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Training Notes


Run a Detention Report

This guide will explain how to run a single grading report. Reporting features such as hiding columns, filtering data and automating the report will be covered.

This guide uses a single report for demonstration purposes. You may find that other grading reports are better suited to your needs.

Running the Grading Report
To access grade reports go to:
Main menu > Grading > Grading reports
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Click on Grading Reports section to expand then from the Grade Summaries section, click on the Summary of grades report.

A window will now appear showing a list of the Grade Elements that are scheduled for this year. Select the elements that you want to report on.
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A student selection window will now open. Select a year group of students by clicking the Year groups section on the left of the window, then using the checkboxes to select a year group.
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Your report will then open in a new window.
If your report does not open, check that your pop-up blocker has not blocked pop-ups from PARS.
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Features in Reports

Hiding Columns
To hide columns from your report, click the Show/hide columns button on the top toolbar. This will open a window with a list of all of the columns that are available on the report. Deselect any columns you wish to hide.
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Ordering Data

To order the data on the report (e.g. highest to lowest) click on the column header for the column you want to order. Click the column header once to order lowest to highest, or twice to order highest to lowest.

In the report in our example, click one of the Subject/Class column headers to order the grades for that column. The grades will be ordered alphabetically.

Filtering

The data in the report can be filtered e.g. only show pupils with specific grades. To do this, first select the column you are going to filter. Each Subject/Class column shows the grade the students have received.

Beneath the column header there is a textbox and a button that looks like a pin.
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Click on the pin button to see the options for filtering. For this example, select Equals. Next type the grade you want to use for filtering into the textbox, such as “A”.

[bookmark: _GoBack]The report will now only show pupils with an A grade.



Automating the Report

In PARS reports can be automated. This means the report will automatically be emailed to one or more email addresses, once or more a week. Filters can be applied to automated reports, data can be ordered and columns can be hidden.

First configure the report so that it looks exactly as you want it e.g. apply filters, hide columns, etc.

Next click the Automate button on the top toolbar. This will open a window with various options for automating your report.

Your automated report will need a job name. It is recommended that you start with your initials, as this will make it easier to identify your own reports from the list of all automated reports in the future.

Choose a timeframe for your report. This is the date range that the report will use when it is sent. Enter one or more email addresses to receive the report, separated by semi colons. You can also click the button next to the email textbox to select staff members. PARS will then find their email addresses for you.

Choose the format that you would like the report to use. XSL and XSLX are both Excel documents. XSLX is slightly more modern than XSL.

Finally choose the day(s) and time you would like the report to be sent. Once done, click the Automate button. Your report will then be added to the automation list.


5
[image: pars_logo]Prepared by PARS Training and Support Team
© 2016 TASC Software Limited

image4.png
Summary of grades with analysis BETT2014 v5.660.30.0
Page ger: 2315 217 8)

¢ £ (-] a = » O x

Share | Showmide coumns | Add behaviowr _Creale group _ External contacts _ Automate _ Record Close

Drag a column header here to group by that column

e foo |2 gy | chamiy|orma | g | et | Geogropy German | sty | ™5 et s | P [y | Rl
[ T A T R c I N N C O I GO
Abbot, Ben (104) 6 10A D C B C D B A C D A B
b e (1117 I N N S TR C R R PO T

b, e 166 I O O T S P ERRCE : :
Adams, Melanie (11D) 11D D D AT B B D D B

Adkins, Richard (11E) 6 1E B E B B D C A A D

Amea Acknar (16 T I N N N G CO T NG

Ainsworth, Alison (11C) r6 1c AT D C A C B C AT E B D
‘Akmal, Mohammed (10D) 10D A B C A A A AT B D C A
e Trs 109 I N N I S X R N R FA: > c

7 Create Filter




image5.png
Show Hide columns

@ ADNO
@ Name
“Reg

Accept

Cancel





image6.png
Additional

Name Reg s L Biology
[ J7_1¢

Abbey, Grenetta (10) 6 10F

Abbot, Ben (104)6 108 [ 8
Abbot, Hannah (118) 1 18 A





image1.png
Favourites

Drag reports here To add To favourites

Grading reports.
Grading and attendance These reports produce grading summaries with attendance counts

Grade authorisation These reports produce reports about grade authorisation




image2.png
Date selector

Please enter date(s) below, or choose from the selections

‘Scheduled this year only

() ASM: ACLGCSE AtaD (9-1) - Year 11 Autumn Term [AGC_AR] 01/0912018 - 31/1222018

) ASM: ACt:GCSE Biology (9-1) - Year 10 Autumn Term [AGC_BI] 01/09/2018 - 3111212018

) ASM: ActGCSE Biology (9-1) - Year 11 Autumn Term [AGC_BI] 01/09/2018 - 31/12/2018.

() ASM: ACLGCSE Bsn (9-1) - Year 10 Autumn Tem [AGC_BS] 01/09/2018 - 31/12/2018

() ASM: ACtGCSE Bsn (9-1) - Year 11 Autumn Term [AGC_BS] 01/09/2018 - 31/12/2018.

() ASM: ActGCSE Chemistry (3-1) - Year 10 Autumn Term [AGC_CH] 01/09/2018 - 31/12/2018.

Accept  Cancel





image3.png
PARS Selector

Academic
Pastoral
Registration groups

Year groups
¥ Year7

O Years

O Year9

1 Year 10

& Year 11

) Year 12

1 Year 13
House

National Curriculum Year

Search: -

[l Acton, Jordan (7F)
@ Adams, George (78)

@l Adebayi, Emmanuel (7F)

@ Americana, Kari (7D)

@ Amos, Rachael (7E)

@l Anderson, Ethan (7F)

@ Andrews, Jasmine (7F)

@l Ankonkule, Cheryl (7E)

@l Anton, Tiger (7A)

[l Ariano, Pietro (7E)

@/ Baker, Alexandra (7D)

@ Baker, Jade (7F) s .





image7.png
TASC  Software





image8.jpeg




