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Designing Layouts in ReportCard2.0

Creating a new layout

Firstly, open ReportCard2.0 and login. Once you are in the Main Menu click on Reports.
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Figure 1 – the ‘Reports’ area

From this screen you can print, print preview and export student reports. 

To create a new layout, click on the [image: image3.png]


 button.

You should now see the following screen:
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Figure 2 – Creating a new layout

From this screen you can either create new layouts or edit existing layouts. In ReportCard2.0, there are 2 types of layouts:

1. Cover Page Layouts

These are title pages that appear on the front page of a student’s report and typically contain information such as Student’s Name, attendance and summary information or keys to terminology or symbols used.

2. Report Layouts
These are the general report layouts that show the student’s achievements and comments for a subject or group of subjects.

When Report Layouts is selected fields, tables and graphs most suitable for general report pages will appear. When Cover Pages is selected, fields and tables commonly used on a cover page (such as a summary table) will be listed. 

Creating a Report Layout Page
1. Select  [image: image5.png]@ ‘Report Layout:




2. On the left hand side of the screen you will see a list of fields (and other items) listed that may be added to your report layout.
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Figure 3 – Creating a new layout

3. Select the fields you require on your report by ticking the box to the left of the field.

4. At the bottom of the list select the style of table you require for displaying your Outcomes. 

5. When you select a table type, at the center of the screen you will see a list of options governing the appearance and content of the table(s) to appear on your report.
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Figure 4 – Table format options


6. Once you have selected the elements you require on your report, click the [image: image8.png]


 button and ReportCard2.0 will build your Template.

7. ReportCard2.0 adds the bookmarks (to show where fields will be inserted), tables and graphs that you have selected into a blank MSWord document template and after a moment you will see the message:
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Figure 5 – Notification that a basic Template has been created

8. Click on the MSWord Icon on the Task Bar (usually at the bottom of the screen) to see your Template.
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Figure 6 – The first ‘Report Layout’
9. The Template that has been created is a normal MSWord document and you can use all of the standard word functions to format your report layout, align objects, insert pictures, set page size, adjust fonts and use a variety of Printing options (see figure 7)
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Figure 7 – After re-organising the Report Layout
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The Norwich School

Semester 2

Mathematics

Student
Christopher ALBRECHT 
Class
7MATA 




Examination Mark
35 %

Examination Rank
55 / 91

	OUTCOMES<<[OUTCOMES]«NORMAL»(MC){|DE|*SS**SY*}>>
	Outcome Achieved and Exceeded
	Outcome Achieved
	Developing Understanding of this Outcome
	Outcome yet to be Achieved
	Absent

	Algebra

	Substitute and evaluating algebraic expressions
	
	
	
	
	

	Solving tables of values and graphing details
	
	
	
	
	

	Algebraic problems and equations
	
	
	
	
	

	Geometry

	Use of geometrical instruments - ruler, set square, compass
	
	
	
	
	

	Naming, measuring, angles including parallel lines
	
	
	
	
	

	Measurement and Trigonometry

	Evaluating areas of plane shapes
	
	
	
	
	

	Calculation with fractions decimals and percentages
	
	
	
	
	

	Mathematical Processes

	Solving simple linear equations
	
	
	
	
	


Comment
Christopher listens in class and gives feedback which shows understanding of the content. He is a hard working student who has achieved a sound result in this subject. He is an attentive and hard-working student in class.

Teacher:  Mr J. Scott

Use of Bookmarks

Bookmarks are a standard part of MSWord, but few people use them. Following are a few tips for using Bookmarks in your report layouts.

1. Bookmarks are not treated in the same way as other characters on a Word Document and moving them around a document can be tricky. Use the following methods to move, add or delete a bookmark:

a. Moving a Bookmark  
i. move the cursor to where you want the bookmark to be moved to in your Word document.
ii. go to the ‘Insert’ Menu and select ‘Bookmark…’
iii. select the bookmark you wish to move from the list of available bookmarks
iv. click ‘Add’
              Figure 8 – Bookmark options

b. Deleting a Bookmark
i. move the cursor to the bookmark you wish to delete

ii. go to the ‘Insert’ Menu and select ‘Bookmark…’

iii. click ‘Delete’

c. Adding a New Bookmark

i. move the cursor to where you want the bookmark to be moved to.
ii. go to the ‘Insert’ Menu and select ‘Bookmark…’
iii. type in the name of the bookmark you wish to insert*
iv. click ‘Add’

d. Finding a Bookmark

i. go to the ‘Insert’ Menu and select ‘Bookmark…’

ii. select the bookmark from the list of available bookmarks

iii. click ‘Go To’

Advanced Text Box Options

Displaying Text in Tables 

You may wish to put text inside a table for one of two reasons:

i. To control the formatting of the text

ii. To display comments or other text inside a box which will expand to accommodate the length of the text.

