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Go to: Home  » SIS  » Marks  » Marks Reports  » Transcript Formatter (R702) 

Section: FORMAT 

 Report Layout: Select the Report Layout that best fits your building’s needs.  If a version has been made for 

your building specifically, it will be named Custom1 – LACA or Custom2 – LACA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Report Orientation:  Most transcripts are built using the Portrait Orientation.  If you find that your transcript is 

more than one page, either there is too much data or try adjusting the margins. 

 Margins: It is recommended your margins are the same all around usually between 0.2 – 0.5.  This is based on 

your format, so you may need to experiment. 

 

Once you get all the settings the way you like, it is recommened you create a load setting.  You can create several load 

settings for each transcript you run each year i.e. Grade 9run, Grade 10 Run, etc.    This way each time you come to the R702 

screen just choose the load setting you want and it will fill in all the parameters we are choosing except the Report Layout. 

 

 

 

 

https://secure.laca.org/DASLLive/Default.aspx
https://secure.laca.org/DASLLive/SIS/Default.aspx
https://secure.laca.org/DASLLive/SIS/Marks/Default.aspx
https://secure.laca.org/DASLLive/Reports/SIS/Marks/Default.aspx
https://secure.laca.org/DASLLive/Reports/SIS/Marks/Formatters/R702.aspx
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=RD68CHBZPGO1DM&tbnid=7hpiq0uGK9ft4M:&ved=0CAUQjRw&url=http://androidapplications.com/apps/lists/best-note-taking-apps-for-android&ei=figzUrjQFo6IqQGV7oGoCg&bvm=bv.52164340,d.b2I&psig=AFQjCNGVJjiWsEEpsXWztnd-cJVrI-H6cA&ust=1379170745296319
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Section: MARKS 

 

 

 

 

 

 

 

 

 

 

 

 School Year for Marks: Leave all years to the left because the system is smart enough to pull all the years based 

on the student record. 

 Mark Credit Type for Current Year:  The mark type you select will determine which marks are displayed.  Here 

are the Mark Credit types for most schools: 

o  Earned – Final Grade (Some High Schools use semester 1 and semester 2 as earned, but most use the 

Final). 

o Progress 2 – Semester 1 and Semester 2 

o Progress 1 – Grading Period 1, 2, 3, and 4. 

 Mark Credit Type for Prior Years:  Same as above, but this field is for previous years. 

 Course Types: You can leave all these to the left unless you want certain classes not to appear. 
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Section: QUESTIONS 

 

 

 

 

 

 

 

 

 Show Separate Marks Subreports for Each School Year: Select Yes to display a separate Marks sub-report on 

the transcript for each separate school year displayed on the transcript.  Selecting No will display all Marks for all 

school years on the transcript in a single sub-report. 

 Show Separate Marks Subreports for Each School: If a student has courses from two different schools in the 

same year, do you want each school broken out in its own section?  If so, answer Yes. 

 Show Separate Rows in Credits Subreport for Credits from Different Schools in the Same Year:  If the student 

was in two different buildings and has course history from each building, do you want each school broken out 

into its own section?  If so, answer Yes. 

 Print Transcript If Student Has No Marks: If you would like to print a transcript for a student who has no current 

marks or course history, answer Yes. 

 Print Regular Course That Has No Marks:  If a student has courses currently in progress but the courses do not 

have marks yet and you’d like them to print on transcripts anyway, answer Yes. 

 Print Course History That Has No Marks: This option does not work, so just choose No. 

 Include Dropped Courses in Past or Current Course terms In Current Year: If a student has dropped courses in a 

completed course term or the current course term, do you want the courses to print on the transcript?  If you do 

want the dropped courses to print, answer Yes. 

 Include Dropped Courses in Future Course Terms in Current Year: If a student drops a 2nd semester class and 

you are running the transcript in the middle of 1st semester, do you want the dropped 2st semester class printing 

on the transcript?  If you want future drops printing, answer Yes. 

 Include Dropped Courses in Prior Years:  If a student has dropped classes in prior years, do you want the 

dropped courses from prior years printing on the transcript.  If you do want the drops included, answer Yes. 

 Require “Update History” Flag to be True for Course to be on Transcript: The Update History Flag on the Course 

determines if a course displays on the student’s course history screen.  Occasionally a school will unmark a 

course as Update History and does not want this course to print on the report card.  In 99% of the cases you will 

want to mark Yes for this prompt.  

 Required “Is High School Credit” Flag to be True for Course to be on Transcript: If set to Yes, courses will be 

excluded from the report if they are not checked as “Is High School Credit” on the course.  Most High Schools 

say Yes on this option. 



Quick Reference Guide: Running Transcripts (R702) 
 

LACA 4 

11/8/2013 

Section: GPA 

 

 

 

 

 

 

 

 Prior Year GPA Sets: This option allows you to add previous year GPA’s on the transcript. 

 Current Year GPA Sets:  Move the GPA(s) to the right that you would like to appear on the transcript.  If none is 

chosen, it will not be listed on the report. 

 Refresh GPA Set Results: If yes, this option will refresh the GPA Set before printing.  It is recommended that this 

is done if you have yet done it for the day.  After that you can choose No to speed up printing, unless someone 

made changes since the last refresh. 

Section: Attendance 

 

 

 

 

 

 

 School Year(s) for Attendance: Select the appropriate school years to be included in the transcript Absence 

History information.  If none are selected, all years will be used even if student not in that year. 

