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The ReportDirector is a module of ReportCard2.0 designed for administrators and the senior staff of a school. It streamlines the entire reporting process. ReportDirector means putting you in control, improving the quality of your reports, and making life easier for senior teachers.


The ReportDirector is flexible, as the entire program can be transferred to any computer that has a USB drive. Each senior teacher is assigned a particular set of work to check, and this can then be exported onto a USB disk, which can then be taken away and imported into any other computer with ReportDirector installed. This flexibility allows you to edit and check your students’ results anywhere you like, whether it’s at school, or in the comfort of your home.

This document is designed to give you an understanding of how the system works. It will show you how to login, import, export, and assign user roles, how to assign reporting phases and how to edit and check assessment data. If there is anything that is not covered in this manual, please contact your school’s ReportCard Administrator.

Installing at Home


To begin using the ReportDirector at home, it first needs to be installed on your home computer (or your laptop). The installation files should be provided by your school’s IT Coordinator.

Windows XP

If you are using Windows XP at home and are not part of a domain, you will need to make sure you are a ‘computer administrator’, and not a ‘limited user’. If you are part of a domain, you will need to make sure you are the administrator, or part of the local administrators group.
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Windows 98
If you are using a Windows 98 computer, you will need to install the Windows Scripting Host before installing ReportDirector; this should also be provided by your IT Coordinator. ReportDirector is a stand-alone module, so you don’t need ReportCard2.0 or EAS installed on a computer in order to use it. 

Once ReportDirector is installed, you should see the following icon on your desktop:
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ReportDirector requires a minimum screen resolution of 1024x768. 

If you have any trouble with the installation of ReportDirector, please contact your ReportCard Administrator.
Getting Started
To start using ReportDirector, double-click on the desktop shortcut, or go to Start – Programs – ARC Software – Report Director. You will then be prompted with the following screen.
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The username and password is the same as that used in ReportCard2.0 and EAS. Once you enter your username and password, select a school database to open and then click OK. The second option, Open a Database file I have exported, is used to open a database file that has been exported previously. You will need to type the username and password before opening an exported database file. This will be covered further on in this manual.
Click OK to login. You will then see the main screen. The following page shows a quick outline of what each of the buttons do.
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Assessment Checking
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The ReportDirector main menu is actually a data checking screen in itself. On the top left, you can select a year, reporting period, and optionally a faculty to check data for. Once you click on the ‘Run Data Check’ button on the top right, it will check the data for all classes and courses in that particular year and period (and faculty if selected) and show a progress report using the green progress bars. The screenshot above illustrates this.
The ‘Sign off Progress’ area will be discussed further on in this manual. 
The goal is to get 100% assessed for all of the items, i.e. 100% green bars. 
The following page explains all of these items.
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Students with All Outcomes assessed
For each student that has all of their outcomes assessed, the green progress bar grows. If this is not 100%, you can click on the blue Information button to the right of it to show a list of reports with any outcomes ungraded. 
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It’s possible that some outcomes cannot be assessed due to the student being absent. In that case, the results should be marked as ‘Absent’ or N/A (not assessed). This may require an additional item in your outcome achievement scale if it doesn’t already exist. 
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Students with at least 1 Outcome assessed
For each student that has at least 1 of their outcomes assessed, the green progress bar grows. If this is not 100%, you can click on the blue Information button to the right of it to show a list of reports with all outcomes ungraded. This may be useful if you have staged courses, where not all outcomes will be assessed, e.g. Stage 4 English course.
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Students with a Comment recorded
For each student that has a teacher’s comment recorded, the green progress bar grows. If this is not 100%, you can click on the blue Information button to the right of it to show a list of reports with missing comments. 
Comments with no detected Spelling Errors
This checks all the teachers’ comments for spelling errors. If this is not 100%, you can click on the blue Information button to the right of it to show a special student summary screen with all comments with spelling errors. Below is a screenshot.
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All of the red underlined words are spelling errors. 
In case you can’t see the text clearly, you can double-click on the yellow boxes to enlarge the font. You may then want to click on ‘Enlarge Comment Box’. To run the spelling checker, click on the ABC button at the top.
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The spelling checker will run a batch job and check every single spelling error made in this year and semester. Note that not all spelling errors are actual spelling errors, the words are just compared to the built-in dictionary.
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This is the spelling checker in action. The word ‘realisation’ is not in the dictionary. If you want to add realisation to the dictionary, select ARC1.dct from the list and then click Add. You can also pick from a list of suggestions provided. Once the suggested word is highlighted, click Change to change that word once, or click Change All to change all occurrences of the misspelt word to the suggested word. Clicking Ignore will ignore the misspelt word once, while clicking Ignore All will ignore all occurrences of that misspelt word. 
It is best to either change the word or add it to the dictionary. Ignored words will still remain spelling errors. Only use Ignore if you are not sure what the word should be and you need to consult the teacher that wrote the comment.
The Cancel button does the same thing as the Ignore button. It doesn’t cancel the spelling checker. If you clicked the Spelling Check button by mistake and want to get out of it, keep clicking on the Ignore All button until it stops.
Once you have gone through the spelling checker, exit the screen and run another data check to update the progress bars.
Students with Test Marks recorded
The 2 items below this represent Test 1 and Test 2. The name of these test marks are based on the 2 default test names as defined in ReportCard. There may be some students who won’t receive a mark due to absence, so it’s possible that these green bars will never be 100%. If you click on the blue Information button it will show a list of reports with missing test marks.
Students with Grades recorded
The items below this represent the grades in your database. If this is not 100%, you can click on the blue Information button to the right of it to show a list of reports with missing grades.
Note: If you are not using Grades or Test Marks in ReportCard2.0, the progress bars for these will not appear in ReportDirector.
When the administrator has put a particular year and period into one of the Checking phases, and one of the senior staff (year advisors, faculty heads and executives) logs in to ReportDirector, they will see a list of reports assigned to them for editing and checking. This list is circled in red below:
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Once you select one of the items (e.g. Year: 8 – Semester 1 & 2), the year and period in the drop-down lists below will change to match the selected item. You could then run a data check by clicking ‘Run Data Check’ to see the progress. Once you click on the Edit Reports button, a student summary screen will appear.
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The student’s attendance data can be edited here, but if your school uses OASIS imports to update the attendance, it is best to use that.