If you insert a table into your layout ReportCard2.0 may try to insert Outcomes or other information into the table. To prevent the table form behaving like this, type the characters <<[x]>> into the top left hand cell of the table (don’t worry, the characters will be removed from the final report).
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Displaying Text in Text Boxes

i. Text boxes will not grow to accommodate their contents

ii. In some cases, Text boxes will automatically disappear if not required 

If a text box is used to display items such as a Test Result, the text box will not appear if a student has not received any mark at all. This behaviour applies to test Results, Grades and Comments.

	Bookmark
	Description

	FullName
	Student's Full Name (e.g. Smith, John)

	FullName1
	Student's Full Name (e.g. John Smith)

	Surname
	Student's Surname

	FirstName
	Student's Firstname

	PreferredName
	Student's Preferred Name

	AcademicYear
	Students Academic Year

	HomeGroup
	Student's Home group Class

	Class
	Name of Class

	Course
	Name of Course

	AllTeachers
	Name of all teachers assigned to this course

	Teacher1
	First Teacher

	Teacher2
	Second Teacher

	Rollclass
	Student's Roll Class

	House
	Student's House

	Faculty
	Faculty or Department this course is assigned to

	Subject
	Subject Name for this course

	Semester
	Reporting period specified for this course

	Stage
	Stage assigned to this course

	StudentAttribute1
	Attribute 1 From Student Record Screen

	StudentAttribute2
	Attribute 2 From Student Record Screen

	StudentAttribute3
	Attribute 3 From Student Record Screen

	StudentAttribute4
	Attribute 4 From Student Record Screen

	StudentAttribute5
	Attribute 5 From Student Record Screen

	StudentAttribute6
	Attribute 6 From Student Record Screen

	StudentAttribute7
	Attribute 7 From Student Record Screen

	StudentAttribute8
	Attribute 8 From Student Record Screen

	StudentAttribute9
	Attribute 9 From Student Record Screen

	Grade1
	Grade 1 Mark

	Grade2
	Grade 2 Mark

	Grade3
	Grade 3 Mark

	Grade4
	Grade 4 Mark

	Grade5
	Grade 5 Mark

	T1Name
	Name of the Test 1 Mark

	T1Mark
	Test 1 Score

	T1ClassRank
	Test 1 Rank in Class

	T1CourseRank
	Test 1 Rank in Course

	T1ClassMean
	Class Mean for Test 1

	T1CourseMean
	Course Mean for Test 1

	T2Name
	Name of the Test 2 Mark

	T2Mark
	Test 2 Score

	T2ClassRank
	Test 2 Rank in Class

	T2CourseRank
	Test 2 Rank in Course

	T2ClassMean
	Class Mean for Test 2

	T2CourseMean
	Course Mean for Test 2

	NumberOnCourse
	Number of Active Students on the course

	NumberOnCourse1
	Number of Active Students on the course

	NumberInClass
	Number of Active Students in the Class

	NumberInClass1
	Number of Active Students in the Class

	Comment
	Comment from the teacher of this course

	Comment_HeadOfSchool
	Head of School's Comment

	Comment_HeadOfHouse
	Head of House Comment

	Comment_HeadOfFaculty
	Head of Faculties Comment

	Comment_Tutor
	Tutors Comment

	Comment_HeadOfYear
	Head of Years Comment

	Abs_Whole
	Total Whole Absences

	Abs_Partial
	Total Partial Absences

	Abs_Explained
	Total Explained Absences

	Abs_Unexplained
	Total Unexplained Absences

	Abs_Whole_Explained
	Whole Explained Absences

	Abs_Whole_Unexplained
	Whole Unexplained Absences

	Abs_Partial_Explained
	Partial Explained Absences

	Abs_Partial_Unexplained
	Partial Unexplained Absences

	ReportDate
	Date of this Report (e.g. Semester 1, 2003)

