cards. Note you can include student attendance on the cover sheet, summary of
achievement, or in the class reports.
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Step 5: Preview and Generate Reports

When you are satisfied with your report template(s), navigate back to Settings >
Reports. From here, select your Term, Template, and Years.

Generate Reports

Please confirm your report term, template and years:

Select Term* @ (2012 - 2013) 2012-2013 (current) § or( ) use Final average
Select Template® @ DP Report Template + | | Edit template
Select years® @ () Pre-DP Grade 9 (1) Pre-DP Grade 10 () Grade 11 @ Grade 12

Include non-IB term grades:

@ High School (2012 - 2013) 2012-2013 (current) %
Report Preferences
Report Title* @ Diploma Final Report
Preparation Date: @ June 15, 2013
Sort Order: (@ Family Name () Year (C) Homeroom () Notify parents & students via e-mail [E4] Preview Report Emalils
Confirmation

Your Diploma Final Report will be generated for 2012-2013 (current), Grade 12 in the 2012 - 2013 Academic Year using the DP Report Template template.

Save Changes M| Preview Individual Report [% W B

— o The Generate Reports button creates a full set of final PDF reports, which are visible to students and their parents via the Profile > Reports
e i tab. These reports are saved individually on the student profiles and the relevant academic data is also stored within the Transcripts.

Give your report an official title (this will display on the report), indicate your preparation
date, sort order, and whether you’d like to Notify parents & students via email.
Preview reports via the two blue buttons, and when you are satisfied, click the green
Generate Reports button.

A master copy of the report cards

July 2013
> will save under Settings > Reports
7| Second Semester Report.pdf and individual reports will be
EEA Generated on July 14,2013 00:39 _;‘ i} accessible via a ZIP file.

Individual report

cards will also be p :NPEPM & Summary
available for J-| Second Semester Report.pdf S:::L:ns
Students, EE3 Generated: July 14,2013
teachers, and e
parents via the Pl ——
Student Profile L=

> Reports tab.
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