Entering Historic Marks and GPA Calculations


To enter marks from previous schools, open the student.  Click Historical on the program bar.  It is recommended that you enter the Historical Years data first (Year, School, City, State, and Grade Level).  After courses have been entered, and the Historical Years calculations have been completed, you can return to the screen shown below to edit the Graduation Information.


Although you may be able to print a correct transcript without entering all of the information described below, it is very important that it all be entered.  The transcript report is still a work in progress.  Furthermore, at some point in the future, the program will be modified to do the calculations.  We do not know where it will get the information.  If everything has been entered correctly for each course, as well as the yearly and cumulative summaries, there should not be any major problems later.

I.   Add Historic Year


Click on Actions, and then click on Add Historical Year.   Enter the following required information on the School Information screen:


A.  School Information

Year – this is the date of the year for which you are entering data.  Use the fall date for the year. E.g., enter 2004 for school year 2004/2005.

School name – If this is a DoDDS-E school, you may be able to use the drop down list.  If this is done, some other information will be completed automatically.  Otherwise, enter the school name.

School address – As a minimum, enter the city, state, and zip code.  The street address may be entered, if known, on the address lines.  Use the correct fields for all entries.  It is especially important that the city, state, and zip be in the correct fields.

B. Year Information

 The Grade level (grade the student was in during that year) information should be entered for each year and each school

 The additional data on this screen should be entered after the courses have been entered,

This process must be repeated for each school and year.  For example, if a student attended the same school for 3 years, there would be 3 entries for that school, with different years and grades.

II. Enter Course Information

After the School and Year information has been entered and saved, click on Historical on the breadcrumbs.  The lower section of the screen will then show the school and year, as shown in the example below.  Click on the number in the No. of Courses column at the right. 
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On the next screen, click Actions, and then click Add Historical Course.
The information shown below must be entered.  

Exclude from cum GPA calcs - For most courses, the default value of No is correct.  The exceptions are high school credit courses taken in grades 7 and/or 8, prior to SY 2004/2005 and academic courses that were later repeated.  (In the current version of the program, this feature doesn’t work.  The course will be included, even if you change the value to Yes.)

Summer school – Leave the Summer School entry as No.  (Grades for summer school courses should be entered with a term of S3.)

Course number – If the course was taken in a DoDEA school, enter the DoDEA course code.  Otherwise, this may be left as N/A.

Course Name – This is required.  If the course was later repeated, place the # symbol immediately in front of the name, e.g., #Algebra I.  This symbol will be used to identify courses that are excluded form GPA calculations because they were later repeated. 

Subject area – This field indicates the DoDEA graduation requirement that this course meets.  If the course does not meet a specific requirement, the entry should be Elective.  If credit is not granted, as for a repeated course, the entry should be No Credit.
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Adjustment factor – This should be left blank.  

Grades Information must be entered as shown below.  Important points are:

Grade Item must be S1 for first semester (or trimester), S2 for second semester (or trimester), and S3 for summer school (or third trimester).  If anything else is used, it will not print on the transcript.

Leveled Letter Grade is the letter grade from the incoming transcript.

Leveled Numeric Grade – leave blank.

Leveled Grade Points – 4 for A+, A or A-

3 for B+, B, or B-

2 for C+, C, or C-

1 for D+, D, or D-

0 for any other grade

If the course was an AP course, and the student took the AP exam, add one point to passing grades for the course.  Only the higher level, second year IB courses are weighted.  Since these are usually only taken in the senior year, most IB courses will not be weighted.

P/F – Enter the appropriate letter to indicate whether the course was passed or failed.

Final Grade – Enter Yes
Potential Credits – Enter the credits that the student would have earned if he passed the course for the term indicated.  This is usually 0.5, but there may be exceptions.

Important:  If the course will not be included in GPA calculations, the Potential Credits must be 0 (zero).  This applies to courses taken in grades 7 and 8 prior to SY 2004-2005.  It also applies to courses that were later repeated for credit.  If a student repeated only one semester of a year-long course, it may be necessary to enter the original course twice.  There would be one entry with the # sign in front of the name, and values of 0 for potential and earned credits, and another entry without the # sign and the correct potential and earned credits for the regular course for the other semester.  (See the sample transcript for John Doe in this document – grade 9 – German I.)  

Credits Earned – This is usually the same as the potential credits, if the student passed the course.  Exceptions may be for repeated courses that do not allow credit to be granted twice.
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After complete information has been entered for one course, click OK.  This will return you to the screen where you can click Actions, and then click Add Historical Course.  Repeat this process until all of the courses for the year have been entered.

III.   Enter Year Data

After all courses for the year have been entered, click Historical on the breadcrumbs.  This will return you to the Graduation Information  screen.  In the bottom left corner of the screen, click on the year for which you have just entered marks.  The Year Information screen, shown below, will then appear
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The following information must be entered on this screen.  

Yearly Credit s- Potential – This must equal the sum of the potential 

credits entered for the individual courses for that year.

Yearly Credits – Earned- This must equal the sum of the earned credits 

entered for the individual courses for that year.

Total Points – Weighted

Yearly GPA - Use the calculator and enter to 3 decimal points if it does 

not automatically drop additional trailing zeroes.