	ReportYear
	Year of this Report (e.g. 2003)

	PrintTime
	Time that this report was printed

	ContextStatement
	Course Context Statement

	CourseOutline
	Course Outline Statement

	MiscCourseComment
	Other Miscellaneous comment

	YearAdvisor
	Name of Year Advisor


* Notes on Adding New Bookmarks 

For ReportCard2,0 to insert data you will need to know the correct name to use for a bookmark, to the right is a list of bookmarks that are commonly used on report layouts. 

Note:

· Bookmarks are not case sensitive

· Bookmarks may only be used once in a document

· It is easier to move Bookmarks if you ensure that a space or other characters are selected on either side of the required bookmarks

· To see a complete list of bookmarks, click on the [image: image14.png]


 button in ReportCard2.0

Use of Tables

Figure 9 shows the way in which an Outcome table appears on a Report Template. The format and content of this table will depend on the options you selected when choosing a table to appear on your report

When a report is printed, ReportCard2.0 will:

· add sufficient rows to accommodate the number of Outcomes required

· add sufficient columns for the number of responses you have specified

· add additional tables (if required) to display Work Skills/Social Skills etc 

· display the selected Outcomes/Skills etc for each student on the table

Use the ‘Tables and Borders’ toolbar to adjust the table format.
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Figure 9 – A Report Table

ReportCard uses the format, style, size and position to create the table on the final report. By selecting different table types and different table options (see Figure 4) you can change the type and style of your table.

In general, the easiest way to make changes to the format of your Outcomes Tables is to go back to the Report Design screen and change your table design selection (figures 3 and 4), and then create a new design using the  [image: image16.png]


 button. Once the new table design has been created you can cut and paste it into your design. 

In some cases you may wish to make changes to the table format on the Word Template, this is more technical and is only recommended for advanced users.

Advanced Table Formatting Options

Table Format

The format of an empty table on a layout regulates the way in which a table will be shown on the final report.

	Table Feature
	Result

	Table has only 2 Columns
	Table will be shown with 2 columns, one for the outcome, one for the achievement level. Achievement level may be shown as words, symbols or ticks.

	Table has only more than 2 Columns
	Table will be shown with multiple columns, and will have either a symbol or shading in the appropriate response column

	Table has 2 Rows
	Curriculum Strands will not be shown in the table

	Table has 3 Rows
	Strands will be shown in the table

	The Table Definition code is in the top left hand box
	Results will be shown on the right of the table

	The Table Definition code is in the top right hand box
	Results will be shown on the left of the table

	The first response box is shaded
	Results will be shown as shaded boxes

	The first response box contains a symbol
	Results will be shown as a symbol

	Table has 2 columns and there is a symbol in the response column
	Table will be shown with a single symbol next to every outcome shown (irrespective of performance)


ReportCard2.0 will adjust the number of columns on a table to match the range of responses allowed for a particular Outcome type. However, in some cases you may want to set the correct number of columns yourself. This is useful if:

a. You want to use your own (non-standard) column headings

b. You do not want the width of the columns to be automatically set

c. You want to customise the format of different columns in some way 


Table Definition Codes

The characters at the top left of the table (<<{|DE|}>> in figure 9) are known as ‘Table Definition Codes’ and these codes also define the way in which the table will be displayed and what is shown on the table. Table Definition Codes are originally set by ticking boxes on the Table Format form (Figure 4) when selecting what you require on your layout.

An example of a table definition code is:




<<[Outcome]{|<|DE|BS|}>> 

You can build/alter Table Definition Codes simply by typing the code into the top left or right hand table cell. 

Notes:

· Table Definition Codes must be enclosed inside ‘<<’ ‘>>’

· Table Definition Codes should appear after any other text that you want in the table heading 

· If the Table Definition Codes appear in the top left hand cell of the table, Outcomes will appear on the left hand side of the table, if they appear in the Top Right hand cell, Outcomes will appear on the right hand side of the table.

