FAQs
ReportCard 2.0
Curriculum Area
Q. What is in the Curriculum area?
A. A collection of all assessment objects such as outcomes, indicators, grades, personal profiles, work habits, VET competencies etc. It also contains the comment bank, which is the collection of all comments available for use in courses. Curriculum and Comments can be created manually in ReportCard2, or imported from text files (although must adhere to the correct structure).
Q. Do I need to create the curriculum manually in ReportCard?
A. Normally you would import official Board of Studies (or other govt body) outcomes, or you might already have them in electronic form, but if not, you can either use ReportCard or MS Excel to create the outcomes manually
Q. Why would i use different outcome types?
A. One of 2 reasons. Firstly, each outcome type has its own Achievement Scale, and therefore the outcomes must be correctly grouped. E.g. you might have A, B, C, D and E for normal outcomes, but Competent and Not Competent for VET competencies. The second reason is if you want to separate outcome tables on the reports, it will only separate if they are separated by the outcome type.
Q. I want to add an outcome, so I click plus but nothing happens. What do I have to do to add an outcome?
A. You must click on an existing outcome, and then click add. Generally, you must select the item that you want to add, and then click plus. You must select/highlight an item at the exact level in the tree.
Q. How many outcomes can I have in the Curriculum Bank?
A. As many as you like, there is no limit.
Q. Can I change the order of outcomes?
A. No, the order is always alphabetical, but you can change the order that outcomes appear on a report by editing the order in Courses, View Course Content.
Q. What is the maximum length of an outcome?
A. 255 characters. This also applies for outcome types, strands and KLAs, but comments do not have any limits.
Q. Can I change the Stages?
A. No, they are pre-set in the database and can’t be changed, although it is possible. If you need to change the stages, please contact technical support.
Q. Can I copy outcomes into a different area?
A. No, each outcome can only appear in the curriculum bank once. E.g. you can’t have ‘speaks the language fluently’ in German, French and Italian. It’s best to create a comment set of outcomes that is generic e.g. languages, and put all of them there. Alternatively, have variations in the outcomes, eg. Speaks French fluently, speaks German fluently. 
Q. Why do some outcomes have a (1) or a (2) at the end of them?
A. This is because you may already have the same outcome elsewhere in your database, and to avoid duplication, ReportCard adds a number after it to show it’s a copy.
Q. Can I cut and paste or copy and paste outcomes?
A. No. You can’t copy outcomes as each outcome can only appear once, although you can copy the text of an outcome if you edit it by pressing F2. To move outcomes, select the outcome and then click and hold the left mouse button down and drop it into another area (although it must be in the same level in the tree). Note: This may involve creating a new fake outcome type/KLA/strand.
Q. Is there a spelling checker?
A. Yes, although you won’t normally see it as ReportCard automatically warns you of a spelling error and asks if you want to ignore it or add it to the dictionary.
Q. Do different outcome types need different achievement scales?
A. No it isn’t necessary.
Q. Why can’t I import data from Excel?
A. You can’t import Excel spreadsheets, only text files. From Excel, save it as a text (tab delimited) file, and then import that text file.
Q. I am trying to import outcomes/comments and they are appearing in red. Why is this?
A. This usually occurs if the outcomes already exist in the database. You can find out what the exact problem is by highlighting the red bar and then click on the Information button. Comments can be duplicated.
Q. How many comment statements can I have in 1 topic area?
A. 10, although you can have multiple topic areas eg Attendance 1, Attendance 2 etc.
Q. Why can’t I remove a comment statement?
A. This is because the topic area is being used by a course. You can add or edit the existing comments, but not remove them (as they might have been used).
School Area 
Q. Can I change the database whilst in the program, on-the-fly?
A. No. You must logout of ReportCard and then login again, but once you enter your username and password, select the database that you wish to open, and then click OK to login. Administrators are also able to add new databases to the list, which can be done via the Database Manager. The Database Manager can be accessed by clicking on the Swiss Army Knife that appears once the administrator login details have been entered.
Q. On the network, where does the database get installed? Should the database be installed on each individual computer or should just one networked database be used?
A. You should only have one networked database available to all users. The installation section of our Reference Manual covers this in more detail.
Q. Does clicking on the blue plus and minus signs let you add or remove individual students or entire classes?
A. It depends on what is highlighted. If a student is highlighted, clicking add or remove will add or remove a student, but if a class is highlighted, it will add or remove a class.