Repeat this process for each historical year.  Be sure to click Save OK after each screen.  If grades 7 and/or 8 were not calculated in the cumulative GPA, enter ONLY the earned credits in the Year Information section of this screen.  The data shown above matches the values for the sample transcript shown at the end of this document

Repeat this process for each year (and school).

IV.   Enter Graduation Information

After all of the year data has been entered, return to the first Historical screen.  Click Edit in the upper right corner of the window.  This will open the Graduation Information section so that you can enter data.  Enter the Total Credits (Potential and Earned), the Cumulative GPA (Weighted), the Potential credits for cumulative GPA (Weighted), and the Total Points.  (The Total Points is actually the sum of the grade points for each mark multiplied by the potential credits for that mark).  Click OK when finished.
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V.    Print and Check the Transcript
Click on Reports.  In the Grading Reports section, select the DoDDS-E Transcript Historical.  If printing only one or two transcripts, you should select the Light version of the transcript.  Set the School Student filters to select the students.  The sample shown here is based on the data input shown earlier in this document.
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VI. Troubleshooting 

If data on the transcript is missing or incorrect, these hints may help you find the problem.

A. Total Year Credits Earned and Year GPA

This data comes from the Year Information screen for each school and year.  See section III of this document.  If it is missing, or incorrect, check the Year Information screen.

B. Cumulative Summary – Credit Earned and GPA Credit

This data comes from the Total credits and the Potential credits for cumulative GPA fields in the Graduation Information section.

C. Cum GPA

This comes from the Cumulative GPA that was entered in the Graduation Information section.  It is based on your calculation.

D. Correcting for Repeat Courses

When returning to the Historic data, to make corrections after a student repeats a course, remember that all of the following changes must be made:

1. Add the # symbol at the beginning of the course name.

2. Change the Potential Credits for the course to 0.  If the student passed the course when it was repeated, change the original Credits Earned to 0.  (If the student passed the course the first time, and failed it the second, do not remove the earned credit from the first course, but still change the potential credit to 0.)

3. Recalculate and correct the data on the Year Information screen.

4. Recalculate and correct the data on the Graduation Information screen.

E.  Sample Calculations

The chart on the next page shows the calculations for the sample transcript.   Note the grade point values for courses that are not 0.5 credits per semester – Work-Study, Advanced Band and Driver Ed in grade 10.  One semester of German I was repeated in grade 10, so the course had to be entered twice in grade 9.  AP Biology is weighted, but AP Ecology is not.  Student did not take the AP exam in Ecology.

	2002
	Course
	S1
	S2
	EC
	PC.
	Use GPA
	Total Pts
	GPA

	Gr. 7
	Spanish I
	B
	B
	1
	1
	Y
	3
	

	2002
	Yr. Totals
	
	
	1
	1
	
	3
	3

	2003
	Course
	S1
	S2
	EC
	PC
	Use GPA
	Pts
	GPA

	Gr. 8
	Spanish II
	B
	B
	1
	1
	Y
	3
	

	
	#Algebra I
	D
	D
	0
	0
	N
	0
	

	2003
	Yr. Totals
	
	
	1
	1
	
	3
	3

	2004
	Course
	S1
	S2
	EC
	PC
	Use GPA
	Pts
	GPA

	Gr. 9
	Algebra I
	B
	B
	1
	1
	Y
	3
	

	
	English 9
	A
	B
	1
	1
	Y
	3.5
	

	
	Geography
	B
	B
	1
	1
	Y
	3
	

	
	Gen. Science
	C
	F
	0.5
	1
	Y
	1
	

	
	PE
	A
	A
	0.5
	0.5
	Y
	2
	

	
	Health
	B
	A
	0.5
	0.5
	Y
	1.75
	

	
	Adv. Band
	A
	A
	1
	1
	Y
	4
	

	
	German I
	D
	
	0.5
	0.5
	Y
	0.5
	

	
	#German I
	
	F
	0
	0
	N
	0
	

	2004
	Yr. Totals
	
	
	6.0
	6.5
	
	18.75
	2.885

	2005
	Course
	S1
	S2
	S3
	EC
	PC
	Use GPA
	Pts
	GPA

	Gr. 10
	English 10
	B
	B
	
	1
	1
	Y
	3
	

	
	AP Biology+
	C
	C
	
	1
	1
	Y
	3
	

	
	AP Ecology
	C
	C
	
	1
	1
	Y
	2
	

	
	Geometry
	B
	C
	
	1
	1
	Y
	2.5
	

	
	Work-Study 2hr
	B
	A
	
	2
	2
	Y
	7
	

	
	German I
	
	D
	
	0.5
	0.5
	Y
	0.5
	

	
	Adv. Band
	A
	A
	
	0.5
	0.5
	Y
	2
	

	
	Art
	A
	
	
	0.5
	0.5
	Y
	2
	

	
	Driver Ed
	
	
	B
	0.333
	0.333
	Y
	0.999
	

	2005
	Yr. Totals
	
	
	
	7.833
	7.833
	
	22.999
	2.9175


Cumulative GPA = Total Points/Total Potential Credits

	
	Earned Cred.
	Pot. Cred.
	Points
	

	Grade 7
	1
	1
	3
	

	Grade 8
	1
	1
	3
	

	Grade 9
	6
	6.5
	18.75
	

	Grade 10
	6.833
	6.833
	18.999
	

	     Cumulative
	15.833
	16.333
	47.749
	2.923
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