· In the example above, the type of data to be displayed in the table is defined in square brackets ‘[Outcome]’. This is the outcome type as shown in the Curriculum section of the program. If no type is defined, the software will automatically allocate table types.

· The characters inside the ‘{….}’ define the way in which the table will appear. Commonly used Table Definition Codes are shown on the following page.

· Available Table Definition Codes are listed below.

|<|
- Highest mark on the right

|NT|
- no table heading rows





|CH|
- characters as level descriptors

|DE|
- Full text as level descriptions

|BS|
- add blank row on change of strand

|BO|
- add blank row after each outcome

|RO|
- Result only shown (applies to one column table only)

|DS|
- Don’t Show Outcome type

|OI|
- Insert Outcome image file (where available)

|SI|
- Insert Strand image file (where available)

|SG|
- Show as graph

Use of Graphs on Report Pages

1. Several types of Graphs can be included in your reports (fig 10)
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Fig 10 – Selecting the type of graph to be used on the report

2. When you select a Graph type you need to select from a number of options about what data you wish to appear on your graph (fig 11) 
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Fig 11 – Selecting how the report should appear

3. Graphs appear on the Report Template as a Text Box with a string of characters inside it
4. You can resize or move the text box to change the size and location of the graph on your final report.
Advanced Graph Formatting Options

Graph Definition Codes are the string of characters that appear inside a text box and define the way in which a table is displayed.

An example of a graph definition code is:




<<[GRAPH](BOX AND WHISKER){|MIN=50|Max=100|AX|SS|}>> 

You can build/alter Graph Definition Codes simply by typing the code into a text box.

Note:

· Graph Definition Codes must be enclosed inside ‘<<’ ‘>>’

· Graph Definition Codes should appear after any other text that you want in the box

· In the example above, the first code lets ReportCard know that this is going to be a graph [GRAPH]. Then the type of graph to be displayed is defined in brackets ‘(BOX AND WHISKER)’. 

· Available graphs currently include:

BOX AND WHISKER

VERTICAL BAR

HORIZONTAL BAR

ROCKET

MULTIPLE ROCKETS

DISTRIBUTION BAR

DISTRIBUTION CURVE

ASHFIELD
· The characters inside the ‘{….}’ define the way in which the graph will appear. Available codes are listed below.

|SS|


- Show student score 

|AX|


- Show graph axis 

|COME|

- Show Course mean 

|COMD|

- Show Course median 

|CODI|


- Show Course Standard Distribution 

|CORA|

- Show Course Range 

|COHI|


- Show Course High Mark

|COLO|

- Show Course Low Mark

|CLME|

- Show Class mean 

|CLMD|

- Show Class median 

|CLDI|


- Show Class Standard Distribution 

|CLRA|


- Show Class Range

|CLHI|


- Show Course High Mark

|CLLO|

- Show Course Low Mark

|DSNC|
- Don’t Show Nose Cone on the rocket graph

|MIN=20|
- Sets the minimum value on the axis (Default 0)

|MAX=
80|
- Sets the maximum value on the axis (Default 100)

|DIVS=
- Sets the number of divisions on the axis (Default 10)

Multiple rocket type only

|FS|

- Show Fixed Shaded region (Default is not to show)

|FSMIN=10|
- Sets the lower range of the fixed shade area

|FSMAX=90|
- Sets the upper range of the fixed shade area

Setting Colours

(Colours will be set according to the text colour of the word)

|MARK|
- Colour used to show the students mark

|BOX|

- Colour of the major box on the graph design

|RANGE|
- Colour used to show the range of possible marks

Horizontal and Vertical bar graphs only

|COLOUR1|
-Sets the colour of the different columns in the bar graphs

|COLOUR2| 
-The colour of the second column

|COLOUR3|
-Colour of third column if desired
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Figure 12 – A more advanced report design
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The Norwich School

Semester 2

Mathematics

Student
Christopher ALBRECHT 
Class
7MATA 



Examination Mark
35 %

Examination Rank
55 / 91

	Personal Skills<<[Personal Skills]«OPT3»(MC){|DE|[PERSONAL SKILLS]*SY*}>>
	Always
	Usually
	Sometimes
	Rarely

	Accepts responsibility for own learning
	
	
	
	

	Completes set work and homework
	
	
	
