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Overview
Access

There are 4 ways to enter Gradebook:
e Use/Create your short cut on your desktop

e From My SCS click on the link

Office 365

\ Employee Portal Gradebook - Teacher Office365
N

e From the district website click on the Employees icon and then choose the Gradebook link

g Employees =+

L

i

Q==

Webmail

Office 365 + (Compatible Browsers: IE 7, 8, 9, 10, Safari
4,5, 6,7 and Chrome 24, 28, 29, 30)

Heln - Terhnnlnov Servire Neck

e Inasupported Internet browser, such as IE, Safari, Chrome, or Firefox, enter the URL:
https://gradebook.sarasotacountyschools.net

e = @https:_-'_-'gratleb0u:uk:.sarasntacnuntyscho0Is.r1et-'gratlebook_login.a:px

File Edit View Favorites Tools Help
x %Con\reﬂ hd Select

When arriving at the sign-on screen please use your Active Directory sign in.
(Active Directory sign in = A# and network password which is what you use to sign in to your computer)
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Signing-in

Click Sign-in or click the Enter key

User ID:
Password:

Districk: SARASOTA COUNTY

Once signed in the screen below will appear.

SARASOTA _— — ALG 2 HON (1200240-1)
Gradebook | (W —————
Class List Attendance Gradebook Grades Students Reports DEAN BERKEY
Class List dk Add Assignment Wednesday, 06/10/2015 [ Messages 3¢ & [&
| b5 Prd Pattern Course-Sec Title Attendance Seat Count Q4 Avg Add/Drop Action
- 1-1 MTWRF | 1200240-1 ALG 2 HON 05/28/2015 28 Active, 1 Inactive 81.05 =L Y|
2-2 MTWRF 1200340-2 ALG 2 HON 05/28/2015 28 Active, 0 Inactive 82.77 E @ ﬁ !
3-3 MTWRF 1200340-5 ALG 2 HOM 05/27/2015 28 Active, 1 Inactive 80.21 a @ & u
5-5 MTWRF | 1206220-5 GEO HON 05/27/2015 25 Active, 0 Inactive 79.90 = |
66 MTWRF 1206320-3 GEQ HOMN 05/27/2015 25 Active, 0 Inactive 82.49 E @ & u
77 MTWRF 1206320-4 GEQ HON 05/25/2015 24 Active, 0 Inactive 81.49 E @ ﬁ u
10-10 MTWRF O0ADVIS-2216 ADVISORY 24 Active, 1 Inactive a @

@ Merge Classes
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Navigation:

Function Bar

Information Bar %ourse Selector
ALG 2 HON (1200340D0-1

/
% 8z o= % E = Year: 2015 Sem1 Period: 1-1
) : : ' — mﬁm&mlmm mmm
ClassList  Attendance | Gradsbook ~ Grades | Students | Reports L

%ﬁdd Assignment Monday, 08/03/2015 [~ Messages .- @ E@

Last Taken: 1/8/2015 7:39:43 AM All Are Accounted:

Student (2% Active, 0 Inactive) 07/06/2015 Motes Tardy |06/25 06/24 06/23 06/22 06/18 06/17 06/16 06/15 05/29
ADOLFSSON T U o | B

ALBIEZ, T U o | B

BUDIER B ol = Action Bar

BUSH, T U "l =

[ ————— - - -~ o=
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Function Bar

The icons on the Function Bar allow you to view information and perform functions for the class selected in the course Selector. The Course Selector allows you
to choose a class, semester, year, and school (if you have been given access to more than one).

f SARASOTA s - = ALG 2 HON (1200340-1)
iy &' f zil :| Year: 2015 Sem?2 Period: 1-1
Q ‘ — LE (i SARASOTA HIGH SCHOOL

Gradebook
1 Class List Attendance Gradebook Grades Students Reports DEAN BERKEY

[ ce Live.. |

Hovering over the title in the icon box will underline it and then it can be clicked on to either open a dropdown or take you directly to that screen.

3 a| relil =
Class List Attendance Gradebook ! Grades Students R Reports
| @ Gradebook ; ,-u ﬁ Grades B %,_, Contacts
@ Assignments || H Progress i a @ Schedulas is
o | ‘-ﬁf Skills % Aszzignments £
E Attandance
3]']3 Testing
& Transcript
L7  Health
ﬁ Discipline

** You will notice that some of the links in the action column on the class list screen match the links under the icons on the function bar
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Course Selector

The Course Selector is part of the Function Bar. Click on the underlined ‘No course selected’ to select a class and/or a term.

No course selected
Year: 2016 Sem1
SARASOTA *LieH SCHOOL

The semester is indicated under the course selector. Once a class is selected it will show in the function bar along with the year, term and period that particular
course section is scheduled.

No course selected

Sem:l.ISer'n ﬂEummer

| Prd | Pattern |Euur5e

Mar 1-1 MTWRF ALG 2 HOM {1200340-1]
G 2-2 MTWRF ALG 2 HOM {1200340-2]
3-3 MTWRF ALG 2 HOM {12003240-5]

5-3 MTWRF GEQ HON (1206320-5)

&-6 MTWRF GEQ HON (1206320-3)

T-7 MTWRF GEQ HON (1206320-4)

10 - 10 MTWRF ADVISORY (00ADVIS-221E])
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Information Bar

Located directly beneath the function bar, the Information Bar displays the title of the current screen you are on and current date. In the middle of the bar is
the Add Assignments button. No matter what screen is currently displaying, an assignment can be added to a class at any time. The icons on the right of the bar
do the following:

g . ) . -
E Messages Messages — (Not currently being used) Allows office or Gradebook Admin to send teachers system messages by school. Will indicate a
message by a number in parenthesis (1).

Settings — Has several sub-categories which are used to personalize & setup your gradebook for the year.

03!

Help — This is the Vendors help feature which redirects you to their generalized Wiki. Please refer to the district’s personalized detailed
handbook when questions arise about using Gradebook.

Logout — Clicking on this icon will log you out of the Gradebook.

‘S"‘/‘)-‘A S'()//} i e ALG 2 HON (1200340-1
@i Year: 2015 Sem?2 Period: 1-1

Iy SCMoo;

book \ 2 Sl | s2rAsOTA HIGH ScHOOL
- : =il = Sant Report: nehua Pinlimniinl

Class List 4k Add Assignment Wednesday, 06/10/2015 [.] Messages 3¢ & [&
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Action Bar

The Action Bar is specific only to the screen name displayed in the Information Bar. The Attendance screen is shown below.

AlG 2 HON (1200340-1

] = = : 2015 Sem2 Period: 1-1
! i 8= e
fidance Gradebook Grades Students Reports
b Add Assiﬁnment Tuesday, DE.-"].E,"ZDIE E Mes=ages E{ & e
Dat=: 06/16/2015 @@ Last Taken: 5/28/2015 7:52:52 AM All Are Accounted:
[ L ] Motes Taray
T U « | B
U T n " e

There are several icons on the actions bar which are reoccurring on most screens. Below is a full list of icons found throughout the Gradebook screen on the

action bars.

a5 | SOrt Gives you different sorts for your class list on the gradebook screen only. Can also
create your own.

—q | Email Email students, parents, & emergency contacts in mass or individual. Able to send
attachments and mass email weekly progress reports.

=y Print Print a gradebook report for all students or individuals. Also can export to excel.

0 Notes Notes can be entered for individual students. Within the note it can be linked to a
category and a status must chose indicating who can view it.

o Drop Lowest Grade Allows you to set up how you would like to drop the lowest grade for the class.

1< | | Wide View Expands the columns to a wider view.

kb

o Information A brief description of the grade codes used for assignment grades.

7 Filter Assignment filter

= || Views Gives a list of different views for the gradebook information.
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Quick Action Links

Located on the Class List screen the quick Action links will take you to the same places the icons do in the function bar as indicated below.

e
Attendance ) [z=:]

mes 3 & [«

E@d
Bohl
=&d B Gradebook === @
@ B
@ B
@ B

2o Grades T————) &
Merge Classes

B

BE | E

BE | BF

Progress oy u
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Navigating Between Semesters

At the semester changeover, you may find it necessary to switch between semesters for the purpose of wrapping up
grading in semester one, while setting up and entering grades in semester two.

There are several features in the Gradebook that determine which information is displayed. Understanding the features
detailed below will help you to setup and navigate your gradebook efficiently.

On the top right side of the Gradebook, just above your name and school, is a Year and Semester indicator. In the
example below, it tells that this user is in the 2016 school year and viewing Semester 1 data.

the Semester is located her in
the Course Selector.

No course selec!
Year: 2006 Seml

To switch to another semester you must use the Class Selector feature, which is located at the top right corner of the
Gradebook.

1. Left click on the Course Selector and a list of your classes will display. This list, in the example below, is a second
semester list of classes.

Semi|sem2
] | Prd |Euurse
d 1-1 US HIST (2100310-37
2-2 US HIST HOM (2100320-4]
3-3 US HIST HOM (2100320-5]
4 -4 US HIST HON (2100320-6)

2. Located within the Course Selector drop down list are Sem 1 & Sem 2. The highlighted Sem, which is not
underlined, indicates which Semester the Gradebook is currently showing.

Jl | Prd |Euur5e
1d 1-1 U5 HIST (2100210-3)
2-2 US HIST HON (2100220-4]
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3. To switch to another semester, left click on the semester that you want to view the Class List for and click on an
underlined course from the list below. This will display all classes in the Semester you have chosen on the class
list screen.

] Prd Course
i 1-1 USH (2100210-27
z2-2 USH HZ (2100320-4]

USH HZ2 (2100220-5]

USH H4 (2100320-6]

Within the Gradebook, you can limit the assignments that display to any grading period.

1. Click on the Settings icon %, and then select Options.
Use the Assignment Filter options to limit or select which assignments show within the Gradebook.
Assignments can be filtered by current marking period, by a selected marking period, or by date.

3. Another option which affects the display of grade data in the Gradebook is the “Display Gradebook Average
As:” setting. This drop down menu sets the grade, either marking period or semester that will display in the
summary column within the Gradebook.

Display Settings Assignment Defaults

Display Gradebook Average As: Qtr 2 - Assignment Default Points Possible: 10
Display Dropped Students in Gradebook: Select All Course Sections when Adding an Assignmeant: D
Missing Grade Percentage: 0 Assignment Default Banus Points Allowed: [ ]
Assignment Sort: Sort By Due Date: Newest to Oldest w | || Assignment Default Include in Grade Calculation:

Hide Averages on Attendance Screen: Assignment Default Do Not Display in Parent Portal: I:‘
Rounding Method: Standard - Display 'Term Finzl' in GP Selactor:

When courses are merged, only show the merged courses: |:|

6 Show Statistics in Gradebook: I:l

Show Student Picture on Hover Student Hame:

Confirm not taking attendance before leaving screen:

Assignment Filter

All Assignments

‘! Current Assignments (Current Grading Peried: }

@ Show all assignments for grading period: Qtr 2 h
'::::' Show all assignments batween the following dus dates:
Start Date:
End Date:
Login Defaults
Schoal: 0221 - VENICE HIGH SCHOOL -
Parameters: 2016-- - {leave empty to default to current)
Login Start Screen: Attendance -
Default To Current Period:
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Grade Calculation Process

e Some Terminology

Marking Period = any calendar period for which an official grade is calculated.
Example: Quarter or 9 Weeks or GP1, GP2.

Term = Semester

e The Grade Rollup Process
The diagram below is an example of a traditional grade rollup path.

/ EARQ
- — B
Semester Grades \

Marking Period Grades

Category Grades

/ Assignment|Scores \

e Calculating a category grade from assignment scores

Category grades are calculated from raw scores entered as assignment grades. Each assignment can also be
weighted to provide additional grade impact.