Q. If the student/class is deleted from the School area, is the data wiped off the entire database completely? 
A. It makes them inactive is there is data entered, but if they haven’t been attached to a course and no results have been entered, then they will be deleted completely.
Q. Does changing a student’s academic record mean you can’t delete them completely? 
A. No, it’s only if they have been attached to a course, or if results have been entered. There is a document on how to remove something from a database completely. Please contact technical support.
Q. Why are there three different views in School?
A. Sometimes you might want to view a student’s particular details or see the list of classes they are in. You would go to view by student as it’s a lot quicker to find the information. Basically, all three views contain the same information, but it’s organised into three views to help find information on a particular student/class/teacher quicker.
Q. Should I change information about a particular teacher from ReportCard2 or OASIS?
A. It’s best to change the data in OASIS as the next time an import is done, that teacher would become inactive or have their data replaced by old information.
Q. What are the default usernames and passwords for the teachers?
A. Passwords are set to none, and teachers’ usernames are the teacher’s surname, followed by the first initial. Also, their access level is set to classroom teacher security level.
Q. What if 2 teachers have the same password?
A. Go to School, View by Teacher and click on a teacher, click on the Information button and change the password there.
Q. What if a teacher forgets their password?
A. An administrator cannot see teacher passwords, but they can reset the password from the teacher details screen by clicking on the ‘change password’ button.
Q. Can teachers change their own password?
A. Yes, they can change it via the EAS.
Q. What is the difference between a student’s first name and their preferred name?
A. The preferred name is used on the final reports so you can put the student’s preferred name (if known) in the student details screen.
Q. Our school doesn’t have tutors but we do have ‘roll teachers’ i.e. different terminology. Can we change the word tutor to roll teacher?
A. Yes, simply double-click on the work tutor that is in blue and edit the name. This can only be done if logged in as an administrator. 
Q. I want to add a student but nothing is happening. What is wrong?
A. You must click on any existing student and then click on the add button. Also, to add a teacher, click on any existing teacher and then click on the add button.
Q. How do I add another student to a class?
A. Go to School, View by Class, select the class and then select Information. You can now edit the class list by clicking on the ‘Class List’ tab and ticking the student’s that you want to add. You can also remove student’s here by unticking the student’s from the class list.
Q. What does the TimeChart data tick box in the Import Data screen do?
A. This is ticked only if you are importing school data from the TimeChart school administration system. It does not have to be ticked if importing from OASIS, admin systems, or manually typed data.
Q. If I am importing data from OASIS, do I import all the data or just some particular fields?
A. We have a document on the website about transferring data from OASIS into ReportCard2 which explains step-by-step how to export data from OASIS and import them into ReportCard2. 
Q. When I import school data, I see red bars in the screen that appears after the import. Why are these red?
A. Red bars mean there are errors in the import file. These are usually if essential data is missing, or if ID numbers of existing students/teachers have changed.
Q. I selected a file to import and it seemed to work, but when I look at the School screen I still can’t see any data. What has happened?
A. Once you import the data, you must click on the Add button to actually update the database with that information. Once it says it has imported, click OK and then close the screen. You should now see the school information.
Q. One of my teachers is called ???. What is this?
A. This is because no teacher’s were assigned to some classes, and this is because OASIS didn’t have the data, so it’s best to go back to OASIS, assign a teacher and then do another import into ReportCard2 
Q. I have imported data from OASIS, but why have some students turned grey?
A. This is because the student there already existed in the database before the import, but the new import file from OASIS didn’t have that student in its information set, so ReportCard assumes that the student has left the school and marks them as inactive.
Q. When is adding school data manually through ReportCard the best practise?
A. It’s only used by very small schools that do not have any existing administration system, or if a school has a course/subject that doesn’t exist in the school administration system.
Q. What is the difference between printing class lists and printing student classes?
A. The only difference is the sorting of the information. Class lists show results by classes i.e. they are the main focus, but student classes focus on students, and what classes they are enrolled in.
Q. How do you assign Faculty Heads?
A. Go to View by Class, expand a year and highlight any faculty and click on Information. Here you can select the faculty heads by clicking on the blank spaces. The list of all available teachers will appear in a combo box.
Q. How do I assign Year Advisors?
A. Go to View by Teacher, select a year and then click Information. Here you can select the Year Advisors in the same fashion as adding Faculty Heads.
Courses Area
Q. What is a course?
A. A collection of outcomes, grades, test marks and comments grouped together e.g. in a Primary School, you would create a course for a whole stage eg Year 5 and 6, and in a high school you would create Year 7 English, Year 10 Advanced Maths etc.