	

	Keeps school and class rules
	
	
	
	

	Shows respect for and earns respect of others
	
	
	
	

	Works cooperatively and positively with the teacher
	
	
	
	


	This student has demonstrated:<<[OUTCOMES]«NORMAL»(MC){|DE|BS|*SS**SY*}>>
	Outcome Achieved and Exceeded
	Outcome Achieved
	Developing Understanding of this Outcome
	Outcome yet to be Achieved
	Absent

	

	Algebra

	Substitute and evaluating algebraic expressions
	
	
	
	
	

	Solving tables of values and graphing details
	
	
	
	
	

	Algebraic problems and equations
	
	
	
	
	

	

	Geometry

	Use of geometrical instruments - ruler, set square, compass
	
	
	
	
	

	Naming, measuring, angles including parallel lines
	
	
	
	
	

	

	Measurement and Trigonometry

	Evaluating areas of plane shapes
	
	
	
	
	

	Calculation with fractions decimals and percentages
	
	
	
	
	

	

	Mathematical Processes

	Solving simple linear equations
	
	
	
	
	


	Comment<<[X]>>

	Christopher listens in class and gives feedback which shows understanding of the content. He is a hard working student who has achieved a sound result in this subject. 

Teacher:  Mr J. Scott 

	


Cover Pages

Cover Pages are designed in the same way as other report pages: 

a. Make sure that [image: image21.png]@+ Cover Layout.



 is selected

b. Select the fields from the list available (note: the available fields for a Cover Page are a little different to the ones for a standard report page, but you can manually add other fields if required)
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Fig 13 – Selecting fields for the cover pages

c. Cover pages cannot contain Outcome tables or Graphs, but they can contain summary tables. 

d. A Summary Table may show which pages are included in the report, or summarise other information from the body of the report such as Marks or Grades. 
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Fig 14 – Selecting what is required on the Summary Table

e. Press the [image: image24.png]


 button to add the fields and table to a new Word Template.
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Fig 15 – Basic Cover Page Design
Advanced Summary Tables Options

Summary Tables are defined in the same way as other tables on a report layout. A Table Definition String defines the way in which tables appear.

If you specify [SUMMARY] in a table definition string a Summary Table will be produced. 

Notes:

· Summary Tables can be used on a cover page, but also on an ordinary report page.

· Only one Summary Table can be used on a Report

· Rows will be added to the Summary table as required to show a line for each p-age of the report.

· Summary Pages can only be printed with reports.

An example of a Table Definition Code for a Summary Page is



<<[SUMMARY]{|SUBJECT|T1MARK|}>>

Table Definition Codes:

|SUBJECT|


-Show Subject Name

|COURSE


-Show Course Name

|CLASS|


-Show Class Name

|T1MARK|


-Show Test 1 Mark

|T1CLASSRANK|

-Show Test 1 Class Rank (position)

|T1COURSERANK|

-Show Test 1 Course Rank (position)

|T2MARK|


-Show Test 2 Mark

|T12CLASSRANK|

-Show Test 2 Class Rank (position)

|T2COURSERANK|

-Show Test 2 Course Rank (position)

|GRADE1|


-Show Grade 1

|GRADE2|


-Show Grade 2

|GRADE3|


-Show Grade 3

|GRADE4|


-Show Grade 4

|GRADE5|


-Show Grade 5

|TEACHER|


-Shows the teachers name for each class

Printing Reports 

Printing A Report

ReportCard2.0 uses MSWord to create and print Reports on your PC. Data that you have entered will be combined and added to the report template that you select and then either printed, exported or previewed.
1. In order to print a report you first need to:

· Add Curriculum to your Curriculum Bank

· Add Students/Teachers and Classes to your database

· Create Courses and Linked them to Classes

· Record Results for at least one student

· Designed a Report Layout

· Ensure that MSWord 2000 or MSWord XP are installed on your PC

2. From the Main Menu select Reports

3. Select a student and class/course with results from the list available (to print all pages for a student place a tick next to the student’s name, to print all reports for a year place a tick next to the School Year)
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Fig 16 – Select a Student / Class and Course from the list

4. On the right hand side of the screen select ‘Build New Layouts’ and Click on the Layout you wish to use. 
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Fig 17 – Select Build New Layouts and the layout you wish to use

5. Click on the [image: image28.png]


 button to build and preview your report (alternatively click on [image: image29.png]


 to print a report, or [image: image30.png]


 to export a report as a MSWord document).