The below formula illustrates how a category grade is calculated:

Category grade = (Assignment Score * Weight) / Sum of (Assignment Points * Weight) * 100

(((24*2)+ (20 * 1) + (96 * 1)) / ((25 * 2) + (25 * 1) + (100 * 1))) * 100 = 93.71
Points Earned Points Possible
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e Calculating a marking period grade from category grades

Categories are groups of similar assignments such as “Homework” or “Quizzes”.
Categories can be either weighted (See Weighted Averaging calculation explanation below) or non-weighted (see
Total Points explanation below).

Weighted Averaging (when weighted categories are used):

The grade rollup process looks like the example below when using weighted categories. For details on creating
categories, refer the section “Step Three - Create a Category Group”.

ur

- —
/ Semester Grade
/ Marking Period Grade

Category Grade

Assignment|Scores

The Gradebook uses the following formula to calculate a marking period grade when category weighting is used.
Student Marking Period Average = Total Score / Total Category Weights Used

Where Total Score is calculated as follows:

((Sum of (Assignment Score * Weight / Assignment Points * Weight)) * Category 1 Weight percentage)
Plus

((Sum of (Assignment Score * Weight / Assignment Points * Weight)) * Category 2 Weight percentage)
... Plus

((Sum of (Assignment Score * Weight / Assignment Points * Weight)) * Category n Weight percentage)
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And so on for as many categories as you have setup. Each Category weight may vary. In the above example, the
categories could represent Homework, Quizzes, and Test scores. Homework and Quizzes might be assigned the same
weight, but test scores might have a different weight. You can choose to define as many categories as needed.

Example using Weighted Averaging (Weighted Categories):

Categories Employability (5%) | Homework (20%) Quizzes (25%) Tests (50%)
Assignments (22/22) = 100 (24/24) = 100 (96/100) = 96 (98/100) = 98

(Points Earned/
Points Possible)

(95/100) = 95 (88/100) = 88
(20/20) = 100

(92/100) = 92

(

Score (100*5%) =5 (231/244)*20%) = 18.93 | ((184/200)*25%) = 23 | (98*50%) = 49
Marking Period Grade | (5+18.93+23+49) = 95.93

Total Points (When categories are not weighted):

If you do not weight the categories, then you are effectively using a Total Points grading system. For details on creating
categories, refer the section “Create a Category Group”.

In a Total Points grading system, the assignment total points contribute directly to the marking period grade. Categories
only assist to aid in classifying assignments by type and do not determine the percent each type of assignment
contributes to the marking period grade.

Gérse
Een:lsp:er Eade

Marking F'erioL:I Grade

Assignment Scores

The Gradebook uses the following formula to calculate a marking period grade when non-weighted categories:
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Student Marking Period Average = Sum of (Assignment Score * Weight) / Sum of (Assignment Points *
Weight)

Example using Total Points (Non-weighted Categories):

Categories Employability Homework Quizzes Tests
Assignments 22/22 24/24 96/100 98/100
(Points Earned/Points Possible)

95/100 88/100

20/20

92/100
Points 22/22 231/244 184/200 98
(Points Earned/Points Possible)
Marking Period Grade (535/564) * 100 = 94.85

e Calculating a semester (term) grade from marking period grades

Depending on district grading policy, the marking period (also called grading period, quarters, etc.) may or may not
be adjustable as to what percent (weight) the marking period grade will contribute to the semester (term) grade.

Semester grade = Sum of ((Marking Period 1 * Weight) + (Marking Period 2 * Weight) + (Exam *
Weight)) / (Marking Period 1 Weight) + (Marking Period 2 Weight) + (Exam Weight)

((80 * 40) + (92 * 40) + (96 * 20)) / (40+40+20) = 88
Marking Period Score * Weight ~ Marking Period Weight

For detailed information on setting up assignments, categories, and marking periods — refer to the section
“Gradebook Setup/Customization”.
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GRADEBOOK SETUP & CUSTOMIZATION - Start of the Year

Settings

When logging into your gradebook for the first time, the following basic set-up steps need to be completed under the Settings icon S found in the
Information Bar in order to begin using the Gradebook feature and entering grades.

REQUIRED:

1. Set Preferences on the Options screen
2. Create Category group which will be assigned to your classes to be able to create assignments for classes.
3. Go to Gradebook Setup to assign the category group(s) to each of your classes for both terms listed.

Optional features:

e Merging classes which MUST be done PRIOR to creating/adding assignments. This feature is found on the Class List screen.
o Create Seating Charts for attendance purposes. It’s a very helpful item for when you have a substitute.

.3 e Pattasn  Canrns Savs * Ahe L ] Te et seewea Gt Avg AN Dwey Grade Scale
Category
Seating Chart
Gradebook Setup
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Options
s . ® I
On the Information Bar click Settings, then from the dropdown choose Options. The screen below should appear. /
Options

Options
Grade Scale
Category
Seating Chart
There are four areas to the options screen: Display Settings, Assignment Defaults, Assignment Filter, & Login Defaults. There are only SRS

. . . . . . . Gradebook Setup
a few settings in each area that are required to start using the Gradebook. At any time all of the settings can be changed just EESReEE R
remember to log out and back in for the changes to take effect.

I Display Settings I Assignment Defaults

Display Gradebook Average As: Current Grading Period = Assignment Default Points Possible: 100
Display Droppad Students in Gradebook: D Select All Course Sections when Adding an Assignment: D
Missing Grade Percentage: 0 Assignment Default Bonus Points Allowed: |:|

Azsignment Sort: Sort By Due Date: Oldest to Newest — Assignment Default Include in Grade Calculation:

Hide Awerages on Attendance Scraen: Assignment Default Do Mot Display in Parent Portal: D
Rounding Method: Standard - Display 'Term Final' in GP Selactor:

When courses are merged, only show the merged coursas:
0 Show Statistics in Gradebook:

Show Student Picture on Hover Student Mame:
Confirm not taking attendance before leaving screen:

Assignment Filter

! All Assignments

Current Assignments [Current Grading Period: )

') Show all assignments for grading period: hed
':::::' Show all assignments between the following due dates:

Start Date:

End Date:

Login Defaults

School: 0051 - SARASOTA HIGH SCHOOL -

Parameters: - (leave empty to default to current)
Login Start Screen: Class List -

Default To Current Period:
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e Display Settings
The highlighted items must be set to use the gradebook. All other items are optional but extremely helpful settings.

Display Settings

Display Gradebook Average As: Current Grading Period =

Display Dropped Students in Gradebook: D

Missing Grade Percantage: 0

Assignment Sort: Sort By Due Date: Oldest to Newest -
Hide Averages om Attendance Screen:

Rounding Method: Standard -

=H

When courses are merged, only show the marged cou
a Show Statistics in Gradebook:

ul
1]

Show Student Picture on Hover Student Name:

& &

Confirm not taking attendance before leaving screen: [

Display Gradebook Average As — Sets which grade average, either semester
(Term) or marking period (quarter), will display in the grade summary

lurrent Grading Perio® =

columns in the Gradebook. ALWAYS choose ‘Current Grading Period’ from Semaster
the drop down. This will allow your gradebook to move from one grading Current Grading Period
period to another automatically to make assignments grade entry seamless. - I
§
Qtr 2

Rounding Method — Rounding in the Gradebook is not applied to individual assignments, but to the Marking
Period (quarter) and Progress grades ONLY. The rounding preference is a global setting that affects all of the
classes assigned to you.

- O~ Down: Rounds down no matter what the decimal is. Example 89.9 will remain an 89.
* Down ~ Standard: Rounds to the nearest whole number. Example 89.5 rounds to 90 and 89.4
Standard round to 89. (DEFAULT)
L Up
| . ~ Up: Rounds up no matter what the decimal is. Example 89.8 will round to 90.
ane

~ None: (DO NOT USE) This does NOT round and leaves the decimal in the posted grade
column which is not allowed according to our grading scale.
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Display Settings

Display Gradebook Average As

Sets which grade average, either semester (term) or
marking period, will display in the grade summary
columns in the Gradebook. Should always choose
‘Current GP’.

Assignment Default Points Possible

Sets the default total points when adding a new
assignment

Display Dropped Students in Gradebook

Turns on/off the display of inactive students in the
Gradebook and Grades screens.

Missing Grade Percentage

Sets the numeric value that will be entered when a /M
code is used on the Gradebook screen.

Assignment Sort

Various display option for the assignments in the
Gradebook. Options such as By Category Alphabetical,
Then By Assignment Due Date.

Hide Average on Attendance Screen

Allows the user to suppress the marking period (quarter)
grade average column on the attendance screen.

Rounding Method

Rounding in the Gradebook is not applied to individual
assignments, but to the Marking Period (quarter) and
Progress grades ONLY. The rounding preference is a
global setting that affects all of the classes assigned to
you.

Down — Rounds down

Standard — rounds scores to the nearest whole number.
Up — Rounds up.

None — leaves the decimal in place for posting (DO NOT
USE)

When courses are merged only show the merged courses

When checked, the Gradebook will not show individual
course — sections that were combined to create a merged
course. This will cause the merged course-sections to
function as a single course-section.

Show Statistics in Gradebook

When checked, the Gradebook will display the following
for each class at the bottom of the screen.
Average/Mean: The sum of all assignment scores divided
by the total number of assignments completed.

Median: The median represents the middle of all values;
half of the scores are above this number and half are
below. If there is an even number of scores, the two
middle scores are averaged and that number is the
median.

Mode: The most common or most frequent score.

Std Dev: The mean (average) distance each score is from
the assignment's mean (average). A small standard
deviation number indicates more student's scores are
closer to the mean (average).

Min/Max: Lowest score. Highest score.

Show Student Picture on Hoer Student Name

When checked, hovering over the student name on the
gradebook screen will allow the student’s picture to
display.

Confirm not taking attendance before leaving screen

When checked, it will ask you to confirm you want to
leave the attendance screen without posting attendance.
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e Assignment Filter & Assignment Defaults

Assignment Filter

2 al Assignments
® current Assignments (Current Grading Period: )

The Assignment Filter defaults to (O Show all assignments for grading period:

Current Assignments (Current Grading
Period) which is also the district

() Show all assignments between the following due dates:

recommendation. Sart pate:
End Date:
Assignment Defaults
Assignment Dafault Points Possible: 100
Salect All Course Sections whan Adding an Assignment: |:| In the screenshot to the left are the defaults for
Assignment Default Bonus Points Allowed: [ ] the Assignment Defaults section. The two
Assignment Default Include in Grade Calculation: highlighted items should NOT be changed unless
Aszsignment Default Do Mot Display in Parent Portal: D no aSSignments will calculate into the grade and
Display "Term Final' in GP Selector: no assignments should show in the portal for
parents to view.
Assighment Filter
All Assignments Displays all assignments for all marking periods within the
term (semester)
Current Assignments Limits the assignments to the current marking period
(quarter)
Show all assignments for grading period Selects a specific marking period
Show all assignments between the following due dates Limits the assignments displayed by due date range.

Assignment Defaults

Assignment Default Points Possible If majority of your assignments are the same number of
points, entering the number here will default it in when
an assignment is created.

Select All Course Sections when Adding as Assignment When checked, the created assignment will be added to
all of your classes.

Assignment Default Bonus Points Allowed When checked, it will automatically check the bonus
points allowed box on the add assignment screen.

Assignment Default Include in Grade Calculation When checked, it will automatically check the box for

include in grade calculation on the add assignment screen
which will calculate the assignment grade that is entered
for the student into the cumulative grade for the class.

Assignment Default Do Not Display in Parent Portal When checked, it will NOT show the assignment and
grade in the portal.
Display ‘Term Final’ in GP Selector When checked, it displays the Term Final choice in the

drop down under Term-GP on the assignment screen.
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e Login Defaults

The Login Defaults determine how your gradebook will open. The school will default to your current school. If you
have access to more than one school, click on the dropdown to change the default school.

Login Defaults
Schoal:

Parameters:

Login Start Screen:

Default To Current Period:

The parameters should stay blank to make sure you are
always in the current grading period.