Q. What is done in the Courses area?
A. This is where you create the courses, i.e. outcomes, grades etc, and then select which classes will be assigned to the courses. You can also create your comment sets here, and change the order of outcomes and other assessment objects. 
Q. How would I edit an outcome that has already been assigned to a course?
A. You should do the changes in the Curriculum area, as you cannot edit it in the Courses Area. The changes to any outcomes are reflected automatically in the Courses area.
Q. How do I add a second teacher to a class?
A. You must do this in the View Course Designs screen by firstly selecting a course that contains the class, and then expanding the class. You will see a green teacher name there. Double-click on this and select the 2nd teacher. You can only choose a maximum of 2 teachers, and the second teacher will also appear on the final report is desired.
Q. How do I change the order of assessment objects?
A. In the View Course Designs area, expand ‘assessment objects’, make sure the screen is unlocked, and the simply drag-and-drop the outcomes/assessment objects into the order you like. The actual order is determined when you first create the course. The order that you tick the outcomes is the order that they will appear on the final reports, but offcourse, you can edit the order in View Course Designs.
Q. I want to create a new course, but when I click on the Add button but nothing happens?
A. You must click on the Edit Course Content tab before you click on the Add button.
Q. How do I change the achievement scale of Grades?
A. Click on the word Grades, and then click on the Information button.
Q. What is the difference between a course name and a course title?
A. The title can be anything you want, and is normally used on the final reports. The course name must be unique, and it’s best to put a full description of the course to avoid confusion. Eg Course Name might me Year 9 Commerce Semester 1, while the course title would be Commerce, as this is what students and parents will read on the final reports.
Q. In the course properties box, I select a Dept, Stage, Year but nothing seems to change. What is the purpose of this?
A. This isn’t actually a search narrowing tool; it merely sets the properties of a course. For instance, setting a course to be in Semester 1 will help you when printing reports as you can narrow down to a particular semester so that you don’t’ print a semester with no data (or old data). Search narrowing tools are a future development.
Q. How do I create a new department or faculty?
A. You can do this in the School area by going to School, View by Class, selecting any faculty and then clicking on the Information button. Click on the Padlock to unlock, and then click on the Add button to create a new faculty. Courses are put into faculties so that a particular print order can be set when printing the reports eg. English page prints first, Maths second, Science third etc.
Q. I keep editing the test names for each course but they are all the same. Can I change the default test names? 
A. Yes. Click on the word Marks, and then click on Information and make the changes.
Q. Can I have different achievement scales for grades in different courses?
A. Unfortunately you can’t. You can only have one achievement scales for every course. If you change it in one course, it will affect the entire database. Future versions should allow this function. The alternative is to build your ‘grades’ as outcomes instead, as outcomes are more flexible. An outcome called ‘Overall Grade’ or ‘Achievement’ is perfectly fine; just remember to set the proper achievement scale for it, and store the outcomes in their own ‘outcome type’ heading.
Q. What are lesson plans?
A. This is a new feature which we introduced to help classroom teachers organise their lessons. This is only useful if ReportCard is installed on all teacher computers. Lesson Plans are a strategy to the teaching of outcomes, to which assessments can then be made. The number of lesson plans you can have is unlimited.
Q. Can course outlines and context statements be printed?
A. Yes. From the Edit Course Content screen, click on the Course Outlines button, and then click on Print. This will only give you a print preview, and from there you can click on File, Print to physically print it on paper. 
Q. As I am typing course outlines and context statements, I see red squiggly lines. What are these?
A. These are spelling errors. Click on the ABC button on the bottom right of the Course Outlines screen to perform a spelling check. ReportCard uses the United States English dictionary, but a UK English dictionary can be purchased for a small fee.
Q. What is the difference between course outlines, context statements and misc text?
A. They are just different fields and need different bookmarks on the report layouts. Basically anything can be typed here.
Q. Why are some classes in the wrong faculty?
A. This could either because the data in your school admin system (eg OASIS) is wrong, or the data was from an old export of OASIS which used to get the faculty from the class teacher’s defined faculty, and not the class’s faculty.
Q. How many comment categories can be assigned to one comment set?
A. 30 - 35 comment categories should be the maximum amount that will fit on one page i.e. teachers will not be able to see more than this. This should be enough. Also note that each comment category can only have a maximum of 10 comment statements.
