Reports: Primary Years

Introduction to ManageBac Report Cards

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

Click Settings > Reports to begin.
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High Resolution Logo

p : g 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 Farla |
reports. For best results, the logo INnterational
should be between 1000 to 1500 8ChOO|

pixels wide, and in PNG format.

| Choose File | no file selected

Upload Logo
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Step 2: Customizing the Teacher Gradebook

Under Settings > Primary Years > Criteria, create or edit your forms of assessment.

e 00 - .
Faria International School

¥ W ichard Chandler & @ Logout

(© Dashboard | (3 Profile = @ IB Manager 4 Settings Q DP

Middle Years Non-1B Reports =~ Guides

Evaluation Criteria T

Q) Help

General Diploma Biling = Attendance  Ifgegrations

Year:| Pre-K3 +

@ Add Criteria

Editdp  Effort Years
Abbreviation Title Description @] Terms
e] Outstanding (5] Grades
VG Very Good
Subjects
G Good
fE] Rubrics & Options
S Satisfactory
) | [ Criteria '
NS Needs Strengthening
NA Not Applicable 7] Assessment
| Improving Scope & Sequence
Evaluation Criteria Year: | Pre-K3 s
Add Criteria e
CriteriaTitle* Effort Terms
Years (JPre-K3 (JPre-K4 @Kindergarten @Grade1 @Grade2 @Grade3 @ Grade4 @ Grades ] Grades
P suicts To add new criteria, click
o Outstanding The student has put forth outstanding effort. @ Remove . ) . .
R | Add Criteria. Apply the
@ Add Descriptor [& Criteria . . e
criteria to specific year
]] Assessment

e R levels and provide

descriptors.

Scope & Sequence

¥ W Richard Chandler & @ Logout

& Heip

Faria Intemational School
O Dashboard @ 1B Manager

General Diploma Middle Years Non-IB Reports Guides

Reporting

Next, under the
Assessment tab,
indicate which
elements you would
like to include in the
teacher gradebook.

& Profie @ Groups & Setings | Q DP

Biling Attendance Integrations

You will be able to configure your reporting options below. Enabled fiekis will be shown on your Term Gradebooks. L=

B Terms

@ Leamer Profile o] [i= Grades

@ Transdisciplinary Skills

; Subjects
O Headers @ Selected Skills @

5] Rubrics & Options

O Attitudes H {3 Criteria

5 Scope & Sequence

@ Units of Inquiry )
4

@ Leamning Outcomes

If you would like to

]
0

O Stand-alone Units

include learning
outcomes for
assessed subjects,
please speak with
ManageBac Support
to customize your
Scope & Sequence.

Assessed Subjects
@ Language: English
© Additional Language: Spanish
& Mathematics: Mathematics
@ Social Studies: Social Studies
@ Science: Science
O PSPE: Physical Education
O Atts: Dance
O Arts: Drama
O Arts: Music

O Arts: Visual Arts

00D 000 @ Q@ a&a a a

B @8 @8 &8 @

0O 0 o

0O o

(OMake term grades available to parents on student profiles.

Save Changes [EIEeEReS
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Step 3: Rubrics & Options

To include additional forms of assessment, click on the Rubrics & Options tab.

8 O O ’ —— -
Faria International School

@ Dashboard & B Manager

[ Profile @ Groups

General Diploma Middle Years Non-1B Guides

Rubrics & Options T

Configuring Rubrics & Options

Primary Years Reports

These rubrics and options will appear on all term gradebooks. Teachers will be able to complete these
alongside their regular academic marks and comments. Please note that these will apply to all terms.

Common rubrics & options include:
= Effort grades
= Participation

Rubrics

Participation

Value Descriptor

Edit

[¢] Consistent

| Inconsistent

Step 4: Teacher Gradebooks

¥ gichard Chandler &

£ Settings

Biling = Attendance

@ Logout

Q DP @ Help

@ Add Rubric

Years
Terms
[i=] Grades

Subjects

I ] Rubrics & Options

[ Criteria
7] Assessment

Scope & Sequence

Under the Gradebook tab of a class, teachers can Submit Term Grades and

comments for their students.