6. To add a cover page to your layout ensure that [image: image31.png]" Add a Cover Page



 is selected and that you have selected a cover page from the list of available cover pages shown.

Assigning Layouts to Courses 

In the section above, the highlighted Report Design Template will be used for your report design. In some cases you may have a range of different Report Designs that you wish to use for different subject pages of your report. This will be the case if:

i. You want different things to be shown on different pages (e.g. Maths require an Exam Mark and Art does not.)

ii. You require a different format for different pages of your report (e.g. VET pages require different formatting to other subjects in a students report)

The ‘Assign Layout’ function allows you to ‘pre-select’ which report Layout will be used with each course.

To assign layouts:

1. Click on the [image: image32.png]Assign Layouts



 button on the right of the Print Screen.

2. You will see a list of available layouts displayed
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Fig 18 – Assigning courses to available layouts 

3. Initially all of the courses that you have created will be listed under the ‘UNASSIGNED LAYOUTS’ heading. You need to Assign these layouts to the appropriate Report Layout Template. To do this, put a tick next to all courses which will have a common layout, and then click the [image: image34.png]


 button (at the bottom right of the screen)

4. Now select the Layout Template you wish to use with these courses and click OK.
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Fig 19– Selecting the required layout
5. For the changes to take effect you need to ensure that the next time you print, the option [image: image36.png]¢ Build New layouts.



 is selected.

Advanced Report Printing

ReportCard uses a two-step printing process to produce a students report:


Step 1: Create and save a ‘half-built’ Report Template based on your original design


Step 2: Populate the ‘half-built’ template with the data for a student
If [image: image37.png]& Use existing layouts [where available)



 is selected, ReportCard2.0 will use the ‘half-built’ layouts for printing in order to reduce printing time. 

The ‘half-built’ report layouts are stored in the Report Layout location specified in the arc.ini file of your computer and are named after the course for which they apply. 

These ‘half-built’ layouts differ from your original design in that:

· Tables have the correct number of columns

· Additional tables have been added to the design if required

· Graph axis etc have been added to the design

In order to force ReportCard2.0 to build a new ‘half-built’ design, you can either:

a. Ensure that [image: image38.png]¢ Build New layouts.



 is selected

b. Delete all the ‘half-built’ layouts from your Report Layouts folder.

Borderlines have been added around this section 





Note:


 In general, you will want to select some text fields (student name etc) and a table to show Outcomes/Personal Profile etc). You may also wish to add a graph to your report layout.





List of available Report Layouts





List of available Cover Pages





Reports to Print





Click here for Design mode





MSWord Bookmarks show where field data will be inserted.





Note: These bookmarks may not be aligned at first





A Graph will be inserted here





One or more tables will be inserted here.





Note: These tables will grow to accommodate the number of Outcomes assessed for each student.





Image Inserted at top of report





Font Size and Style adjusted to match the schools look





Bookmarks moved and reorganised 





Graph text box has been resized and moved 





Table font and colours changed 





Margins have been readjusted 





Fill Colours are adjusted through the ‘Tables and Borders’ toolbar 





This is the symbol which will be used to show the level of performance –any character/font may be chosen





This is the Table Definition String – see below for details





This middle row will be used to show Curriculum Strands (and may be omitted if not required)





Click here to edit the selected  report layout
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A SAMPLE REPORT





A Shaded box has been inserted behind the graph box 





The text [Personal Profile] has been inserted into the Table Definition String to force Personal Profile Outcomes to be shown on this table  





Also the middle ‘strand row’ has been removed so Strands will not be shown





The teachers comment is now going to appear in a table. The table will grow to accommodate the length of the comment  





A title line will appear at the top of the report. 





Also the characters |BS| have been added to the table definition string. This means that each time there is a change of strand a blank table row will be added.
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A MORE ADVANCED SAMPLE REPORT





Click here to edit the selected cover page





ReportCard2.0 allows you to design your own custom report layouts and cover pages using Microsoft Word templates. This document explains how to create these layouts and adjust them.