 Show External Absence in Attendance Subreport Even IF Days Attended is Zero: If the student has external 

absence records, do you want this external absence record to appear in the Attendance Subreport even if the 

Days Attended is zero for the external absence record and the student is on a non-attending calendar for the 

year of the external absence record?  If so, answer Yes. 

 Absence Cutoff Date: Specify the date after which absences are not counted toward the attendance information 

listed on the transcript. 
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Section: Assessment 

 

 

 

 

 

 Show Separate Subreport for Selected 4th Prof, 6th Prof, 9thProf and OGT Tests: If you would like the test scores 

from each test to show in a separate section, answer yes. 

 Show ACT, SAT, PSAT, PLAN, SAT2, and AP Assessment Data from AAT or MISC:  Always choose AAT. 

 Assessment Test Types:  Choose the test types to the right that you would like to display on the transcript. 

 Show Assessment Test Parts that are Failed and have “Required for Graduation” = ‘No’: This option is designed 

to be used for students that are NOT REQUIRED to take the Assessment test.  Students that are required to pass 

the test for graduation and fail will NOT show the failing test part on the transcript.  If Yes is selected a “Use 

custom Pass/Fail description” checkbox will be visible, with an associated textbox for the user to enter custom 

verbiage.  If the box is checked, the custom verbiage entered in the textbox will be shown in the Assessment 

Subreport on the transcript.  If the box is not checked, then the assessment standard verbiage of Passed will be 

shown for passing test part scores, and no verbiage will be shown for failing test part scores. 

 Show Assessment Test Parts that are Failed and have “Required for Graduation”= ‘Yes’:  Select whether or not 

to display on the transcript the test parts that the student has failed.  This option applies to students who are 

required to take the OGT.  If you select Yes, the “User custom Pass/Fail description” checkbox displays.  To 

display a custom message for failed test parts, select this check box and enter a custom description in the text 

field.  If you do not select this checkbox, the P/F column is blank for failed test parts in the OGT grid. 
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Section: Misc Groups 

 

 

 

 

 

 

 

 This section not used anymore. 

 

Section: Graduation Verification 

 

 

 

 

This option has to be built into the transcript format to appear on your report card. 

 

 Choose Graduation Eligibility Rule: Select a Graduation/Eligibility Rule from the dropdown list if you want to 

view the students’ status for that rule on the report. 

 Mark Type: Choose the mark type to use in current year’s total.  The mark type is only required Graduation 

Eligibility Rule is chosen. 

 Recalculate Graduation Eligibility:  Check this box if you want to recalculate the students’ status for the selected 

rule.  Recalculating makes the report run longer. 
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Section: Filters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are using ADHOC Memberships or entering student numbers (Page 8) all these filters should be empty on the right 

because those two items trump all filters.  The less you filter the faster it runs. 

 

 Student Status: Move the student statuses you would like to limit to the right.  If you want all statuses, just 

leave them all to the left.  

 Administrative Homeroom: Move the homerooms you would like to limit to the right.  If you want all 

homerooms, just leave them all to the left. 

 Programs:  Only used by a JVS. 

 Home School:  Only used by a JVS.  If you are not a JVS do not move any of them to the right or you will probably 

get fewer students than you want. 

 Counselor, Membership, Special Education Services, Membership group: Only move any of these items to the 

right if you want to limit records based on these fields, otherwise keep all to the left. 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=RD68CHBZPGO1DM&tbnid=7hpiq0uGK9ft4M:&ved=0CAUQjRw&url=http://androidapplications.com/apps/lists/best-note-taking-apps-for-android&ei=figzUrjQFo6IqQGV7oGoCg&bvm=bv.52164340,d.b2I&psig=AFQjCNGVJjiWsEEpsXWztnd-cJVrI-H6cA&ust=1379170745296319
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Section: Other Filters 

 

 

 

 

 

 

 

 

 

 

 

 Ad-Hoc Membership: You can select Ad-Hoc Membership from the drop down list.  If you select an Ad-Hoc 

Membership, only transcripts for students from that Ad-Hoc Membership will be used in the report.  Check the 

Public and Private check box to see memberships created by other users.  

 Student ID’s: If transcripts are need for individual students, the student ID(s) may be input here, separated by a 

comma. 

 Homeroom Date: Specify the date to use to retrieve students’ homeroom.  Should fall within the current school 

year. 

 Omit Unlisted Phone Numbers:  If you have phone numbers printing on your transcript, you can choose to omit 

unlisted numbers. 

 Show Building or District Admission Date: If the building option is chosen, then the admission date from the 

student admission records will be shown.  If the district option is chosen, then the district admission date from 

the student EMIS FS records will be shown. 

 Show Earliest or Latest Admission Date: If the earliest option is chosen, then the earliest building or district 

admission date will be shown for the student, depending on the previous option.  If the latest option is chosen, 

then the latest building or district admission date will be shown for the student, depending on the previous 

option. 

 Show Building or District Withdrawal Date: If the building option is chosen, then the latest withdrawal date 

from the student admission records will be shown.  If the district option is chosen, then the district withdrawal 

date from the latest EMIS FS record will be shown. 

 Common Text for Transcripts: Type in common text that you would like to appear on the transcript. 

 Grading Scale: Type in common grading scale text message to appear on transcript.  For this option to work, you 

must have the Grading Scale option on the transcript format. 
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Section: Processing Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Improve Performance by Separating Report Processing by Grade:  If you are running report cards by grade, 

choose this option to speed up processing.  If you are using you must select a grade.  If you are not running by 

grade, then uncheck this box and there is then no need to choose a grade.  It is recommended to run a grade at 

a time to decrease run time. 
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Appendix A: Report Format 

 