Faria Interational School
IB PYP Homeroom (Grade 3)

® Inquiry = & Portfolio 3§ Gradebook | f Attendance = 2t Students 3 Users

Pre-K3 | Henry Epelbaum

Term:( 2012-2013 (current) ¢
i) %> Term Grades for 2012-2013
Kindergarten Tasks

ady

Transdisciplinary Skills

Submit Term Grades

Grade 1
Henry has continued to put forth a strong effort in both his studies and
his extracurricular activities. He is attentive, responsible, and polite.
Excellent progress this term.

Grade 2

# Homeroom
Abraham, Kevin
Bernadette, Sophia
Cole, Joseph
Epelbaum, Henry Social
Franklin, Becky
Gordon, Lisa

Markallas: O *

Research Effort

Group Decision Making Formulating Questions 0:

B W gichard Chandler &

£3 Settings

Visual Arts

Grade 4

Grade 5

# |B Parents Association

()@ Show Archived Classes

Respecting Others

Resolving Conflict

Cooperating

Adopting a Variety of Group Roles

Accepting Responsibility
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Observing 0:
Planning G
Collecting Data (o
Recording Data 0:
Organizing Data 0:
Interpreting Data 0=

Presenting Research (o

® Logout

QPP | @ Hep

[E] Add New Task

[ Agenda
[@ Gradebook

{E) Export Term Grades

Last Updated

By Richard Chandler on Oct 14,2012
at 08:42 AM

Assigned to:

Richard Chandler
demo@eduvo.com

Save Changes
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Step 5: Customize Templates

Under Settings > Reports, click Manage =| Manage Templates
Templates to begin. Edit an existing template or
add a new one. = Overview

LJ Transcripts

e 00 ; ___ Faria International School - PYP Template
Faria Intemational School

(® Dashboard =y Profle = @ IB Manager & Classes @ Groups § Users Export Term Grades

General Diploma = Middle Years = Primary Years = Non-IB Guides  Biling = Aftendance  Integrations
PYP Template qq Retumn to Roster | Delete {" Preview Report

Template Title®
PYP Template

‘ Overview
[*] Cover Sheet

Customize Report Layout Letter

Please use the checkboxes to indicate whether you would like to include each particular section in your reports. You can also 5| Summary
sort the sections by using the reorder icon.
5 Assessment
@ Cover Sheet @
Aftendance
PLetter @
1B Leamer Profie @
@ Show Leamner Profile Diagram
& @ Transdisciplinary Skils @
Attitudes @)
@ Summary of Achievement @)
@ Leamning Goals & Reflections @
@ Grade Descriptors @)

@Final Grade

Options & Select Rubrics & Criteria
Rubrics

Assessment

Page Setup

Page Size | US Letter % Page Orientation @ Portrait () Landscape
@ Show Page Numbers © Show Page Footer )| 3
O Show School Address and Phone Number

Save Changes Emcv Cance

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. Lenef o

When satisfied, click Save Changes and Next.
1B Learner Profile @)

[4) Send report notification e-mails

@ Show Learner Profile Diagram

For more information about different items,

hover over the green question mark. @ Transdisciplinary Skills @

All information will pull from the teacher gradebook, e.g. to report on the Learner Profile,

it must have been enabled for teachers to assess.
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PYP Template

Next, select the
information you
would like to include
on the Cover () Show Prefere Name
Sheet of your @sucent 0
report. You may @y:;.%
include up to three @havior

signers along with a GPropaationDate @
JPG of their O Signer one

Cover Sheet Fields

sheet. You can also sort the fields by using the reorder icon.