Q. How do I clone a course, or rename a course design?
A. In Edit Course Content, unlock the screen and right-click on the name of the course to see the menu.
Q. I have created a comment set but why can’t I see it in Edit Course Content?
A. It will not appear until at least one comment category has been assigned to the comment set.
Q. I need to assign 4 teachers to a class. How would I do this?
A. You can create a new fake teacher with a long name that includes all teachers eg. Name on Report: Ms Smith, Mr Jones, Miss Cruz, Mr Walker.
Results Area
Q. What is the difference between the Basic Markbook, the Advanced Markbook and the Teacher’s Markbook?
A. The Basic Markbook is the traditional set of 2 basic marks, usually used to an assessment mark and an examination mark. The advanced Markbook allows you to use multiple marks (i.e. more than 2), and also perform special calculations such as: 
i.                    sum
ii.                  standardise
iii.                change range
iv.                class rank
v.                  course rank
The teacher’s Markbook (new name for the old advanced Markbook) is also similar to the advanced Markbook, as it also allows you to have an unlimited number of assessments. It is more for a teacher to perform personal calculations to help them find a good final mark to be put into the Advanced Markbook. 5 mark columns can still be used on the reports, so it can be used as a real Markbook, and not just a personal tool.
Q. How do I remove a mark?
A. Just type in any letter or number that isn’t being used in the achievement scale.
Q. Can I edit the data in the Markbook?
A. Yes, in fact that is the main purpose of the Markbook, for reviewing and editing, although it can also be used as the primary data entry method.
Q. I want to edit the comment codes, but why is the button grey?
A. You must unlock the screen first, and then you can edit the comments via codes.
Q. Why can’t I see any classes or courses in the Markbook?
A. There is either no courses setup, or because the courses don’t have any classes assigned.
Q. Can I change the type of graph?
A. Yes, by right-clicking on the graph, and then selecting Chart Designer, or just by double-clicking on the graph.
Q. Why can’t I see the entire comment in the Markbook Comments area?
A. You might need to expand the row headings on the left panel to see more comments.
Q. In the Teacher’s Markbook, I can add test marks but why can’t I remove them?
A. Click on the test mark that you want to remove before clicking on the remove button.
Q. How do I view the student attendance/absence data?
A. From the Markbook, click on Pastoral Care Area, and then click on the View Attendance button.
Reports Area
Q. I got to print reports, but after I expand the tree, I don’t see anything there?
A. Check to make sure that you have the semester and faculty set to None Selected. Also, you need to have classes assigned to courses before anything will show up.
Q. How many different report layouts can I have?
A. As many as you like, but aim for consistency in the layouts and make full use of the available bookmarks to reduce the number of layouts needed. The more layouts used, the slower the final printing run will be.
Q. How can I increase the printing speed?
A. There are many things, such as print the reports from a fast computer with plenty of RAM, exporting reports and then doing a batch print (rather than not exporting and printing directly from the program), and using a fast printer (the higher PPM the better).
Q. What is the print cover pages only button useful for?
A. Mostly used if you want to print cover pages with a different coloured paper, or for printing Interim/Progress Reports. It doesn’t include any reports layouts.
Q. What does the Batch Print do?
A. It lets you select a folder that contains reports, and then press OK. It will then print all of the reports in that folder automatically (i.e. without human intervention). You will see the reports being moved from the left panel to the right panel. This is because the reports are saved into a folder called Printed, which is automatically created, and stores them there. This is useful as it allows you to cancel a batch print anytime and ReportCard will still know what reports still need to be printed, and it keeps an electronic archive of the reports (as Word documents).
Q. Why do I need to assign layouts?
A. You might have many different layouts and different courses, and some courses will need to use a specific layout. If you don’t assign layouts, ReportCard will just use the layout that is highlighted, which will cause unpredictable results.
Q. Why has my report printed with the wrong layout?
A. It’s either because the course has been assigned incorrectly, it hasn’t been assigned a layout, or because you haven’t clicked on the refresh layouts button, which means it’s using the previously assigned layout (or an older version of a layout).
Q. What does the Refresh Layouts button do?
A. When ReportCard builds a report, it creates a ‘half-built’ layout which it uses, mainly to increase the speed of printing. If you make any changes to a layout, it will still have the old ‘half-built’ layout in memory, and therefore your changes will not be made until you click ‘Refresh Layouts’. An alternative to avoid this problem is to keep the ‘Build new layouts...’ button selected all the time, to make sure it’s always using the latest version of the layout. This is OK when designing layouts, but when it comes to making a large print job, please make sure that ‘Use existing layouts’ is selected, otherwise it will take a lot longer to perform the job.