[Class List * =

Attendance
Class List
Grades
Gradebook

Student

The login start screen can be chosen 5015-000-2
by clicking on the dropdown. It

0051 - SARASOTA HIGH SCHOOL -
w {leave empty to default to current)

Class List -

0051 - SARASOTA HIGH SCHOOL -

2016-000-1 (leave empty to default to current)

2016-000-2
2016-000-1

2015-000-3

Click onthe open

. 2015-000-1 . .
defaults to the class list screen. space at the top to
2014-000-2 leave the space blank
2014-000-1
W
2013-000-3

Login Defaults

School

If a teacher instructs at more than one school, this allows for setting a default school
upon login.

Parameters

Sets the default grading period upon logging in

Login Start Screen

Sets the default screen that appears after logging in. Selections include Attendance,
Gradebook, & Grades.

Default to Current Period

Works with Login Start Screen option above to have the class selected based on the time
of day the user is logging in.

DON’T FORGET TO SAVE!

(

Clear

] Save ]
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Grade Scale

®e

f Dptions (NOT USED)

Grade Scale

Category This is defaulted by the district. Currently there is no option to create or change the set up.
Seating Chart

Gradebook Setup

The Grade Scales list on the screen can be chosen by clicking on the underlined name of the grade scale.

Grade Scale
Show Inactive: I:‘

| b3 | Name Grading Type Scope Inactive
100 Point Grade Scals Points District Mo
oSy Paints District Mo
Paszs / Fail Paints District Nao

When the grade scale is chosen ALL fields show in gray indicating that they cannot be changed.

Selected: 100 Point Grade Scale Close #
Mame: 100 Point Grade Scale Grading Type: Points =  Scope: District - Inactive:

Grade Scale Details

% |5l|rmbo| | Value|De5chptTon Color
A 90.00 A B
B 80.00 B L
c 70,00 © B
D 60.00 D B
F 0.00 F #CC0033 m &,
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Category

e Create a Category Group

Categories are groups of like assignments. In the Gradebook, you may create as many categories as needed. Examples of categories are Homework, Quizzes,
Dailies, etc.
Categories such as Homework, Quizzes, and Dailies are grouped together into a Category Group; this makes it easier to align a group of categories to a subject.

TIP: If all your classes have the same categories, with the same weight, only one “group” will need to be created.

gp Add Assignment Tuesday, 07/28/2015 [ Messages @ Ee,
Category Group ! Options
Show Inactive: D Grade Scals
| 1 | Name | Weighted | Scope Inactive Lateasry

Seating Chart

2013-2014 fes District Na Gradebook Sstup
2013/2014 English Languane Arts Yes DIEE [
ELA Yes Self
The graved Handwriting Ma Self .
gray . The scope columns indicates whether
¥ 5 N
box Lenguage Arts == = . the category group was pushed out by
indicates Math Indicates whether or Yes Self Mo the district or created by the teacher
that the coadin not the individual ves self N
category _ categories in the group v Self N
group has Science are weighted. = = ?
been used [ | science sth Yes Self Ma
and cannot Social Studies = 2z [
be deleted.
If the box is Spelling = == e
T Work Habits No Self No
white it can Mot Hi ks To create a new category group
be deleted.

click on the Add button

Session active for 70:54

[ Clear ] [ _5dd ] [ Save ]
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Enter the Category Group name i.e. Math

IF the Category Details (sub categories) will be weighted then check the box

Enter the name of the Category Detail i.e. Homework

IF the weighted box has been checked the Weight column will un-grey and the percentage can be entered. i.e. 40. Repeat step 4 until all your category
details have been entered. **THIS IS OPTIONAL**

**If the weighted box is checked all weights must equal 100.

5. Click on the paint bucket and choose a color for the category. **THIS IS OPTIONAL**

PwnNE

AU SSSENnrenL FVEUNEaUdy, WO LS Fou L 2] MEssdy e N ﬂ I-'

Category k Close |*
Category Group/Class Name: Weighted: Scope:  Self - Inactive: |:|
Category Details
| 53 | Category Mame a %&ight | Color E! |
b i

nt Color — |
/ If you would like the heading of 2 ( 3
your assignments you assign to a r -

particular category to show in the
same color for quick identification
please choose a color. We strongly
suggest to stay in the upper left of
each quadrant when choosing a color
so the assignment titles are easy to
read against the color background.
This is an optional feature.
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e Deleting Categories

If you need to delete a category, it may be removed as long as there are no assignments with grades in the category AND marking period grades have not been
posted. The check box adjacent to the category title will be gray if assignment scores exist. Clear the scores from the assignments and then the category may be
deleted.

1. Select the category to be deleted by clicking the check box adjacent to the category.
2. Click the Delete symbol #& located at the top of the check box column. The category will be removed from the list.

3. Adjust the weight of the remaining categories so that they total to 100.

4. Click the Save button located at the bottom right corner of the page.

CategopgeDetails
| i ory Name | Weight | Color
[]  Tests 50 Ni:a
[l Homework 20 _@’_
.Durnal 10 ‘ s
[] Projects = i
3

.-.-—.J"""‘ A " ‘_I'.‘. , M", -~ 4
Session active for 89:24 ‘

[ Back j [ Clear j [ Add j [ Save j
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Seating Chart Setup (OPTIONAL Feature) ALG 2 HON (1200340-1

Year: 2015 Seml Period: 1-1

SARASOTA HIGH SCHOOL

This is an OPTIONAL feature when setting up your Gradebook. It is helpful to set up and print for g

your sub plans folder. To set up your seating charts:

esday, 07/28/2015 [-] Messages

(Steps 2 & 3 can be done before step 1 with the same results before you start steps 4 — 6.) !
Q2 Avg Add/Drop
1. Onthe Function bar, click Course Selector and select a class.

80.56 |
2. Onthe Information bar, click Settings icon. Seating Chart
3. From Dropdown, select Seating Chart. 80.58 Gradebook Sstup |
P Al e T Al

4. Enter the numbers of Rows & Columns needed.
(To create a chart where you have clusters of student desks add a row and column for the walkway between each set of desks.)
5. Click Generate to create your seating chart.
6. To add students to the seating chart:
a) Click the student’s name in the student list column.
b) Click the cell where that student will be seated. It will place the student’s picture (if uploaded) and name in the cell.
c) Repeat steps a) & b) until all students are placed in the seating chart.

d) Click SAVE(__save Jwhen finished.

ok Add Assignment Tuesday, 07/ & [«
Options
Rows: 5 Columns: 5 Grade Scale
‘ Category

Seating Chart

Swdent (20 Active, 0 Inactive)
Gradebook Satu

ATKIMNS ;

BECKSTEAD,

BESKIM, /

BROWRN

BUMKER, ’

COLLINS I

Row 2
HAHS,
A
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Gradebook Setup

The Gradebook setup page aligns a Grade Scale & Category Group to each class. Without this piece of the setup process assignments could not be created &

added to classes.

1. On the Information Bar, Click on the Settings icon.
2. From the dropdown menu, click Gradebook Setup. On the Gradebook Setup screen, each class assigned to the teacher will be listed.
3. Under the course-Section column, click on the underlined course-section number of the first class.

Steps 4 & Swillfillin the Category &
Gradescale columns for each class.

If itis a full year class it will be listed twice,
once in Term 1 and then once in Term 2.

ok Add Assignment ® [
f Options
School L Grade Scale
Custc cat
Category
Periods Pattern Course-Section Display |Category Gradescale GP1 ]
Seating Chart
0 1-1 MTWRF 1001410-1 HOM 4 Yas 100 Point Grade S... Gradebook Sety
Gradebook Setup
i o 23 MTWRF 1001405-7 ENG 4: FL COLL PREP Yas 100 Point Grade 5... 40 40 20
0 |44 MTWRF 1001405-3 ENG 4: FL COLL PREP Yas 100 Point Grade S... 40 40 20
! 0 |55 MTWRF 1001405-9 ENG 4: FL COLL PREP Yas 100 Point Grade S... 40 40 20
o |77 MTWRF 1001405-10 ENG 4: FL COLL PREP Yas 100 Point Grade S... 40 40 20
o |88 MTWRF 1001410-2 ENG HON 4 Yes Eng 4 100 Point Grade 5... 45 45 10
Y 0 10-10 | MTWRF 00ADWIS-1818 ADVISORY Yes 40 40 20
@ 0 1-1 MTWRF 1001410-1 ENG HOM 4 Yas 100 Point Grade 5... 20
2 o 23 MTWRF 1001405-7 ENG 4: FL COLL PREP Yas 100 Point Grade S... 20
2 0 |44 MTWRF 1001405-3 EMNG 4: FL COLL PREP Yas 100 Point Grade 5... 20
2 0 |53 MTWRF 1001405-3 ENG 4: FL COLL PREP Yas 100 Point Grade S... 20
2 o |77 MTWRF 1001405-10 ENG 4: FL COLL RR&= 20
5 A MTWERE 1001410-2 NG HON 2 The wmghts_featgr_e shows the 5&_me_51erwmgh1mgthe f[?acher En_tered 20
{Custom Weights) in black. The district (School Weights) is shown in blue.
2 0 10-10 | MTWRF D0ADWIS-1818 ADVISORY 20
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Click on the box ‘Show Course in Gradebook Application’ to check the box. (MUST be done for classes to display in Gradebook)
On the Gradebook Setup Detail screen, Click on the dropdown for Grade scale and choose the appropriate on for the class.

Click on the drondown for Category Group, choose the appropriate group.

Click the SAVE button at the bottom right of the screen.

Click the NEXT button at the bottom left of the screen to go to the next course —section. Follow steps 4 — 6 for ALL course-sections that
will have assignments.

PNV

THIS IS AN OPTIONAL FEATURE. An alternate name can be typed in the Class
Title field for a course which will display on the Class List screen. Thisisa
helpful feature when teaching the same subject for different periods.

Selected: MATH GRADE ON

Clase =
Details Weight
Course-Section: 50120320-1005 Your Custom Weights: GP1: GP2:
Title: MATH GRADE ONE School Default Weights: GP1: GP2: Exarm:
Class Title:
1 1 Ctr: 0 Patterp: MTWER . . . . . _ .
our Custom Weights' are blank the Gradebook calculation will use the 'Schoal Default Weights'.
Show Course in Gradebook Application:
Grade Scale Category ‘
Grade Scale: - Set Par Students Category Group: -
Math 13-14
]
100 Paint Grade Scale This box must be checked for the This feature is Math 14-15

- course to display on the class list NOT currently Mathematics
screen. It does NOT default to checked. used :
Pass / Fail I Reading
Science
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**The Weight feature is only used by classes with a Term Final (Semester Exam). Mainly high school and some middle school classes. This feature allows the
semester grade of the class to be weighted by the teacher. The district default is 40/40/20 (40% of Q1 + 40% of Q2 + 20 % of Term final (semester exam) =
Semester grade). If no percentage of the term final is to be counted please enter 50 in GP1 & GP2.

Weight
Your Custom Weights: GPi: GR2: /f The School Defaults
School Default Weights:  GPi: GP2: Exam: L Weight i s ab o
chaol Derault Weights . . #am Weight is an Option that
is currently not used.

If "Your Custom Weights' are blank the Gradebook calculation will use the "School Default Weights'. .

NOTE: Marking period grades can be setup to calculate several different ways. The chart below illustrates various grading scenarios that apply based on
weight settings defined by the district. The percentages listed in the GP1, GP2, & Term Final columns are examples; you may enter your own percentage
weights. Consult with your support staff/ team leader on how your school calculates grades.