@ Student Name

H () Signer Two
signatures, so that
. (C) Signer Three
process Is
Misc
automated.
@Normal Logo (30% width) (O Wide Logo (100% width)
|
PYP Template 44 Return to Roster | Delete {=) Preview Report
Letter iy Overview
<p>Dear Parents,</p> [ Cover Sheet

<p>An education at Faria International School is about actively combining challenging and enriching

Please use the checkboxes to indicate whether you would like to include each particular field on your cover

Save Changes _m3r Cancel

experiences with academic rigour and creative opportunities. We want our students to have the

courage to push back the boundaries of their experience and to explore the possibilities that are Lstter
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 fE] Summary
the school.</p>

<p>Whether it is in the classroom, on the stage, whilst participating in an expedition, on the sports B Assessment
field or when serving others, we want our students to experience the excitement of discovering they

are capable of achieving far more than they ever felt was possible. We have high expectations of our Anendanoe

students and they, in turn, have high expectations of themselves.</p>

<p>0n this note, | would like to present the first report card of this academic year. Let&#8217;s
work together to create an i for true d </p>

<p>Kind regards,</p>

<p>John Walden<br />

<em>Principal</em></p>

Theletter is: @ Textile or (OHTML

m Save Changes _mor Cancel

4 Return to Roster | Delete {=/ Preview Report

& Overview

I [ Cover Sheet

Letter

fE] Summary

B Assessment

Attendance

Your Letter can be
formatted using Textile
or HTML. Please note
that if you copy and
paste from Word,
formatting will not be
preserved.

PYP Template

Summary Section Title:*

Customize your
Summary of
Achievement by
selecting and re-
ordering the information
you would like to
include. Grades and
comments will Options
automatically pull from nvserComments €

Summary of Achievement

Customize Summary Layout

Please select the key fields to include:
@ Units of Inquiry @

@ Assessed Subjects @

() Options & Rubrics (Edit) @

Select Rubrics & Criteria

Signatures:

the teaCher () Signer One
gradebOOkS. (O Signer Two

@ Advisor
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Step 6: 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.

e 00 __ Faria International School - Term Reports -

 Faria Interational School -

®WRichard Chandler & @ Logout

(® Dashboard | gy Profile | @ IB Manager & Classes @ Groups & Settings Q DP & Help

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

Term Reports Manage Templates
& Dipoma @ Middle Years [® Primary Years [ Overview ]
Getting Started with Reports [x} [ Transcripts
This setup checklist will help you get up and running with reports in 15 minutes.
veue N [ Send report notification e-mails
Upload your High-Resolution School logo
Set your Academic Term Dates B Export Term Grades

Configure Options & Rubrics
Customize your Report Template

Generate Reports

Please confirm your report term, template and years:
Select Tem* @ {2012 - 2013) 2012-2013 (current) %

Select Template® @ PYPTemplate § | _» Edit template

Select years @) @ Pre-K3 @Pre-Ké @ Kindergarten @ Grade1 @ Grade2 @ Grade3 @ Grade4 @ Grade5
Report Preferences
Report Tite* @ PYP Fall Term Report
Preparation Date: @ June 15, 2012 =]
Sort Order: ® Family Name O Year 5 Homeroom [ Notify parents & students via e-mail @ [ Preview Report Emails
Confirmation

Your PYP Fall Term Report will be generated for 2012-2013 (current), Pre-K3, Pre-K4, Kindergarten, Grade 1, Grade 2, Grade 3,
Grade 4, Grade 5 in the 2012 - 2013 Academic Year using the PYP Template template.

Save Changes Preview Individual Report [ @

The Generate Reports button creates a full set of final PDF reports, which are visible to students and their parents via
Generate Reports the Profile > Reports 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 will save under
October 2012 Settings > Reports and individual reports will be

.| PYP Fall Term Report.pdf accessible via a ZIP file.
EEd Generated on October 14, . . .
2012 08:50 []) @ Individual report cards will also be available for students,

teachers, and parents via the Student Profile >
Reports tab.

m Henry Epelbaum

-~
"> Reports & Summary

) Portfolio
[ A5 PYP Fall Term Report.pdf
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