The outcome performance graphs are based on the 3 Outcome Types the administrator selects in the Settings screen.

Sign Offs
Sign Offs
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These 4 boxes are the ‘Sign Off’ boxes. When a classroom teacher has checked the results of their class, they can click the ‘Checked and Completed’ box to mark it as checked. The first box will then be ticked and coloured green. The following boxes will then be checked by the Faculty Head, Year Advisor, and then the Executive in charge.


There is a hierarchy system in place here. A classroom teacher cannot check the box for any person above them (i.e. faculty head, year advisor or executive), but an executive can check or uncheck a box below them (i.e. classroom teacher, faculty head or year advisor).


[image: image16]
As the boxes are ticked and coloured green, the percentage of reports checked and signed off grows. You can run a data check to see the progress. 

Importing and Exporting Data
You can only export data if you have a set of reports assigned to you for editing or checking.
As an example, if Mr A Ling, a Year 8 Year Advisor, logs into ReportDirector, he will see the following:
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Because no reports have been assigned to him, there is no export or import button available.

If the administrator assigns Mr A Ling to edit and check the Year 8 Semester 2 reports, then the Export button will appear.

[image: image18.png]L
—TTECTE—

' Version: 1.0.13

-Restrict Results to

Reports assigned to you for editing or checking
Tterns To Edit
EYears
Year: & - Semester 2

Students from
Reporting Period
Faculty [ -]

Edit Reports

Update: 200

©

Activity
Manager.

Recaleulate
Rankings’

Export File

-Assessment Checking

Run Data Cheek

Students with All Outcomes assessed

Check for: Year 5 - Semester 2
Al Faculties

Students with at least 1 Outcome assessed

Students with a Comment recorded

Comments with no detected Spelling Errors

Students with Test Marks recorded
[P S e——]
e e
Students with Grades recorded
Achievement 1
[ —]
Homework 1
Condut ————————1

[-Sign Off Progress
Percentage of Reparts which have been checked and signed off as campleted.

Teacher sign Offs

Faculty Sign Offs

Year advisor Sign Offs

Executive Sign Offs





In the top-left box you can see that Year 8 Semester 2 has been assigned to Mr A Ling. He can now export the data if he wishes. After clicking the ‘Export File’ button, a screen similar to the following will appear.
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Mr A Ling is only presented with one option, ‘Year Advisor Data’. If there are more types of data, select which ones to export. This choice is provided because once data has been exported, it cannot be edited at school until the data is imported again. To export the data, click the ‘Create file for working at Home’ button, and then select the drive to store the data on.
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USB drives normally appear in this list. Click on the USB drive and then click OK. The database file created on the USB drive will be called RD_arcdata.mdb. 