GP1 GP2 Term Final Semester Final
(Semester Exam)

If each marking period is weighted and an exam is

. Ep 8 40 40 20 100
given
If each marking period is weighted and no exam is

. Ep 8 50 50 100
given
If the semester grade is a running total of the whole
term. No marking period weighting and no exam is 100
given. (Leave all fields blank)
If the semester grade is a running total of the whole 80% (im pIied, not
term and an exam is given. In this example, the exam .
is 20% of the grade, which implies that the total for Q1 aCtua”y entered in the 20 100
and Q2 is 80% of the semester grade. setu p)
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e Merging Classes — (OPTIONAL feature)

The Merge Classes feature allows for the consolidation of two or more classes to create one master class roster so you can streamline the process of taking

attendance and entering grades.
You may want to use this procedure, for example, if you have been assigned to teach two or three classes during the same time period in the same room, such

as Honors World History and non-Honors.
There are a few restrictions that are in place that prevent classes with dissimilar attributes from being merged together.

To merge multiple classes they must meet all of the following criteria:
e Belong to the same period.

e Have the same status. For example: Each class to be merged must be valid for attendance or grades. If one class is attendance only, and the other class is
grades AND attendance, the classes do not meet the criteria. If both are valid for attendance OR both are grades and attendance, the classes can be
merged.

e Meet for the same duration of time. In other words a class that is quarter long cannot be merged with a class that is a semester or year long.

e If you plan to use the merged classes for Gradebook, not just attendance, the classes must have the same Category Group so that all assignments are
weighted using the same method and the system will be able to calculate grades.

e If you plan to use the merged classes for Gradebook, the classes must have the same Grade Scale. For example, you cannot merge a class that uses letter
grades with a class that uses points.

e Not have had any prior activity recorded against the class. For example, if you have entered attendance or grades for a class, you cannot merge it with
another. If assignments have already been created for the classes, the classes cannot be merged.

7-7 MTWRF S015070P-5605 PHYSICAL EDUCATION 5 1 Active, 2 Inaltive k‘"/
14-14 MTWRF | 0000001-1609 FIRST GRADE 01/059/2015 1 Activa, 1 Inactive =L 4
14-14 MTWRF | 0000002-2609 SECOND GRADE 01/09/2015 1 Active, 0 Inactive f_mf . 2
14-14 MTWRF 0000003-3609 THIRD GRADE 01/09/2015 2 Active, 1 Inactive f'n'f k"’/
14-14 MTWRF Q0000005-56049 FIFTH GRADE 01/09/2015 1 Active, 2 Inactive f'm'f k"’/
R v
__wal Marge Classes

Session active for 83:41

[ Clear j [ Save j
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If the classes meet the preceding criteria, they can be merged using the following process:

1. Onthe Class List screen, click on the Merge Classes Link located at the bottom right of the Class List page.

From the Merge Classes Menu select the class period to be merged by clicking on the Period drop down selector. Only periods that qualify will be listed.

3. Once the period is selected, the Course-Sec drop down will list all classes for the selected period that can be merged together. Select the check boxes for
all classes to be merged.

4. Fillin a new course code. This is used to define the new class to the system. You can make up your own code, but is has to be unique. A good way to
ensure uniqueness is to use the Period, Subject, and your initials. For example: period 2 math for John Doe would be P2MATHJD.

5. Add a class Title. This can also be indicative of the period or subject.

6. Click Save when done. Repeat for each class to be merged.

N

14-14 MTWRF | 00000KG-6133 KINDERGARTEN 0 Active, 0 Inactive =

. Marge Classes
Merge Classes ‘ ‘ ‘

Period: | w Course-Sec:

Mew Course Code:

[] sefect alf

& [ FIRST GRADE(0000001-6133) By clicking on the information icon it will

44 [] KINDERGARTEN({DO000KG-6133) summarize the qualifying criteria to merge classes.
5-5 [] SECOND GRADE(D000002-56133)

E-E

7-7

Merge Classes

Pericd: 14-14 - Course-Sec: 3 items selected. : Mew Course Code: 14ATTKR Title:  Daily Attendance o

You can click the plus sign (+) that appears to the left of the Period field to expand the merged class to see the original classes. In addition, when you display
attendance and grades for the merged class, you can identify the original classes each student was assigned to by “hovering” the mouse over each student's
name.

. [=="]
14-14 @/ 14ATTER Daily Attendance 01/09/2015 7 Active, 1 Inactive =] \#/
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« Un-merging Classes

NOTE: Un-merging classes AFTER assignment grades have been entered is NOT RECOMMENDED!!! The unmerge feature is intended for use
before assignment grades have been entered.

If classes have been merged accidentally, you can "undo" the merging.

1. Delete all assignments in the merged class.
2. Select the class to be un-merged by clicking the check box adjacent to the class.
3. Use the Delete icon on the Class List screen adjacent to the class to be un-merged.
4. Click Save when finished.
i3 Prd Pattern Course-Sec Title Attendance Seat Count Q2 Avg Add/Drop Action
MTWRF | 5010041-6933 _ | LANG ARTS K 0 Active, O Inactive @ g
"I e ' e ¥ P e
7-7 MTWRF |5015040P-6233 | PHYSICAL EDUCATION 2 0 Active, 1 Inactive @
@ 14-14 [4] 14ATTER Daily Attendance 01/0%/2015 7 Active, 1 Inactive E @/

[_% Marge Classes
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Assignments

Add Assignments

If you intend to merge classes together, you must do so
BEFORE creating assignments or taking attendance,
Reference section Gradebook Setup, Merging Classes.

Creating Assignments

1. On the Information Bar, click Add Assignment button.

{%s‘\\/(q\s()/} — . = ALG 2 HON (1200340-1

é d b k Year: 2015 Sem2 Period: 1-1
radebool

SARASOTA HIGH SCHOOL
eGR Fga ] Class List Attendance Students DEAN BERKEY.

Class List 4k Add Assignment Wednesday, 06/10/2015 Messages % @ (=3

NOTE: An assignment can also be added by clicking on the Gradebook icon, choosing Assignments from the dropdown and clicking on the Add button at the
bottom right of the screen.
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2. Enter the assignment details as illustrated in the following screenshot. The highlighted fields are REQUIRED to be entered.

R —— If this field is left blank it will default with the first

6 characters from the assignment title.

Assignment Title: Short Title:
Grading Period: - Skill Service/Standard:
IFo'ln13 Possible: 100 Bonus Points Allowed: D Include in Grade Calculation: Do Mot Display in Parent Portal: I:l These fields are
defaulted from
Created:  07/20/2015 Assigned:  07/29/2015 [ER Due Date:  07/29/2015 [ Assignment Weight: :
the Assignments
Notes Attach defaults on the
| m* File Description Options screen
1 You must save new assignment before attaching. under the
] i Settings icon.
If there are any notes that are needed to complete this assignment After the assignment has been created a file can
they can be entered here to display on the student portal. be attached to the assignment.
| |:| | Period | Course-Sec Course-Seac Title Category | All Students |
O] 1-1 1200340-1 ALG 2 HON - &
] G 2 HON - :
Check the box to the left of the oM .
O ; ; e Click on the
class or classes the assignment will
] ) M - dropdown to choose H
be assigned to. i -
n on - which category detail .
0 o — 20 oM the assignment will
e fall under.
O] 10-10 OOADVIS - 2216 ADVISORY - :

3. Click Save when finished. You have now completed the initial setup of your Gradebook and can begin entering assignment grades.
Reference section Entering Grades for more details.
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Add Assignment Field Explanations

(* Indicates a required field)

*Assignment Title

Enter an appropriate title for this assignment. You may enter up to 40 characters.

Short Title

Enter a 6-charcter short version of the title. This displays in the column header of the
assignment in the Gradebook. If left blank, the first 6 characters of the long title (assignment
title) are use.

*@rading Period

Click the dropdown box to select the grading period the assignment will be created for. This
will default to the current grading period unless otherwise chosen.

Skill Service/Standard

This feature is currently NOT USED.

Points Possible

Enter the maximum number of grade points a student can earn on this assignment. A default
preference can be set for this under Settings>Options>Assignments Default > Points Possible

Bonus Points Allowed

Click the check box if scores over the Points Possible value are going to be allowed for this
assighment.

For example: If an assignment is worth 100 points, you may not enter a grade over 100
unless Bonus Points Allowed is checked.

If you would like the assignment to be EXTRA CREDIT, check the Bonus Points Allowed and
Set the Points Possible field to 0.

Include in Grade
Calculation

Click the check box if this grade will be included in the grade calculation; essentially makes the
assignment active or inactive. Either way, grades can be entered.

Do not Display in
Parent Portal

Click the check box if you do not want this assignment included in the report on the Parent
Portal.

Created This is the date the assignment was created; it will display today's date.
Assigned Select the date the assignment will be assigned.
*Due Date Select the date the assignment will be due. Defaults to current date.

Assignment Weight

You may weigh the assignments even if category weighting is used.

Assignments receive a weighting of 1 by default when created. You do not have to enter a
weight in the weight field unless the assignment weight is something other than 1.
Assignment weights are multipliers, not percentages. In other words setting the weight to
2 will multiply the points possible and the points earned by 2.

For example, a student earns a grade of 80 on a 100-point assignment. If the assignment
weight is 2, the points possible will be 200 and points earned will be 160.

You can enter a value for the assignment weight only if the Grading Type defined in the
Grade Scale settings is points.

If you want to reduce the impact the assignment has, you can enter a value less than 1,
such as .5

Notes Type comments about this assighment to appear on the Parent Portal.

Attach Click the Select field to find and attach a file to attach to this assignment.
Note: You must first Save the assignment before you can attach a file.

Period The system displays the class periods in this column. Only the selected class period is checked
by default.
If you prefer not to assign this assignment to classes, click the check box that appears to the
left of the Period column to unselect all. Then, click the check box that appears to the left of
each class the assignment will be added to.

Course-Sec Lists the course and section number of the class

Course-Sec title Lists the course title as listed on the class list screen

*Category Click the drop-down box to select the category, such as homework or quiz, the assignment
will be related to.

All Students This check box is checked by default to indicate all students are to complete this assignment.

To specify only certain students who the assignment will apply, unselect the check box and
then select the individual students by clicking the check box next to each student’s name.
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« Creating Extra Credit Assignments

Any scores entered into an assignment defined as extra credit will contribute to the category total points earned but not
to the category total points possible.

The Gradebook uses the following formula to calculate a category grade when extra credit assignments are in use.

Category grade = [(Sum of (Assignment Score * Weight) + (Extra Credit Points Earned)) / Sum of (Assignment Points *
Weight)]

Notice that the extra credit assignment does not add to the points possible for the category and is not counted in the
average. Only regular assignments will add to the points possible and are used as a divisor for the average.

1. On the Information Bar, click the Add Assignment 5 Add Assignment [ytton.
2. Enter the assignment details as follows.
a) Add a title for the extra credit making sure it indicates as such and add Short Title.
b) Grading period will default to the current grading period. If creating assignment for future quarters
please make the change accordingly.
c) Make sure that zero is entered for Points Possible.
d) Bonus Points Allowed box MUST be checked. (This with the zero points possible makes the extra credit
assignment)
e) Assigned/Due Date defaults.
f) Check box for the class/classes the extra credit will be assigned to and choose the category the extra
credit will count toward.
3. Click SAVE. The Extra Credit will now display in the Gradebook.

o Creating an Exam Assignment

= <
1. On the Information Bar, click the Add Assignment AR Ale e lment

2. Enter the assignment details as follows.
a) Add atitle such as Exam 1 and a Short Title if desired
b) And, MOST IMPORTANTLY, what separates a regular assignment from an exam is the GRADING PERIOD
field. Click on the Grading Period field and select the 0 - Term Final option. See screen shot below.
c) Enter Points Possible
d) Keep “Include in Grade Calculation” checked
e) Edit the Due Date
f) Check the box for the class/classes the exam will be assigned to and choose the category the exam will
count toward.
3. Click SAVE. The Exam will now display in the Gradebook

button.
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Mass Assign

Once assignments have been created for a course, the Mass Assign option allows you to copy assignments to other classes.

This feature is very handy when you have been given a new section of a course that you are already teaching and need to copy over assighnments that have

already been created.

