Harmony — North Elementary — Kindergarten End of Trimester Process

Trimester 1 grades and comments must be complete by:
Trimester 2 grades and comments must be complete by:
Trimester 3 grades and comments must be complete by:

How to create Kindergarten Student Skills (aka KG Report Cards)
You will need to create a Kindergarten Student Skills document for each student in your class at the end of each
trimester. Follow the steps below.

1. In Harmony, select Classroom from the left menu.

2. Select Student Skills from the left menu.

3. Find your name under the appropriate grade level (KG, K AM, and/or K PM). If you teach separate
morning and afternoon classes, your name will be listed twice — once under K AM and once under K PM.

4. Under your name you will see a list of all students in your class.

5. Highlight (single-click) the first student in the list.

6. Gotothe Add... menu in the top blue

F- New Standard

bar.
7. Select Kindergarten Student Skills 1 o ;
9 ASSIgnment This is what you will
from the drop-down menu. see after step 8
8. Select the current grading period by Wiiie S Grading Period 1
clicking in the circle in front of the Kindergarten
correct grading period. Date
Grading Period Assignment " Skillz for grading period 1
o
Select the cument grading period. oK Can color appropri ately r R
+ding Peria Cancel Uses scissors appropriately £ Cuts accurately i
?: 1d pgz ~ d3 g Prints name legibly (Tri 1: first name only, Tri 2: first name” 4

only, Tri 3 full name)

- — - - Is ahle to print letters i

o Trimester 1 = Grading Period 1 Is ahle to print nurbers (Tri 1: 1-5, Tri 2 1-8, Tri 3 1-10

0 Trimester 2 = Grading Period 2 Moator Skills Comment o

0 Trimester 3 = Grading Period 3 Standard K. 1.4-Recognizes the introduced shapes T

o Click OK when done. Standard K 1. B-Recoagnizes numbers (Tri 1: 1-5, Tri 2: 1-8, 7,
. : : Trid: 1-10)

N.Ote' See the Iarge 'm"?‘ge to the nght for a Standard K. 1.6-Counts objects (Tri1: 1-5, Tri2: 1-8, Tri & 7

view of what you have just created. 1-10)

9. If you are not yet ready to enter grades Standard K. 1.6-Counts Mumbers (Tri 1: to 30, Tri 2: to 100, 4
and comments, you can click Save and Tri 3:to 100) .
Close from the top blue bar. '\H"ath Fiee‘lg”ﬂestﬁ ?OThme”t i

. anesty-Tells the tru a
10. Repeat these steps for all students in Organization-Uses organizational skills .
your CIaSS(eS)- Respect-Interacts well with others T
Fesponsibility-Does personal hest T
Life Skills Comment T
Krows full name T
Knows basic colors "
Standard K.1.10-Says rhyrming words in response to oral -~

prompt

Standard K. 1.6-Able to recognize the introduced upper
case letters

Standard K. 1.68-Able to recognize the introduced lower T
case letters

Standard K.1.14-Abls to hear the introduced letter sounds
Standard K. 1.15-Ahle to read the introduced color words 7
Standard K. 1.15-Able to read the introduced readiness T4

=
(5}

words
Reading Readiness Comment T
Additional Comments T
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Harmony — North Elementary — Kindergarten End of Trimester Process

How to edit Kindergarten Student Skills (aka KG Report Cards)

You will now see Kindergarten Grading Period 1, Kindergarten Grading Period 2, and/or Kindergarten Grading

Period 3 (depending on which trimester is coming to an end) under the current school year for all students.

¥ Lucas, Sabrina K

v K &k

v 2008-2003 K. fbd
Kindergarten Grading Period 1 b

v K &k

v 2008-2003 1
Klndergalten Grading Period 1

v K &k

v 2008-2003 1
Klndergalten Gradln F'enod 1

o i——— e "y

1. To edit, double-click on Kindergarten
Grading Period x (x being the trimester
that is ending).

Before you enter grades and comments, here
are some things you should know:

0 Use capital letters only.

0 Valid grades are P, NP, I, and NI.

o Do not put a space before or after the
letter grade.