Another file called PastoralComments.txt will also be created. This is your personal pastoral comment bank, which can be customised.
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Any changes to this pastoral comment bank done at home will be saved and reimported at school, so you can use the same pastoral comment bank at school. Using and editing the pastoral comment bank will be discussed further on in this manual.
The RD_arcdata.mdb file can be quite large, and will not fit on a standard 1.44mb floppy disk. You will need to use a USB drive for this. CD’s and DVD’s are not appropriate, but it is possible to use them. Contact your ReportCard Administrator if you need to use this method.
Once some data has been exported from the ReportDirector, you will see a picture of a floppy disk on the ReportDirector main screen to indicate that some data has been exported. This is circled in red in the screenshot below.
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Now that the data is on the USB drive, you can take it home and import it into your computer at home. ReportDirector needs to be installed on the home computer also. Once you run ReportDirector, type your username and password and select ‘Open a Database file I have exported’, then click OK. Browse to the USB drive and double-click on the RD_arcdata.mdb file to login.
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Once you have finished working on it, take the USB drive back to school and import the file.
Importing Data

To import the data, login to the school’s active database and then click on the ‘Import File’ button.

Click ‘Import a Take Home Data file’ and click OK, then OK again.
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Locate the RD_arcdata.mdb file, which should be in the USB drive, and double-click on it. The data will now merge with the school’s active database.

Pastoral Comments
The Student Summary screen is where you can enter your pastoral comments, if required. 

To explain how the pastoral comments can be entered, we will continue with the example of the Year 8 Year Advisor, Mr A Ling. When Mr A Ling logs into ReportDirector, selects Year 8 – Semester 2 and then clicks ‘Edit Reports’, he will see the Student Summary screen. A screenshot is below.
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The Pastoral Comments button is at the top of the screen. Click on this to view or edit this student’s pastoral comments. 
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Fioland appears to be working well in most classes andis keen o achieve good resuls





Because Mr A Ling is a year advisor, he will select ‘Head of Year’ from the list. Comments can be manually typed into the white comment box.
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Comment Summary

Edit Comment Bark.

Manually type comments here]

Posive | impovement | Wotk | Attude | Atercance | Othr|

Congratultions| A excelent resut, well done Roland.

Fioland has a very positive attuds towards all aspects of his school work and is aays well behaved
Filand warks very hard and aways gives his best effrt n all areas of the curiculum. He has produced some extiaordinary wark,
Fioland is making excellont pogress.

Fiolandis a very capable student who i able to complete tasks very wel.

Fiolandis 3 conscientious student and apples himself welin all subject aress.

Fioland has worked hard in many curiculum aress and has produced some reat work.

Foland has a postive atftude towards all aspects of schaol wark,

Fioland has achieved caurse outcomes acrass various KLA' o a high standerd.

Foland has a mature approach t school and showld be encouraged to maintain such a digent wark ethic.
Fioland appears to be working well in most classes andis keen o achieve good resuls





The comment statements at the bottom can also be used to add comments quickly. Simply double-click on the comments to add them to the white comment box.
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and Comment Summaiy

Edit Comment Bark.

[Roland has a very positive attitude towards all aspects of his school work and is always well behaved. He is
making excellent progress.

Posive | impovement | Wotk | Attude | Atercance | Othr|

Congratultions| A excelent resut, well done Roland.

Fioland has a very positive attuds towards all aspects of his school work and is aays well behaved
Filand warks very hard and aways gives His best effrt n all areas of the curiculum, He has produced some extiaordinar wark
Filand is making excallnt pogress,

Filandis 2 very capable student who i able to complets asks very wel

Fiolandis 3 conscientious student and apples himself welin all subject aress.

Fioland has worked hard in many curiculum aress and has produced some reat work.

Foland has a postive atftude towards all aspects of schaol wark,

Fioland has achieved caurse outcomes acrass various KLA' o a high standerd.

Foland has a mature approach t school and showld be encouraged to maintain such a digent wark ethic.
Fioland appears to be working well in most classes andis keen o achieve good resuls





ReportDirector comes with a default pastoral comment bank built-in. They are grouped into areas such as positive comments, improvement comments, work comments etc. These are grouped into tabs. 
As each teacher logs into ReportDirector, a new ‘comment bank’ is created for that particular teacher. If they edit the comment bank, ReportDirector will remember their changes, but it will only apply to that particular teacher. So if Mr A Ling removes some comment statements from the comment bank, it will only disappear from his comment bank, and not every other teacher’s comment bank. Each teacher has their own personal comment bank.

To edit the Comment Bank, click on the ‘Edit Comment Bank’ button.
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‘Congratulations! An excellent result, well done Names."

Name/He/She$ has a very positive attitude towards all aspects of his/her$ school work and is always well behaved
ame/He/She$ warks very hard and always gives his/her$ best effort in all areas of the curriculum. Name/He/She$ has produced some extracrdinary wark
ame/He/She$ is making excellent pragress.

Name/He/She is a very capable student wha is able ta complets tasks very el

Narme/He/She$ is a conscientious student and applies him/herfself wellin all subject areas.