1. Inthe Function Bar click on the name in the Gradebook icon.
2. Choose Assignments from the dropdown.

3. Click on Mass Assign.

Eiradebuulg Q ? i @f

ALG 2 HON (12002340-1)

Year: 2015 Seml Period: 1-1

i

Students Reports

SARASOTA HIGH SCHOOL
DEAN BERKEY

Wednesday, 07/23/2015 [ Messages 3¢ & [

Class List Attends Gradebook Grades
Gradebook > Assignments \ @ Gradebook  nment
pm— @7 Assignments
Course:  Period(1-1), ALG 2 HON{1200340 - 1) - Periad:
Title: Category:

Teacher Gradebook User Guide
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Gradebook = Assignments =k Add Assignment Thursday, 07/30/2015 [>2] Messages % @ Eﬁ-

STEP 1: Select Course \\.

Year-Term: 2016-1 v  Grading Pericd: v, Course-Sec:  Period(1-1), ALG 2 HON(1200340 - 1) -

STEP 2: Select Assignments

| D | Assignments | GP | Due Date Category

STEP 3: Copy Assignments To Selecte

Grading Period: Qtr i

Select the Year-Term that the assignment is currently
associated. **Defaults to current school year and term
(semester).

Select the Grading Period that the Select the Course-Section that the
assignment is currently associated. assignment is currently associated.

STEP 1 : Select Course

1. Click on the dropdown for Year-Term to choose the year and term (semester) that the assignment is currently associated.
**Defaults to the current school year and Term (semester)**

2. Click on the dropdown for Grading Period and choose the grading period that the assignment is currently associated.
3. Click on the dropdown for Course-Sec and choose the course-section that the assignment is currently associated.

4. Select source course assignments to display a list of course-sections click the Search button. The system displays a list of assignments in the Step 2
section.
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STEP 2: Select Assignments

| |:| | Assignments | P | Due Date Category
CHAP 1 TEST 1 09/03/2014 TESTS -
CHAPTER 2 TEST 1 10/14/2014 TESTS -
Quiz #1 on sec 1.1 - 1.3, 1.5 1 08/26/2014 QUIZZES -
Quiz #2 on relations and linear function 1 09/12/2014 QUIZZES -
Quiz 3 on graphing functions 1 09/26/2014 QUIZZES -
Quiz 4 on systemns of eqg 1 10/09/2014 QUIZZES -
|:| Systems of egq wksht 1 10/02/2014 CLASSWORK -

STEP 2 : Select Assignments

1. Select Assignments by clicking the check box that appears to the left of each assighnment you need to assign. To include all the assignments, click the
check box that appears to the left of the Assignments field name.

2. Change due date of the chosen assignment(s) if needed. If the assignment(s) have been chosen from prior years the due date MUST be changed.

3. Change Category for chosen assignment(s) if needed.

STEP 3: Copy Assignments To Selected Course(s)
Grading Period: Qtr 1 + | Course-Sec: Period(2-2), ALG 2 HOM(1200340 - 2) :

Session active for 73:07

[ Back ][ Clear ] [ Go ]

STEP 3 : Copy Assignments to Selected Course(s)

1. Choose the Grading Period where the selected course(s) will be mass assigned.
2. Choose the Course-section(s) where the selected course(s) will be mass assigned.
3. Click the Go button at the bottom right of the screen. The system displays the STEP 4: Confirmation screen.
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STEP 4: Confirmation

| Term | Periods | Pattern | Course-Sec Title | GP | Assignment Due Date Category
1 2-2 MTWRF 1200340-2 ALG 2 HON 1 CHAP 1 TEET 09/03/2014 TESTS b
1 2-2 MTWRF 1200340-2 ALG 2 HOM 1 CHAPTER. 3 TEST 10/14/2014 TESTS -
1 2-2 MTWRF 1200340-2 ALG 2 HON 1 Quiz #1 on sec 1.1 - 1.3, 1.5 08/26/2014 QUIZZES -
1 2-2 MTWRF 1200340-2 ALG 2 HON 1 Quiz #2 on relations and linear function 09122014 QUIZZES -
1 2-2 MTWRF  1200340-2 ALG 2 HONM 1 Quiz 2 on graphing functions 09/26/2014 QUIZZES -
1 2-2 MTWRF 1200340-2 ALG 2 HON 1 Quiz 4 on systems of g 10/09/2014 QUIZZES -

Session active for 88:57

[ Cancel ][\ Save ]

STEP 4 : Confirmation
1. Confirm that the assignments shown are to be added to the selected courses. You can choose to change the due date and category.

2. Click the Save button to mass assign these assignments.

NOTE : If the receiving course has a different category set than the source course, you will be required to enter a category for
each assignment.
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Deleting Assignments Gradebook Gr

d Gradebook

1. Open the Assignment Manager by clicking on the function bar icon Gradebook, and then Assignments. I & Assignments
Attent

2. Locate the assignment to be deleted by using the Search feature.

Search Mass Assign

Course:  Period(1-1), ALG 2 HON{1200340 - 1) - Period: Term - GP: Seml - Qtr 1 -

3. Select the assignment to be deleted by clicking the check box to the left of the assignment. A gray check box means there are scores for the assignment in
the Gradebook and the scores must be cleared first.

** |f box is grayed - Clear the scores for the selected assignment in the Gradebook then proceed with step 3.

4. Click the delete symbol located at the top of the check box column. The assignment will be removed from the list.

5. Click the Save button located at the bottom right corner of the page.

TN

b4 ; | Course-Sec Course-Sec Title Assignment Title Category GP Due Date ™ | Puinl3| Bonus | Calc Grd | MNotes

[J]o1-1 1200340 - 1 ALG 2 HON HW Quiz on chap 2 HOMEWORK Qtr 1 10/17/2014 10 N Y E%

|:| 0340 - 1 ALG 2 HON CHAPTER 3 TEST TEETS Qtr 1 10/14/2014 50 Y Y |__:?

|:| 0340 -1 ALG 2 HON Quiz 4 on systems of... QUIZZES Qtr 1 10/03/2014 20 N Y E%

D 1-1 1200340 - 1 ALG 2 HON Extra credit systems EXTRA CREDIT Qtr 1 10/06/2014 Y |__L\
Wil

Session active for 89:26

[ Clear j [ Add j Save j
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CLASS LIST - (Default screen)

Add/Drop feature

Found on the Class List screen it’s an indicator for movement in a particular class.

Class List <k Add Assignment Wednesday, 06/17/2015 Messages 3¢ & [@
<4 Prd Pattern |Course-Sec Title Attendance Seat Count Q4 Afg Add/Drop Action
e
1-1 MTWRF | 1200340-1 ALG 2 HON 05/28/2015 28 Active, 1 Inactive =@&d i

2-2 MTWRF 1200340-2 ALG 2 HON

B2.77 E@ﬁ ﬂ
80.31 E@d
Inactive 75.90 E@ﬁ ﬂ

When students are added and/or
dropped from your class they will be
listed in this column for 10 days from

the date. Added students are in
green. Dropped students are in red.

3-3 MTWRF 1200340-5 ALG 2 HON

o MTWRF 1206320-5 GEQ HON

[=="]
66 MTWRF | 1206320-3 GED HOM Inactive 82.49 =@®d i
T [=="]
77 MTWRF | 1206320-4 GEO HON 05/25/2015 24 Active, O Inactive 81.43 =@d 8
[=="]
10-10 MTWRF |00ADVIS-2216 | ADVISORY 23 Active, 2 Inactive =

Lﬂ Merge Classes

The Merge Classes link allows for the joining together of two or more classes for the
ease of performing particular tasks (e.g., taking attendance, assignment grading, and
grade posting). Full directions for merging classes are found on page 28.
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Attendance

There are two ways to get to the attendance screen. Please choose one of the following:

1. Onthe Function Bar, use the Course Selector to select the class for which attendance will be taken, and click the Attendance icon.

SARASOTA “INo course selected

Yool COL = _ : - & 81:_. | |Year: 2016 Sem1
Gradebook B l = SARASOTA HIGH SCHOOL
Attendance Gradebook Grades Students Reports DEAN BERKEY

2. From the Class List, click on the Attendance icon in the Action column for the class which attendance will be taken.

No course selected

DN AR | _ i N
ey COUNTY 5 = q — —
a @I |'I|'E| Year: 2015 Seml
Gradebook EizEE EESS — SARASOTA HIGH SCHOOL
Class List Attandance Gradebook Grades Students Reports DEAN BERKEY
Class List 4k Add Assignment Thursday, 07/30/2015 [ Messages 3¢ & [&
53 Prd Pattern |Course-Sec Title Attendance Seat Count Q2 Avg Add/Drop
1-1 MTWRF | 1200340-1 ALG 2 HON 01/08/2015 29 Active, 3 Inactive 80.56 @ ds B
2-2 MTWRF | 1200340-2 ALG 2 HON 01/08/2015 28 Active, 3 Inactive 80.98 @ du B
3-3 MTWRF | 1200340-5 ALG 2 HON 01/07/2015 29 Active, 3 Inactive 81.67 @gs B
5-5 MTWRF | 1206320-5 GEO HON 01/07/2015 25 Active, 0 Inactive 80.83 \ @ du B
5-& MTWRF | 1206320-2 GED HON 01/07/2015 25 Active, 0 Inactive 82.81 @g B
7-7 MTWRF | 1206320-4 GEO HON 01/09/2015 24 Active, 3 Inactive 80.72 @ du B
10-10 MTWRF | 0DADVIS-2216 | ADVISORY 10/16/2014 25 Active, 0 Inactive @

@ Marge Classes
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Daily Attendance

Posting By Seating Chart ad L JEE 6

To take attendance by your seating chart click on the Views icon and choose By Seating Chart. Student (25 Active, 01n: | By seating Chart

ALL Are Accounted LR e
If ALL students are present check the All Are Accounted box at the top left then click SAVE. AL
**ONLY available on initial attendance post. If attendance is already posted and a change is made to a student’s attendance indicating now that all students are
present the box will be grayed out. Just click SAVE.

Daily
To mark attendance for an individual student you must do one of the following:
1) To mark a student Tardy click the box witha T
2) To mark a student absent click the box with a U
3) If the student is present do NOT mark anything.
4) Click SAVE.

Attandance > Attendance

w¢ | =@ 1 O =

Student (32 Active, O Inactive)

gp Add Assignment Wednesday, 08/19/2015 e5sages % @ Eﬁ-

Indicates
front office
has entered

& & Last Taken: 1/8/2015 12:23:17 PM all Ars Accounted:

Date: 01/08/2015

01/08/2015 Notes Tardy |01/07 01/06 01/05(12/19|12/18(12/17 |12/16(12/15/12/12

srersence N\ [ .
CAT, PETE E 3
COYOTE, WILEY L] IE al =
4+ &1 r

FUDD. ELMER o IEI = To see 3 5.ud|?r"|. 5 Sur‘ﬁr‘"jar“, of

# attendance click on the icon
HUGGELEMONSTER, HENRY IEI - | B ; ; ; ; ;
MOLISE, MICKEY L IE - | B
MOUSE, MIMNIE L - | B

Attendance NOTES Feature:

Attendance notdes can be entered in
this field for the inidividual student. Itis
only viewable on this screen and cannot
be searched for under the Notes icon.

Indicates teacher initially took attendance and the
front office changed it at a later time.,

1st code is front office entered code.

2nd code in parenthesis is teacher entered code.

m
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Gradebook

Features

The Gradebook screen located under the Gradebook icon on the Function Bar has a plethora of features to make easier on a teacher. The following pages
describe in detail what each feature will do.