0 Grades and comments will print exactly
as you have entered them.

0 Lengthy comments will resultin a
multiple page report card when printed.

0 The lastitem in the list - Additional
Comments - is where your grading
period comments will go.

o0 Always use your tab key to move from
one field to the next. Do not use your
enter key; if you do, you will have blank
lines on the printed report card.

0 To edit the document, click Edit in the
top blue bar.

2. When you are done, select Save and
Close from the top blue bar.

3. The finished document will look similar
to the image on the right.

4. Repeat this process for all of your
students.

Assignment

Sl Bl Girading Period 1

Kindergarten

Date 11/03/2008 18

Assignment T Skills for grading perind 1 4

Student Pulnts
Can color appropriately PJ
Uses scissors appropriately { Cuts accurately Py

Prints narme legibly (Tri 1: first name only, Tri 2: first name” P
only, Tri 3 full name)

s able to print letters "l
|5 able to print nurmbers (Tri 1: 1-5, Tri 2 1-8, Tri 3: 110y "P,

hotor Skills Comment "Elaine is
working very
hard on her
letters. 4

Standard K. 1.4-Recognizes the introduced shapes Py

Standard K. 1.6-Recognizes numbers (Tri 1: 1-5, Tri 2: 1-8, "F,
Tri 3 1-10)

Standard K. 1.6-Counts ohjects (Tri 1: 1-5, Tri 2: 1-8, Tri & "P
1-10)

Standard K. 1.6-Counts Mumbers (Tri 1: to 30, Tri 2: to 100,"F
Tri 3 to 100)

Math Readiness Comment a

Honesty-Tells the truth Py
Organization-Uses organizational skills =
Respect-Interacts well with others Py
Responsibility-Does personal hest =
Life Skills Comment i

Knows full name Py
Knows basic colors =N

Standard K.1.10-Says rhyming words in response to oral “F
prompt

Standard K. 1.6-Ahle to recognize the introduced upper =y
case letters

Standard K. 1.6-Able to recognize the introduced lower Py
case letters

Standard K.1.14-Able to hear the introduced letter sounds P
Standard K. 1.15-Able to read the introduced colorwords "P
Standard K. 1.15-Able to read the introduced readiness =y
words

Reading Readiness Comment i

M
Additional Comments "Elaine is

always willing
Note: You can use the spell checker to check guﬁgtgtﬂer
your spelling. It is located at the very top of the dlass. ,
page (see image below).
File Edit “iew Create Actions Text Help

CRS- TS558 ABO R ¢V )
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Harmony — North Elementary — Kindergarten End of Trimester Process

Student Placement (only done at the end of the school year)

Student Placement is used to mark students as promoted, retained, or assigned at the end of the school
year. Do not do the steps in this section until the final trimester.

Only home room teachers will perform these steps for each student in their home room.

N

you teach.

Nogakw

Save and Close when done.

Highlight (single-click) the first student’s name.

Select Add... from the top blue bar.

Select Student Placement from the drop-down menu.
In the Placement field, select Promoted, Retained, or Assigned from the drop-down list.

How to create your Kindergarten Report Cards

In the Classroom view, select Student Skills (in the left menu).
This view is sorted by grade level. Scroll up/down until you find your name under the grade level

You must wait until after the trimester is over to print create your report cards. Attendance will not be

accurate if you perform these steps too early.

1. Click on Report Cards in the left menu.
2. Inthe top blue bar, select Report Cards...
3

Select 1. Create Standards Cards from the drop-down

menu.

4. Click on the drop-down next to Teacher and
select your name from the list.

5. Click OK.
6. Select the current Grading Period and click
OK.
Grading Period
Select the current grading period. ok
Grading Period Cancel
v 1 24 3
Student
You should now see a list of all

students in your class under your
name.

Note: You will need to repeat
these steps for both your AM and
PM classes if you have different
students in each.