Narme/He/She$ has worked hard in many curriculum areas and has produced some great work

ame/He/Shes has a positive atfitude tawards all aspects af school work.

ame/He/She$ has achieved course autcames acrass various KLA'S ta a high standard

ame/He/Shes has a mature approach to schoal and should be encauraged to maintain such a diligent work sthic,

Name/He/She$ appears to be working well in most classes and is keen to achieve good results

<< Improvement>>

ame/He/Shes can look forward to satisfactory progress in all subjects once he/shes takes responsibility for his/her$ own learning and behaves accordingly.
‘Name/He/She$ is a friendly student who appears to enjoy school life and is making reasonable progress, although thers is scope for further improvement.”
Name/He/Shes is a polite and cooperative student but is nat performing to his/her$ true potential

Paor time management and arganisation seems to be a prablem. Name§ needs to aim for consistency with his/her§ work.
Unfortunately, Name/he/she$ lacks confidence in his/herg ability in some subjects.”

Name/He/She$ is capable of achieving more, but poor sttitude and poor behaviour prevents this."

ame/He/Shes should be encouraged to fully prepare for each subject and maintain a positive attitude.

Narme/He/She$ needs to develop a program of revision that covers all subjects

Narme/He/She$ must concentrate more in class and work to the best of his/her§ ability in all subjects all the time.

Narme/He/She$ needs to realise that homework sssignments are important and be prepared to give these more time and sttention.
Narme/He/She$ has demonstrated that he/shes is  capable student in some subjects but needs to apply himsslf/herself§ even more in order to achisve the best results possible.
<<ark>>

Narme/He/She$ has easily settled in at this school

Narme/He/She$ balances 3 high standard of academic work with involvement in extra-curricular life in the school

Name/His/Her$ attitude to school work has improved this semester and he/shes has settled down.

Narme/He/Shes has the ability and commitment to excel in all subjects.

Narme/He/She$ demonstrates 3 sensible and mature attitude to schoo life

ame/He/Shes has a mature attitude to his/her$ studies.

ame/He/She$ appraaches all schoal activities with care and increasing perseverance.

<< attitude>>

Name/His/Her$ wark and attitude has impraved greatly this year,

ame/His/Her$ work and attitude has improved greatly this semester.

ame/His/Her$ wark and attitude has improved this year.

Name/His/Her$ wark and atttude has impraved this semester.

arme/His/Her$ work and attitude has deteriorated this year:

ame/His/Her$ wrk and attitude has deteriarated greatly this year.

Namme/His/Her$ work and attitude has deteriorated this semester.

Name/His/Her$ wark and attitude has deteriorated greatly this semester.

<< Attendance > >

ame/His/Her$ improved attendance has begun to bear frut

Namme/His/Her$ poor level of attendance is having a negative impact on his/her$ studies

ame/He/She$ must imprave his/her$ attendance It he/she$ is to achieve a better resul

<<Other>>





This is the default pastoral comment bank
There are some codes that you will need to become familiar with to edit the pastoral comment bank. 

<<Positive>> 

This indicates a new tab in the pastoral comment bank. Tabs group comment statements.

For example, if you were to add <<Test>> after <<Other>>, it will create a new tab called ‘Test’ in the pastoral comment bank, as illustrated below.
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Comment Summary

Edit Comment Bark.

Posive | Impovement | Wark | Attude | Aterdance | Gther {1250





                        Example of the Test tab
Name/He/She$ has a mature attitude to his/her$ studies.
ReportDirector uses ‘smart comment’ technology. The very first comment added will put the student’s name in. Subsequent comments will use He or She instead. This is illustrated in the screenshot above. The he/his/she/her will also change according to the sex of the student.

***************************************************************************

If there is anything that is not covered in this manual, please contact ARC Technical Support for more information.

Getting Help

ARC Technical Support operates Monday-Friday 8am-4pm.

    Email:   support@arcreports.com.au
***************************************************************************
Activity Manager shows which reporting phase each Year is set to








This box shows you the reports assigned to you for editing/checking





These drop-down boxes lets you select a particular year and period to examine. Click Edit Reports to edit and check the reporting data








Click ‘Run Data Check’ to check the progress for the selected year and reporting period (and faculty if selected)





Information buttons show details of each data checking row











It is best to have an Absent or N/A option in the outcome achievement scale in order to manage the progress of reports effectively. If you don’t have this, contact your ReportCard Administrator.





Run the spelling checker





Last Updated: �Tuesday 26th September 2005





If student marks are changed, click Recalculate Rankings to update the graphs





Attendance data can be edited here





Teacher comments and outcome performance graphs are here





Select the year, semester and student here





Grades and Test Marks can be edited here





Checked by �Faculty Head





Checked by �Classroom Teacher





Checked by �Executive





Checked by �Year Advisor











Comment Summary will show all of the pastoral comments, and then you can print this out





This will run a spelling check for this student’s pastoral comments