US HIST HON {(2100320-1143

G ot E e — Year: 2015 Semd Period: 4-4
Gradebook a = @ “Iinz—l VENICE HIGH SCHOOL

Class List Attendance Gradebook Grades Students Reports

Gradebook > Gradebook 1 ﬁ I%I.Prdd Assignment Wednesday, 01/09/2015 [=] Messages % @ Eﬁ-
2o =1 @ 0 of @ v[iSfer2 v |Employ..
= 01/09
Soudent (25 Active, 2 Inactive) \_/ Q2Avg et 100
FUDD, ELMER 77.BE C 100 0 50 Title: EOC Review #5 | 25 50 20 20 20 24
. Semi - Q2
LAMA, LARRY 97.37 A 50 100 50 s 26 50 20 20 20 24
© Category: Assessments
MOUSE, MICKEY 94,53 A 100 75 50 Date: 12/10/2014 26 50 20 20 20 24
MOUSE, MINNIE 97.51 A 100 100 0 = A 00 25 50 20 20 15 24
- W Grade Calc.: True
Avg. Grade: 39.60
Action Bar
There are several different features on the action bar:
e Sort
The Sort Options icon  ## | give you a choice of how to sort your list of students. It will only stay in the sort Sort Options 7
chosen while you are on the screen. If you move to another screen it will default back to straight alpha. B % oy last Name
i# ¥ By Team
o Arrow up means Ascending order (A-Z) i ¥ By Average
o Arrow down means Descending order (Z-A) i ¥ By Enroliment Date
o Clicking on the My Sort icon will allow you to set up a personal sort for your class. Click on the My Sort

Hand to the left of the student’s name and drag it to the where you want the student in the list.
Click Apply when done.

Teacher Gradebook User Guide Page 47 of 73



e Email

The Email icon allows you to email several different contact types depending on the information being sent out. Files, PDFs, documents, and Jpegs can be

attached to the email along with the typed message within the email. Can also include attendance information, progress summary or details by a certain date

range. Once the email is all set up it can be previewed before emailing.

Email
Course: AMER GOVT HOM 2106320-1151 5=
Contact Type: 3 items selected., ey
Select All: [ ]student [ |Contacts [ | Legal Guardians
[] puck parry
[] puck oaisy {Mather) =
DUCK, DONALD  (Father) (Mo Email Address)
[] 1umeo, oumeo
I:l JUMBD, ELLA {Mother)
[] MOUSE, MICKEY
[] MOUSE, RALPH  (Father)
[ ] MEFTUNE, ARIEL
[] NEPTUNE, QUEEN (mother)
MEPTUNE, KING (Father) (Mo Email Addrass) v

I
Students 1-15 of 29

=
(%]

Include Reports: |:| Attendance

D Progress Summary
|:| Progress Details

Include All Courses: D Include Signature line: D

Session active for 50:20

Teacher Gradebook User Guide

Subject:

lEIJ:'d:I:,Eu::I"Irnn!r'll:: Select...

Massage:

Dizsplay Avg. & Assign. As:

alt. Assign. Date Range:

|:| Current GP |:| Semester

L] pirect to F-DF[

Back

J(

Clear

_\
][‘Pr&yew ][\ Email

)
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e Print Print w
The print icon allows you to print a grade book report for the class, export it to excel, or choose to print ® Class Gradebook Report
individual reports for students. Just click on the radio button to the left of the option you choose. ® print Report () Export to Excel

) Individual Student Report

e Notes
The notes icon allows you to enter a note on a student or search for notes on a student. Depending on the
status you choose for the notes determines who has access to the note. All fields must be filled in. Click
SAVE at the bottom of the box when finished.

i Enter Note | Inguiry 3

Datea: 08/06/2015 Time: 08:34 AM
I student: | Status: Private B
|| Subject: Category: / H
[] select All Clear | Print

Status Information

[] Academic

Private- Only you will be able to view note.

[] attendance
Staff- All Staff members will be able to view note.

General
Public- Staff and Parent will be able to view note. )

Incident
Parent- Only you and parent will be able to view note.

Parent Call

Parent Conference

OOoood

Student Conference

Clear | Save
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e Drop Feature

The Drop Lowest Grade icon allows you to set up criteria to automatically drop the lowest grade for a student per a quarter. This feature can be used at any

time during the quarter BEFORE grade posting at the end of the quarter. The drops can be removed also. Be sure to SAVE when finished.

Drop Lowest Grade

Categories: 4 items selected. H
Students: 29 items selected. H
Assignments:

':E:' By GP Qtr 1 -

QO By Assignment
Mote: Drop/Undrop action is only applied to the selected assignments.
Allowe Drop Missimg Assignments: |:|

Avoid Dropping Zero Score: [ Back ] [ Clear j [ Save

)

Avoid it Only Score in Category: |:|
Retain Previously Dropped Grade: |:|
Remove All Drops: D

e Wide View

The wide View icon expands the column to lengthen the header clicking on it again shifts it back to the original view. The arrows at the bottom of the icon

indicate which way the columns will move when the icon is clicked on.

Employ... FINAL... L Employabilit... FINAL EXAM...
:HP: 01709 01/06 01/058/2015 01/06/2015
Pts: 100 Pts: 129 Fts: 100 Pts: 129
g ﬁ = = b ﬁ
100 76 100 76
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e Information Icon Information e

The information icon gives a brief explanation of the Grade entry codes that can be used to calculate the Grade Entry Codes
student’s grade. E - Full Credit

I - Incomplete

L - Late

M - Missing

M - Mot Applicable To Student
¥ - Not Counted Towards Grade
D - Drop Lowest Grade, Mot Counted

Entry Example
[Score]/[Code] ie. 85.23/L

o Filter
The filter icon allows you to view specific categories, assignments types, date ranges, and display settings for the current session only. If you would like to
permanently change the display settings that you have chosen they need to be done on the Options screen under the Settings icon.

Tl
Filter =

Assignment Filter
'i::' Category: w
':::' All Assignments
':::' Current Assignments (Current Grading Period: Qtr 1)

) Show all assignments for grading period: -

() Show all assignments batween the following due dates:

Start Date:
End Date:

Display Settings

Display Gradebook Average As: Qtr 2 "

Display Dropped Students in Gradebook:

Missing Grade Percentage: 0

Assignment Sort: Sort By Due Date: Newest to Oldest -

These settings and filter changes are for this session only. To set as a User preference go to Settings =
Cptions scrasn.

< Apply Settings = < Clear Settings =
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Views = -

—_—

The view icon gives 4 different views of the Gradebook with 2 allowing grade entry and notes. By Student
By Assignment
Category View
e By Student GP View

This view allows grade entry on the individual student for all assignments with in the quarter.
o Several features from the Action Bar are available on this screen.

o Choose a student from the dropdown for the screen to fill in.
o Assignment scores can be auto-filled by using the paint bucket feature.
o Grade Entry Codes can be entered for an individual assignment or the paint bucket can be used to auto fill.
o Notes can be added for an individual assignment.
o Validating Student Average feature is a great way to view the calculation of a student’s current grade average if it is in question.
This is the Validating Student
Average feature. Click on this
to see the breakdown of the
grade calculation for the
individual student.
&+ | =1 @ lJ EE Student Name: FUDD, ELMER - 4
Assignment Title Due Date Points Score fiy | code 3 | Notes
Employability Skills 01/09/2015 100 100 —
FINAL EXAM REVIEW QUIZ 01/06/2015 123 76 -
Landmark Case Presentation 01/06/2015 95 93 -

e By Assighment

This view allows you to view all grades for a specific assignment.
o Several features from the Action Bar are available on this screen.

Choose an assignment from the dropdown for the screen to fill in.
Clicking on the underlined Assignment title will allow you to edit the assignment information.
Assignment scores can be auto-filled by using the paint bucket feature.
Grade Entry Codes can be entered for an individual student or the paint bucket can be used to auto fill.
If attendance has been marked for the student it will be indicated in the attendance column.
Notes can be added for an individual assignment.

O O O O O O
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FIEIEINE
Swudent (232 Active, S Inactive)
BUNNY., BUGS
DUCK, DAFFY

e (Category View

This wil take you to the Edit Assignment screen

Syllabus Signature + | Due Date: 08/22/2014 Possible Points: 25 Average: 19.83

{3 Attendance |MNotes

25 -

Score <% | Code

25 -

This allows you to see the grade average for each category for individual students.
o Several features from the Action Bar are available on this screen.
o The grading period can be changed by choosing from the drop down.
o Hovering over the underlined header will show the category title and weight.
o Clicking on the underlined header will display all the assignments for that particular category. It will then allow you to change individual
student grades for any assignment in that category.

TIEIFINERE

Student (26 Active, 12 Inactive)
BUNNY. BUGS

DUCK, DAFFY

Teacher Gradebook User Guide

Perfor... Employ...
f Pts: Pis:
QZAvg | 3¢ 0p 290.00
83.12B | 80.928B 7416 C  97.59 A
70.90C | 76.93C £8.09 D| 58.62F

-

75 40 50

79.25 C o 50
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e GP View

This allows you to see the current quarter, exam, semester, and final grades in real time. Once the grade has posted it will turn green indicating as such. The
current percentage grade showing is pulled from the Gradebook grade avg column.

-9 | (=1 @ d/:= Green = Postad Grade
Student (22 Active, 0 Inactive) Q1 Q2 ExdAm Sem |Q3 Q4 Exam 2 Sem 2 51 52 Exam 2 Sem 3 |Final

BUNNY, BUGS 92 g3 a7 87.40 87.40

COYOTE, WILEY 28 71 73 78.20 78.20

DUCK, DAFFY g3 23 53 82.60 82.60
View Different Quarter
To view a different quarter within the semester or the semester grade average click on the drop down and choose one of the grading periods. | W

Qtr 1
Qtr 2

Hovering the cursor Title: EOC Review #4 Qtr 3

Assignment Header : :;’:;:\?fe‘:‘rt“:igne‘j otoory: Aesasements Ll
shows the details of » Ej:t:i‘gisflﬂfzn il
the assignment when GradeICalc.: _'rru; Semz

it was created. Avg. Grade: 39.60 "

Clicking on the underlined assignment title will allow you to edit, delete, or auto-fill the

column with the same grade.
To delete the assignment: 1) Clear out any grades that have been entered. 2)

a
[
Click the underlined Delete

e To use the Fill Value feature enter the grade in the box and click the blue arrow
to the right of the box.

Assignment: Edit | Delete To edit the assignment click on the underlined Edit which will take you to the

assignment screen. Make the changes and click SAVE.

Fill value: | =
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Category Colors
When setting up your categories, if you choose a color for each category detail this is where that feature shows.

Category Details

4 | Category Name ~\\ | Weight Color |
- i Employ... FINAL... L
Current Events \;Z o =l e =
Employability SKills #FFFF33 Ni:a Pts: 100  Pts: 129
Mapwork 10| #FFe933 t@r 100 76
Performance 50| #77FFFF '@’
Student Indicators
Student indicators show to the right of the student name. - Hovering over the indicator icon will show the
. . . - W | i= + Employ... L
student’s information for that particular indicator. Students can : D1/02 more than one indicator.
02 Avg Pis: 100
L 57.07 A 100 im
<R 98.16 A 100 im
L Do not release to Do Not Release Indicates that the student cannot be picked up by the person listed
I£|-'l Clark Kent (Friend) because they were marked NO for pickup on the registration form
Special service: Special Service Indicates the student is ESE/ESOL/ 504
¥ - EXCEPTIONAL STUDENT SERVICES
Special service:
o4
@ ||:] ropped: 08/21/201 .4| Dropped Indicates the student was dropped from the class with grade posted
Hazlth condition: Health Condition | Indicates a Health issue
ALLERGY TO INSECT BITES HIGH RISK (LT)
Please sent Mickey to Dr. Mallard’s Alert A temporary indicator created by the front office usually requesting the
office student be sent to someone.
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Name Hover

Clicking on the underlined student’s name will take open up a pop-up with a quick view of the student’s information. It will list the following:

a)

b)

d)

Student’s information
Registering parent (first parent)
Links to ALL student information

Today’s attendance by period.

