TERM ACHIEVEMENT LISTS

:::::

The term achievement list is a list of students who meet the requirements listed below.
This list is compiled at the end of each term and sent to the JCPS Community Relations
Office. The Community Relations Office sends the list to be published in the newspaper.
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Criteria for Achievement List:
e Students must have 3.00 or greater GPA for that Term
o CRAM courses can be included into the GPA calculation
e Students must have “YES” on Media Release
e Students must have the FERPA check box un-selected

Creating the Filter
1. Select the upcoming Year, School, and Calendar.
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2. Under the Index Tab click Ad Hoc Reporting > Filter Designer.
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3. Select Create New using the Filter Type: Query Wizard and Data Type: Student, then click Create.

Il Ad Hoc Filter Designer
1
. This wizard will walk you through the creation of a new filter. Filters can be created using the Query wizard, selection editor or a pass-through S?
I 4
Saved Filter f
4 ) AdminiS - Create New |
+ ] Daily Filters _ 1
+ _'| Data Request T Filter Type Data Type :‘
# (] End of Year Reports
# (] Exception Reports @ Query Wizard — | @ student
+ ;l Summer School ' Selection Editor ' Census/Staff
! # ] User Account Queries _) Pass-through S0L Query _) Course/Section
{3, student 504 Count t
12 student A Plus Test
a student Academic Programs Participation
12, person Active District Assignments
R e B e I e

4. Field Selection
a. Enter the Query Name: Term Achievement List
*NOTE: Since this report is run every term, 4 reports can be created, one for each term. If this is
done, place the term name in the Query Name.

Ad Hoc Query Wizard - Field Selection

Select fields to use for creating a filter for which logic and output formatting may be applied
back arrow =—. The output will sequence the fields in the order selected; however, the seq

Field Selection|= Filter Parameters = Qutput Formatting = Grouping and Aggregation

|*Query' MName: Term Achievement List

Short Description:
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b. Select the fields below:

Student > Demographics > student.firstName; student.lastName; student.grade;

student.activeToday

Grading > Term GPA > termGPA.term1GPA

*NOTE: This field will need to be changed every term to reflect the correct term GPA. If four
separate queries are created for each term, place the appropriate term field in the

appropriate query.

Custom Tab:Misc > Custom Student.Media Release; CustomStudent_Misc.FERPA

Select Next

Ad Hoc Query Wizard - Field Selection

Select fields to use for oreating a filter for which logic and cutput formatting may be applied. Click a field within the All Fields window, or uj
order selected; howeves, the sequence can be changed on the Cutput Formatting socreen. At least one field must be selected to continue.

Field Selection > Filter F = Output F

and A

*Query Mame: Term Achievement List

Short Desoription:

Long Desaription:

Select categories & fields
All Fields

+ - €% Student

«¥ Demographics
%% School Calendar
%% School

«¥ District

¥ Learner

% Counselor

«¥ Learner Planning
% Census

% Health

2% Medicaid

¥ Behavior

%% Attendance

&% Assessment

«¥ Grading

% Learner Portfolic
%% Locker

&3 Fee

«¥ Transportation
¥ Activities

«¥ Campus Usage
&% FRAM

¥ Custom Tab: 504
% Custom Tab: A Plus

Add Functicn

B S S S S S S S S S S S SE S S S S

Save To: (@) User Account
Folder: / -

':'Useleups

Save & Test

m

?
.

Fields
istudent.firstName -
student.lastName
istudent.grade
student.active Today
termGPA term1GPA
CustomStudent_Misc.Media Relesse
CustomStudent_Misc. FERPA
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5. Filter Parameters
Set the following Operators and Values for the selected fields.
e student.activeToday: =True
e termGPA.term1GPA: >=3.00
*NOTE: the field term1GPA will need to be replaced with the correct field each term. When the
new field is placed into the filter, the operator and value will have to be reset each term.
e CustomStudent_Misc.Media Release: =01
e CustomStudent_Misc.FERPA: =FALSE
Select Next

Ad Hoc Query Wizard - Filter Parameters

Farameters are used to filter dats based on specific logic. Use the ocperators to apply logic to designated fields. Logic may be applied even i
using AMD, OR, and MOT conditions. If a Logical Expression is not used, the condition AMD will be applied to all cperators. If using Logical &

Field Selecticn = Filter Parameters » Output Formatting *» Grouping and Aggregation

*Query Name: Term Achisvement List

Short Desaiption:

Long Description: -
Change this field each
Filter the data term
ID*Field Operator Value
b4 1 student firstame -
¥ 2 studentlsstMame -
> 2 student.grade -
x4 stu::ll:—nt.activET:}day/_ ~ =TRUE -
¥ 5 temGPAterm1GFA ¥ - = - 300
> & CustemStudent_Misc.Medis Release , = - |01 aw
b T CusternStudent_Misc. FERPA - =FALSE -
a)

If logical expression is left blank, all operators will be applied.
Allowed symbols: AND OR NOT { ) IDs
Example Syntax: {1 AND {2 OR 3) AND 4 AND (NOT 5 OR &)

Save To: 0 User Account
Folder: / -

':'Ll‘seeruprs

Save Save & Test

[<El-ad][NE:rt:>]
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6. Output Formatting
Output: Unselect the boxes in the Output column for the student.activeToday,
termGPA.Term1GPA, CustomStudent_Misc.Media Release, and CustomStudent_Misc.FERPA fields
Seq: student.firstName — 1, student.lastName — 2, and student.grade — 3
Sort: student.first name — 3, student.last name — 2, and student.grade — 1.
Column Headers: student.firstName - First Name, student.lastName - Last Name, and
student.grade - Grade.
Click Save.