> lucas IPM). Sabiina

Kindergarten Feport Card
Kindergarten Feport Card
Kindergarten Feport Card
Findergarten Report Card
Findergarten Report Card
kKindergarten Report Card
kKindergarten Report Card
Kindergartern Report Card
Kindergarten Feport Card
Kindergarten Feport Card
Findergarten Report Card
Findergarten Report Card
Kindergarten Report Card
kKindergarten Report Card
Kindergartern Report Card
Kindergarten Feport Card

- ) H i_r'u\c_lﬂgarten Fieport Card
e '-"M-—uu\\* S - _M““w?ﬂﬂ

11/04/2008 04:31:23 R
11/04/2008 04:31:22
11/04/2008 04:31:204

11./04/2008 04:311
11/04/2008 04:31:21 P,
11./04/2008 04:31:22 F
11/04/2008 04: 311
11/04/2008 04: 31 :2?
11/04/2008 04:371: 225
11/04/2008 04:31:22 P
11/04/2008 04:31:17
11/04/2008 04:31:19
11/04/2008 04:31:18
11/04/2008 04:31:20
11/04/2008 04:31:2
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Harmony — North Elementary — Kindergarten End of Trimester Process

How to print your report cards for the entire class

1. You will need to be in the Classroom > Report Cards view.

2. Check your Page Setup

by going to the File Page Setup: CutePDF Writer
menu and selecting
Page Setup.
3. Set ?‘/IOUF Pagﬁ I\/_Iargms fibove header | Tl B Size |F'aper in printer ﬂ
as shown In the Image. ——at
9 Above bady U 28" = =|ght
4. Goto Report Cards... in Below body J o
the top blue bar. Bslow footer J L
5. Select 2. Print from the * Portrait
drop-down menu. Left JD" Right |0" L s
First page I.-’-‘n.utomatically Select __VJ Start page numbers at |1 EI:
- - [ Print crop marks
& 2. Print Der foges |.-’-‘n.ut0mat|c:ally select L] [~ Clip at left and right marging
Email
Standards Report )
] Reset (]S Cancel
6. Make sure you are going

to the correct printer and click OK.
7. Report cards will be printed for your entire class.

How to print a report card for one student

1. You will need to be in the Classroom > Report Cards view.
2. Check your Page Setup

by going to the File Page Setup: CutePDF Writer
menu and selecting
Page Setup.
3. Set your P_age Marglns fbave header [ B Size |F'a|:uer in prinker ﬂ
as shown in the image. ]:l =
Above bady U = | =|ght |
4. Double-click on the Below body ] o
student you wish to B J L
p”_nt- ) ) * Portrait
5. Click the Print button in Left ]n" Right |0 il
the top blue bar.
ﬁtlnse := Print
First page I.-’-‘«utnmaticall_l,l Select __VJ Start page numbers st |1 EI:

6. Make sure you are
going to the correct Other pages |.&utomalica|l}l Select
printer and click OK.

7. The student’s report

card will be printed. Reset | ok, Cancel

_] I Print crop marks
-
[ Clip at left and right marginz
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Harmony — North Elementary — Kindergarten End of Trimester Process

NEED TO MAKE CHANGES????
If you have already performed the steps in the section titled How to create your Kindergarten
Report Cards on page 3, and you need to make comment or grade changes for any students, you
will need repeat do the following steps:

To make grade or comment changes:

1.
2.

3.
4,

5

Go to Student Skills in the left menu.

Double-click on the Kindergarten Grading Period x document for the correct student (x
being the trimester that you need to make the change for).

Select Edit from the top blue bar.

Make your changes.

Select Save and Close from the top blue bar.

To re-create KG report cards:

Follow the steps listed in the section titled How to create your Kindergarten Report Cards on
page 3.
To print new KG report cards for all students:

Follow the steps listed in the section titled How to print your report cards for the entire class
on page 4.
To print new KG report cards for one student:

Follow the steps listed in the section titled How to print a report card for one student on page

4,

Yea! You're done!!

A sample report card is attached so you can see the finished product.
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