DUCK, DAFFY

-111111 - TEMTH

M-HNUM:111111 Pjp: 01234 I

Z

DOB: 08/31/1999

Age: 13

Counselor: | MALLARD, ROBERT
Homeroom:

1 DISHEY WaY

CRELAMNDCC, A 01010
mickeymousel Ewdw .com
555) 1334567 HOME PHONE

0

FATHER

DUCH, DONALD
1 DISMEY WAY

CRLAMNCC, AL 01010
{555) 1234557 HOME PHOME

1

2 3 4 3 G 7 a

Today's (08/06/2015) Attendance Summary By Period
o 21 25 60 JFD 88

Teacher Gradebook User Guide
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Grades

Posting

Assignment Grades
There are two options to get to the Gradebook screen for entering assignment grades:
o On the Function bar click on the Gradebook icon and choose Gradebook from the dropdown.
o On the Class List screen click on the Gradebook icon under the Action column for the class you wish to enter assignment grades for.

e Entering per Student

On the Gradebook screen click on the cell for the specific student under the particular assignment and enter the grade. Repeat this down the column to fill in the
assignment grade for each student.

e Mass Assign
Click enter or the down arrow to move to the next cell down. The down arrow can also be used to move to the next cell down.

1. To auto fill the same grade for a particular assignment for the whole class:
a) Click on the underlined assignment title in the header.
b) Move the cursor, place it in the Fill Value box.
c) Type inthe value
d) Click on the blue arrow to auto fill the grade down the column.
2. Click SAVE when done.

**Anytime a grade is already entered but needs to be changed just click on the cell, highlight the grade and type over it, then click SAVE.

Gradebook > Gradebook orAdd Ase P“ =nt Thursday, 07/20/2015  [>J] Messages LJ % @ E':"
¥ | = @ J ‘ﬂi’ J_;_ﬂ: 3 V EE Qtr 1 - Q CHAP 1... HW tot... Quiz #... Employ... Project... HW gra... Quiz 3... System... Extra c... Quiz 4...

= 09/15 05/19 05/24 05/26 10/02 10/06 10/09
Swdent (28 Active, 0 Inactive) Otr 1 Avg Pts: 20 Pts: 30 Pts: 30 Pts: 7 Pis: 20 p Pts: O Pts: 20
BARON, NICOLE L. 93.38 A g | Assignment: Edit | O 30 25 7 20 ‘ 19
BLAND, JILLIAN T. L 87.50 B B . Fillvalue: | @~ D 30 25 7 18 8 19
BOCKLER, ZACHARY E. A 90.44 A 18 ﬁ 29 25 7 19 8 18
BODEN-BERODERICEK, BAYLE. .. 87.12 B 17 44 4 16 2B 25 7 20 B 20

ar —_ — ~a

Teacher Gradebook User Guide Page 57 of 73



e Assignment Grade Codes

There are several Grade Codes defined in the system that can be used to denote reason for a grade entry, e.g. “M” for missing instead of entering a zero. A
legend of the available Grade Codes with a brief description can be found by clicking on the symbol @ | on the Action Toolbar. Below is a full explanation of
each codes and how it will look in the portal if the code is used.

Entry Example : (Score) / (Code) i.e. 89/L

JE Full Credit Enters the assignments full points possible into the calculation, even if a numeric value is
entered.

/1 Incomplete Flags the assignment or grade as incomplete. Does not enter a numeric value into the
calculation UNLESS a numeric value is entered before the /.

/L Late Flags an assignment as Late. Does not enter a numeric value into the calculation UNLESS a
numeric value is entered before the /.

/M Missing Calculates a numeric value based on the teachers preferences set under Settings | Options.
If no preference is set, a zero is calculated.

/X Not Counted Towards Grade Removes the assignment from entering into calculation. Basically an exempt. Assignment will
still be viewable on the Portal

/N Not Applicable To Student Removes the assignment from entering into calculation AND from displaying on the
Parent\Student Portal. This can be automatically populated when setting up the assignment and
configuring the All Students option.

/D Drop Lowest Grade, Not Counted Removes the assignment from the grade calculation. Can be auto populated by using the Drop
Grades feature.

Teacher Gradebook User Guide
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Progress (Mid-Term) Report Grades

e Middle & High Progress Grade Posting

To post (or submit) grades at the end of a progress report period:
1. On the Function Bar, click Grades.

2. From the dropdown menu, select Progress or use the Progress Action icon on the Class List screen.

we: 36 B [@

<)

Eodl
Eodl
Eodl
Eodl
asio8/7015 : Eodl
Eodl

=@

r\g Merge Classes

1. On the Progress screen, enter the appropriate information, as illustrated in the following screen capture:

To select another class to enter progress grades, use the Class Selector located at the top right of the GradeBook.

Rows 1-29 of 29

Session active for 89:0
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¢ Elementary — Student Progress Report

1. Click on the Report tab at the top right of the screen.

L4

@ Bk

Class List Attendance Gradebook

Grades

Students Reports

2. Scroll down to Student Progress and click on the underlined title. (The red asterisks indicate required fields)

( student Progress

Criteria Name:

Header:

*Reporting Period: Semz - Q4

*Course-Section:

Assignment Due Date:
Cue Date From:

Cue Date To:

-~ *Group By:

Missing Assignments?: |:|

Sample

2, |:| Save

§

Student ID: |

Show:

ﬂ Category Summary:

D \AEEignment Detail:

Attendance Summary:

Parent Comment Section:

Teacher Comments:

OO0OOOo

Print Dropped Students?: |:|

Teacher Gradebook User Guide

w

This is a list of all assigr
be used to show missing
assignments for student
report prints in portrait £

O

select All

Period(1-2), LANG ARTS GRADE 4(5010045 - 2)
Period(3-3), SOC STUDIES 4(5021060 - 2)
Pericd(4-4), MATH GRADE FOUR(5012060 - 2)
Period(5-5), Science(3020050 - 2)

Period(9-9), PHYSICAL EDUCATION 4(5015060 - 7)

OO0O0OOO

Period(14-14), FOURTH GRADE(0000004 - 2)

Course-5Section

Student

Page 60 of 73



A. The Reporting Period will default to the current quarter. If you would like to change it click on the drop
down.

B. Select the courses you want the progress report to run for from the dropdown. (Usually you would
select all classes except period 9 & 14)

C. Always choose Student for the Group By. That will allow all the classes for that student to print on one
page.

D. Check the box for Category Summary & Attendance Summary so the current average grade & the
student’s attendance will print on the progress report. (You can choose Assignment detail but that will
cause the report to be multiple pages for one student.)

3. Click Preview (at the bottom left of the screen) to run the progress reports.

Clear Preview

4. Once the report finishes you can print or save to your desktop by choosing Acrobat (PDF) file from the
dropdown & clicking Export.

4 4 oft p DI @ 100%

VSelect a format

 Select a format

IXML file with report data

CCSV (comma delimiteg
TIFF file

| Acrobat (PDF) file |

LWeb archive

(Excel

REPORT
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Viewing past Progress (Mid-Term) posts

To view past Progress submittals use the Date Selector on the Progress page. Click on the date and select the progress
period date that is appropriate.

End of Quarter Grade Posting

Directions for posting end of quarter grades are located at the end of the manual broken down by quarter then school
level.
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Students

Accessing Student Information

Student information can be accessed from the Students icon on the Function Bar for any student scheduled in one of your classes during the school year. The
following screen capture lists the type of information available from the dropdown menu.
To access information for a particular student (e.g., a student’s contacts):

1. On the Function Bar, click Students.
2. From the dropdown menu, select one of the information types.
3. Onthe screen, search for the student.

There are 3 options to pull up a student on these screens:

1. Start typing the student’s last name in the Student field

Click on the magnifying glass to do an Advanced Search if you can’t type in the student’s name

3. Click the drop down and choose the student name from the Student List field. The student that will show on the list are the ones assigned to the class
list in the Course Selector at the top right of the screen.

4. ALL screens under the Student tab have the Print and Notes features.

N

ALG 2 HON (1200340-1)

. f‘\lr:f- &= =
f Bl — % ala i = Year: 2015 Seml Period: 1-1
Gradebook o — == SARASOTA HIGH SCHOOL
Class List Attendance Gradebook Grades Students Reports DEAN BERKEY
Students = Contacts 1Enmen Monday, 08/03/2015 Messages
d gp Add Assi t d f03/ 4] =

** You will notice that the icons for the type of information available is also listed to the right of the search box.

Q ‘ Student List: v LCOmEFRaeR

** At any time the icons on the Search section can be used to move to a different tab by clicking on the section icon.
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Contacts

The contact & screen has three sections; Search, Student, & Contacts. The Student section gives the student’s Contact information. The contact section
directly below lists each contact for the student and all of their phone numbers entered in the system along with the type of contact.

Students > Contacts

4k Add Assignment Monday, 08/03/2015 [ Messages ¢ & [&

v\‘% 2P aoR

Search
i | [ | student: | =) Student List:  MOUSE. MICKEY
MOUSE, MICKEY M (993559) This section gives the student's contact information.
Tenth - Male
Birth Date: 04/17 /1999 Address: Phone: Email:
Age: 16 1234 DISNEY WAY (555) 867 - 5209 ~ HOME mickeymousel Evwdw.com
ORLANDO, FL 010101 PHONE
Homeroom:
Counselor:
Advisor: "Aﬂﬁs section gives all the contacts FOR the student. I
Contacts —
MOTHER FATHER OTHER SUCH AS RELATIVE AUNT
MOUSE, MISSY MOUSE, RALPH CAT, PETE MALLARD, MILLIE
Phone: Phona: Hame: Phona:
1 GOOFY RD
(941) 123-4567 ~ HOME PHONE (541)111-1111 ~ HOME PHONE ORLANDO. FL 11111 (233) 233 - 3333 ~ HOME PHONE
(5413 222 - 2222 ~ WORK PHONE on
onea:
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[941) 555 - 5555 ~ HOME PHONE
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Schedules

On the Student Schedules ) screen the student’s schedule can be view for the Term/Year. The one bolded is the current view. The line highlighted in green

indicates the current class the student is in.

Search

@ [J Student: | | 2
Period Time Course-Sec | Title
1-1 07:30AM - 08:15AM 1200340 - 1 ALG 2 HOMN
2-2 08:24AM - 09:1BAM 1700364 - 1 AICE GLBL PERSPE 1
3-3 05:24AM - 10:11AM 2000321 - 2 AICEBIO 1
4-4 10:12AM - 10:41AM OOLMCHX -1 | LUNCH
5-5 10:474M - 11:34AM 2109371 - 2 AICE EURD HIST
5-5 11:40AM - 12:27FM 1009360 - 4 AICE GEN PAP
F-7 12:33PM - 01:20PM 2002340 - 2 EXPSCII
8-8 01:26PM - 02:15PM 1007340 - 1 DEBATE 2
10-10 02:16PM - 03:00PM 00ADVIS - ADNVISORY
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Student List:

=] Teacher

|=7 BERKEY, DEAN AL..

|=] CRIHFIELD, SAMD...

=] cosTA, 1oD1

MASSENGALE, JA...

[=7 KARWATT, CHRIS...

|=4 ST. JOHM, TERRI

[=1 HARSHMAN, KRIS...

|=4 ST. JOHM, TERRI

|=7 KMISPEL, LACEY

MOUSE. MICKEY

Pattern

MTWRF

MTWRF

MTWRF

MTWRF

MTWRF

MTWRF

MTWRF

MTWRF

MTWRF

School

SARASOTA HIGH 5.

SARASOTA HIGH 5.

SARASOTA HIGH &...

SARASOTA HIGH E...

SARASOTA HIGH 5.

SARASOTA HIGH 5.

SARASOTA HIGH &...

SARASOTA HIGH 5.