Ad Hoc Query Wizard - Output Formatting

&
Use output formatting to determine how columng and fields should appear when data is extracted. The ability to sort and sequence results iz alzo availa

Field Selection = Filtter Parameters f Output Formatting |§Grouping and Aggregation

*Query Name: Term Achievement List

Short Description:

Long Description: +

Format the output file/report

D Output distinct records

4 /4[4 4
4 (4[4 4
r"ﬁ‘,-“' \;—M-uﬂd-ﬂﬂ-‘“_.-&‘-‘.- "_"“-“"‘!‘-‘HH ol s i S sy o

Field OutputSeq Sort Direction Column Header Alignment Formatting Length
student firstame 1 3 Ascend ~ First Name
student lastName 2 2 Ascend ~ Last Name
student.grade 3 1 Ascend ~ Grade
student.activeToday |
termGRA term1GRA [ - -
CustomStudent_Misc.Media Releage] | - -
CustomStudent_Misc.FERPA | - -
SaveTo: (@ User Account
Folder: / -
) user Groups
[ Save ] [ Save & Test
Next >
it —— L it A et st 5t el e A kBl e P e Al ol Sl Bl il e
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Export the Filter

1. Select the upcoming Year, School, and Calendar.

2.
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Under the Index Tab click Ad Hoc Reporting > Filter Designer.

3. Select the Term Achievement List filter, Export Format: Delimited values (csv), then click Export.
Data Export Wizard

This wizard will dump the result of a filter into a data file (csv, tab delimited, xml}) or a simple list report.

Saved Filter

Pick an Export Format

P
E

A

[¥2]
o

ey e ey e ey

%A person Elem Inter-State Staff Photo Export [

%A student Elem Inter-State Student Photo Expe 7 vl

(2) HTML list report

@ Delimited values (CSV}

%A person HS Wagner Staff Photo Export
%_lL student HS Wagner Student Phote Export
%_}L person M5 Inter-State Staff Photo Export
%_}L student MS Inter-State Student Phote Expot
§_Z{L person M5 Wagner Staff Photo Export

I_H_HWM' Expo
%A student Term Achievement List

student A Plus Test

student Academic Programs Participation

person Active District Assignments

student Attendance Calculations

student Attendance Comments

student Attendance per period

student Behavior Location Field

student Behavior Resolution with Comments

student Blackboard Connect Student Sample File

student CIC-Test Locker
student Concert Choir B Request
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4. Select to Open the extract with Excel, then click OK.
*NOTE: Depending on the Internet browser and version of Microsoft Office being used, the open
window may look different than what is pictured.

You have chosen to open: L\\:

@ extract.csv
which is a: CSV file
from: https://icjcps.kl2.mo.us

What should Firefox do with this file?

Microsoft Excel (default) -

) Save File

[T Dothis automatically for files like this from now on.

[ OK l Cancel

5. Copy and paste the following formula =CONCATENATE(A2," ", B2) into cell D2 and hit ENTER.
*NOTE: this formula combines the first and last name into one cell

WEEKDAY v (© K « Jo| =CONCATENATE(AZ,"", B2)

A B ClDl_E F G

1 First Name Last Name Gradée
ane Tooe ] 10[=CONCATENATE(A2, " ", B2)

3 |John Doe 10 | CONCATENATE(textl, [text2], [textd], [textd] ..] |
4 Bob Smith 11

5 Fred Farm 12

[

6. Click back into cell D2. In the bottom right corner of the cell will be a small black box. Hover your mouse
over this box, and a small + will display. Double click to fill the formula to the bottom of the spreadsheet.

A B £ D E

1 First Mame Last Mame Grade

2 |lane Doe 1D

3 |lohn Doe 10

4 |Bob Smith 11 .
5 Fred c 1 Double Click
; re arm to fill column

7

7. Open a blank document in Word. Add a header of the grade level you will be pasting into the
document.

Grade 10

e e i . W, el

M‘W*MW‘—‘—}
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8. Go back to the Excel spreadsheet and highlight the names in Column D by grade. Click Copy.

——

x| el 2 - -7 |
File Home Insert Page Layout Formulas Dat

B & Cut Calibri S v AT AT
- =l
dste - - -
- f Format fer Ll e 1
Clipboard Font F]
| D2 ~ N\ /x| =CONCATENATE(A2,
A B C D E i
1 First Mame Last Name Grade
2 |lane Doe 104)ane Doe
3 |John Doe 10QJohn Doe

4 Bob Smith 11 Bob Smiti
5 Fred 12 Fred Farm

9. Go back to the Word document and Select Home > Paste > A:Keep Text Only (T).
*NOTE: Each version of Microsoft Office may look different than what is pictured

wWid9g-oT= 1!
Home Insert Page Layout References Mailings*
= $ Cut it

B Calibri Body] - 11 - A" A7 | Aa- |

b -
B J U - abe x, xX* - 37 . A
Font
Ah it 4
Past : by 3
Set oermorETe

] Grade 10
_ Jane Doe
. John Doe

10. Repeat steps 7-9 for the other grade levels until your document is broken down like the image

below.

Grade 10
lane Doe

John Doe

Grade 11

Bob Smith

e gy e i ok e ety S M

Grade 12

Fred Farm
e
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11. Select File > Save. Place the name of your building and term in the name of the file, then click Save.

™ el
Home Insert Page Layout Refert
lg Save R
N\ Information
|l Save As
4| Save as Adobe PDF - F
S . ’"9;.\] £
- nt studic 2N - PArt L
1
File name| JCHS Term 1 Term Achievement List | -
Save as type: lWord Document -
Authors: Kailey Leesman Tags: Add a tag Title: Add a title
[ Save Thumbnail
& Folders Tools - Save ] [ Cancel ]
T el . . ol Bl . - ry bt b PRpPO——

12. Email the file to Terra Parris in the Community Relations Office.
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