Q. Why can’t I see a particular course in the report printing screen?
A. The semester/ faculty selected in that course might have been set to the wrong faculty/semester. Go to Courses, Edit Course Content and check the course properties. 
Q. What are the steps in creating a report layout?
A. From the Reports area, click on the Design button, and then tick all of the items on the left panel what you want to include in the report, and then click on the create button (magic wand). First steps to editing are usually editing margins and fonts, and then moving the bookmarks and text, and lastly adjusting the tables, graphs and images.
Q. Why can’t I see any outcomes in my outcomes tables?
A. This is because the actual outcomes will come from what is selected in the course, and will change. The table will be populated with the outcomes once you actually print the reports. The size of the table, fonts in the table cells, cell alignment and the table definition codes and colour define how the outcome table will look on the report.
Q. How can I have one graph for Test 1 and one graph for Test 2?
A. In the graph definition codes, you can specify either T1 or T2 for Test 1 or Test 2, and you can have 2 different graph boxes on the same layout.
Q. What is the difference between a report layout and a cover page layout?
A. Cover page allows you to include summary tables, which can show teacher names, comments, test marks, grades etc. that come from the other reports, or it can also be used to produce an interim report.
Q. If I am doing a large print job, can I cancel the job? Will I remember where I was up to?
A. Yes, you can cancel the print job and it will remember what you are up to. The yellow items are yet to be printed; the green items have already been printed.
Q. Can I use the same bookmark on a layout twice (or more times)?
A. No, but many fields can be entered multiple times with slightly different bookmarks, e.g. Firstname1, Firstname2, Firstname3 etc. If you need a bookmark more times than what is available to you, contact technical support.
Analysis Area
Q. What can I do in the analysis area?
A. From Analysis, you can instantly view graphs of outcome achievements with a wide range of graphs. You can also see an attendance summary, class and course rankings, see whom the top performers area etc. Some useful Management Tools are also here, and you can check for missing marks, view classes that are not linked to courses, view Teacher ID numbers etc.
Q. When I look at a graph, I cannot read it clearly. Can I change the look of graphs?
A. Yes, simply by double-clicking on it. You can choose which type of graph to use, including 2D and 3D views, and change the fonts for the X and Y Axis Labels.
Q. Why does it say Not Enough Data when viewing a graph?
A. This is because there are no marks recorded for in that course, or for the particular outcome type that you have selected. Try changing the course or the outcome type if you believe there are marks recorded.
Q. The results have changed since the last time I looked at the rankings. Why hasn’t it updated?
A. Click on the Recalculate Rankings button, which is on the toolbar and looks like a lightning bolt.
Q. Can I print out anything in the Analysis area?
A. Yes, although you can only print the information that you are currently looking at, i.e. the main panel on the right. If you press Copy, you can then paste the information into another program such as MS Word or Excel, and then save that file for electronic distribution.
Administration Area
Q. What can I do in Administration, and is it accessible to all users?
A. The red Administration button is only accessible to System Administrators, or the administrator login. The functions available include editing security levels, changing licence details, database management and maintenance, rollovers and other sparsely used functions.
Q. How could I take the database offline for maintenance and repairs?
A. Database Access Management lets you lock a database so that other users apart from the administrator can use it. This includes both ReportCard and EAS logins. You also have the option to prevent teachers from importing or exporting data (if your school uses EAS Home).
Q. How can I check to see if anyone is currently using either ReportCard or EAS?
A. The Teacher Login Status is a very handy tool for administrators. You can see a list of teachers and details of their last login. If using EAS, you can see who is currently working in EAS, in either normal or distributed mode, who has exported data, who has had problems and what problems, and you can clear certain ‘flags’ to allow teachers to continue their work if they encounter a problem. If using EAS, it is essential to become familiar with this module. 
Q. What is Guardian? Why isn’t it working properly?
A. Guardian is a handy backup and maintenance tool that can automate tasks such as backing up databases and layouts, and also compacting and repairing the databases, you select. It has a 20-second Autorun timer, which we created so that you can set Guardian up as a ‘Scheduled Task’ in Windows, meaning it can run every night at 2am if you like. 
Q. Our school has purchased EAS Home but when I start EAS, why can’t I see the Advanced button?
A. By default, EAS does not show the Advanced button. In School Preferences, you can change the EAS Configuration Options, such as allowing Take Home Disks, Markbook View, turning on the Distributed Database mode etc.