SARASOTA HIGH 5.
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Room

14-225

13-210

14-205

13-118

13-1118

959-B55

BE¥fXavpr

| Current Pericd

Building




Assignments

The Student Assignments a

ok wWwNRE

e Missing Assighment Feature

If a student has a missing assignment it is indicated in the MA column with a red exclamation mark.

Search

@ Student:

Scope: SCHOOL * | GP: Seml-Ql =

Q

tudent List:

My Coursels

2 6

Peri Time Course-Sec
H 1-1 07:30AM -08:19AM 1200340 - 1
+ 2-2 08:24AM -05:18AM 17003654 - 1
4 3-3 09:24AM -10:11AM 2000321 - 2

4-4 10:12AM -10:41AM OOLMCHX - 1
+| 9-5 10:47AM -11:34AM 2109371 - 2
+| 66 11:40AM -12:27PM 1009360 - 4
+ 7-7 12:32PM -01:20PM 2002340 - 2
+| 8-8 01:26PM -02:15PM 1007340 - 1

10-... | 02:16PM -02:00PM 00ADVIS - 2517
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Title

@ acher

I=JBERKEY, DEAM ALAN

ALG 2 HOM
AICE GLBL PERSPE 1 I=4CRIHFIELD, SANDRA
AICEBIO 1 pSTA, 10DI
LUNCH MASSENGALE, JAMIE L L
AICE EUROQ HIST =JKARWATT, CHRISTY C

AICE GEN PAP I=35T. JOHN, TERRI

EXP SCI I =JHARSHMAN, KRISTINA O
DEBATE 2 =45T. JOHN, TERRI
ADVISORY =JKMNISPEL, LACEY
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MOUSE, MICKEY

All Course(s) List View | View Week

Sch

0051
0051
0051
0051
0051
0051
0051
0051

0051

Collapse | Expand

Avg

81.62 B

Show Dropped Course D Missing Only

q

UnEx

Absences

gc-.:EI‘ﬂissing Assignment

screen allows several different views of assignment information. The list below will help filter the assignments:

The Scope field allows you to search between school & district for assignments. This is helpful if a student takes classes at multiple schools.
GP field allows you to search in a particular quarter for the assignments.
Toggling between the options will change the view of this screen’s assignment information. The current view is indicated by the items in bold.
When the box(es) are checked, the screen will only display those assignments.
Clicking on the plus sign will allow you to drill down to each assighment & its grade.
Clicking on the letter icon will allow you to email all teachers or an individual teacher.

92.45 A

86.61B

91.64 A

93.62 A

92.02 A

1

1

o

o

1

1



Attendance

The Student Attendance [EZ screen gives several options for attendance to be viewed for the entire year.

1. Course =Section - One or more courses can be chosen from the dropdown to view specific attendance.

Scope — Can choose between school & district

3. The attendance screen defaults to Collapse for the sake of space. By clicking on Expand it open both Terms & every date listed to show
attendance for all classes that are marked to take attendance.

4. Clicking on the plus sign *I will expand the item.

5. The number of days a student has had attendance marked is listed as a quick summary.

N

Search
'ZEI.:I J Student: Q,  Student List: MOUSE, MIC + | Course-Section: 9 items seleci ® Scope: SCHOOL -
4 Collapse | Expand
Date 5 Prd Course Marked As Official

B Term 1 (12 days)

+| 01/07/2015 Wed - Absent
+| 01/05/2015 Mon - Absent
+| 12/12/2014 Fri - Absent

+| 12/03/2014 Tue - Absent
+| 11/25/2014 Tue - Absent
+| 11/18/2014 Tue - Absent
+| 10/15/2014 Wed - Absant
+| 10/03/2014 Thu - Absent
+| 10/08/2014 Wed - Absent/Tardy
+| 10/07/2014 Tue - Absent
+| 03/30/2014 Tue - Tardy

+| 05/11/2014 Thu - Tardy
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Testing

-\I

The Student Testing r screen currently only lists all FCAT testing scores both Scale & Achievement. To drill down into each test and they scores click on the

word Expand or click the plus sign.

Search

Student:

Primary School SARASOTA HIGH SCHDOL

Homeroom:

Special Ed:

LEP: ZZ - Mot Applicable
Gender: MALE

Recent Test | All Test

Test

FCAT - Scale Scores

FCAT Achievement Scores

Q, Student List: MCUSE, MICKEY -
Date of Birth: 10/02 /19909
Entrance in Schoo 08/18/2014
Entrance in District:
Advisor:
Ethnicity: WHITE
Grd Lwv Date Category

\I Collapse Exgaﬁdl

Score

Transcript

The Student Transcript Z screen'is currently NOT USED in Gradebook.

Search

Student:

Un-Weighted GPA Earned Credits

0.000

Department

0.0000

Year-Term

Teacher Gradebook User Guide

Q Student List: MUSE. MICKEY
Un-Weighted Attempted: 0.000
Un-Weighted Points: 0.0000
Un-Weighted GPA 0.0000

Course-5Sec

Title

Waighted
Weighted
Weighted
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Attemnpted:

Paoints:

GPA:

0.000
0.0000
0.0000

Credits Grd



Health

The Student Health ' screen lists a student’s Health issues that a teacher should be aware of. It is determined by the School nurse.

1. Inthe Concerns box it will list the students issues

2. |If there are any notes from the school nurse they are listed under the notes column. Click on the note icon to view the information.
Search
Student: 2 Student List: ~ MOUSE, MICKEY - IO REN =R 2
Health Cenditions
Status:
Concern
ICDO Action To Take Motes 9
Extension Void /
ASTHMA e
Mo
Attachments
Document ICDO Date Motes

Discipline

The Student Discipline screen lists ALL recorded discipline events for the school year. To drill down into the specifics of each discipline click on Expand or the
plus sign to the left of the discipline item. There is a running total of Infractions and actions in the heard of those columns. They are highlighted below.

Search

& | [ student: Q Student List: =~ MOUSE. MICKEY - L O Ee

I Collapse | Expa ndl

Infraction (Total: 1)

Action (Total: 1)

03/05/2015 - Thu - Infraction: Z02 - Qut of Assigned Area, - Action: Z41 - Detention,

Teacher Gradebook User Guide
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Reports

Overview Screen

Reports are accessed from the Reports icon on the Function Bar. A brief description of the report is listed to the right of the title. By clicking on the Sample a

snapshot of what the report looks like will show. It does not give you a sample of YOUR information.

E?xrladebook
[ GB Live.. ]

Reports

| Report Name

Q

Class List

Attendance Gradebook Grades Students Reports

No course selected
Year: 2016 Seml

& G e

SARASOTA HIGH SCHOOL
DEAN BERKEY

ok Add Assignment

Wednesday, 08/05/2015 [) Messages ¢ & [

| Description

Assignment Scores

Class Absence Rosters

Class Assignments

Class List with Assignmant Gradas

Class List with Grads Avarage

Class Rosters

Clinic and Class Hours Absence

Grade Average

Gradebook Changs Log
Gradebook Report

Grades Posted Report
Individual Student Attendance
Portal Usage Statistics

Skills Not Posted

Student Assignment List

Student Assignments
Student Information Report

Student Progress

Student Testing Results

Testing Class Roster

il gttt o, Gl AP P PO TN B PN AN ol DI G U, it gl

Session active for 83:50
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This report will print a list of students by 1D and their scores for the assignments in the selected classes. It is intended to post
where students can refer to the report for grades and still retain anonymity. Student names do not print on this report. (This
report prints in portrait format.)

This report will print list of students and the absences/tardiness they have made for the selected classes in a certain grading
pericd. (This report prints in landscape format.)

This report will print assignment list for the selectad class with their calculated average grade. (This report prints in portrait
farmat.)

This report will print students for the selected class with list of assignment and assignment grades. Teacher will have an option to
print semester grade on the report. {This report prints in landscape format.}

This report will print studants for the selected class with their calculated average grade. Teachers will have option to print the
student name in the report. Teacher will have an option to print semester grade on the report. (This repert prints in portrait
format.)

This report will print studant list for the selectad classes. Teachers will have option to print empty grid lines like an excel next to
student name. (This report prints in landscape format.)

This repert will list 2 students clinic and class hours missed to date.

This report will compute the average grades of students for GP1, GP2 and an exam assignment for the selacted classes in a
certain term. (This report prints in portrait format.)
(This report prints in portrait format.)

This report will print a2 complete a teacher gradebook. (This report prints in landscape format.)

This report prints selected marking pericd grades for a class and has various student options which allow report to be usad for
historical archiving or placing on class wall for students to check grades.
This report will print students attendance records of from their classes. (This report prints in landscape format.)

This repert will display the last login date and number of logins this year for zll students in the course and any contact that has
registered on the portal site to view the students information. (This report prints in portrait format.)
This report list students and the skills they are missing for a selected marking period.

This is & list of all assignments for students grouped by either the student or the course section. The report can also be used to
show missing assignments only for all or ene student. The report can be further medified to include only assignments for students
whose average is in a particular range or assignments with specific grade values. (This report prints in pertrait format. )

This repert will print student assignment grades for the selected classes. This report will be useful for the teacher to furnish the
details at parent teacher conference. (This report prints in portrait format.)

This report display address and phene information for students who are in teacher class roster, Teacher will specify course
sections to extract student. (This report prints in landscape format.)

This is a list of all assignments for students grouped by either the student or the course section. The report can also be used to
show missing assignments only for all or one student. The report can be further medified to include only assignments for students
whose average is in a particular range or assignments with specific grade values. (This report prints in portrait format.)

This report will produce the sama information as the GB>Student>Test page except it will be for all studants in the selected
course section and grouped by test category with an average for the category(s).

(This report prints in landscape format.)

O DirectbuFDF[ Clear j [ Preview ]
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Overview Setup

Directions to run a report are below are as follows:
1. Clicking on the underlined reports title will drill down to the criteria needed for the report to run.
2. Fields that are required are indicated by an asterisk.
3. Once the fields are filled out click on the Preview button at the bottom right of the screen.
4. If you would like the report to go directly to a PDF check the ‘Direct to PDF’ box.

Class Rostersee, Sample This report will print student list for the selected classes. Teachers will have option to print empty grid lines like an excel next to
student name. (This report prints in landscape format.}

Criteria Mame: 2 DSave :

=Term-GP;: Seml - Qtr 1 =Ng, of Columns:  (®) Standard: Landscape 20 columns -+ O specify:

Course- Start Date:

Homeroom: Print Dropped Students?: D

Sort By: Student Mame - Print Birth Date: [

Clinic and Class Hours Absence Sample This repart will list 2 students clinic and class hours missed to date.

olpteeilieiatieh. il .

JDirect to PDF [ Clear ] Preview ]

Session active for 81:36

To save the criteria in the report so it can be run again without filling in all the information you must do the following:
1. Enter a Criteria Name in the field
2. Check the SAVE box
3. A brief description can be added about the report to help identify it in the notes field.
4. Click on the Preview button at the bottom of the screen to save it.

Class Rosters Sample This report will print student list for the = classes. Teachers will have option to pri

student name. [This report prints in lands format. }
Criteria Name: Sub attendance o} Save print for sub folder =
*Tarm-GP: Seml - Qtr1 - =Ng. of Columns: () Standard: Landscape 20 columns = o) Specify: 2
Course-Section: 7 items selected, * Start Date: 08/31/2015
Homeroom: H Print Dropped Students?: D
Sort By: Student Name - Print Birth Date: ||
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5. When the preview window appears the document can be exported or printed.

a) After choosing the format from the drop down the word ‘Export’ will turn green.
b) Click on export to save the document.

a) To print click on the printer icon.

{2 https://gradebook.sarasotacountyschools.net/?report=rpt_gbk_cls_rosters8.A1 REPORT_QUEUE ID=1140

14 4t Jof7 » b & [100% v | Find | Next

1
| Select a format Export  |2] = —

1 CLASS ROSTER ‘ % | E ‘
Report Code: GEK CLS ROSTERS LU

Next time the report needs to be run:

1. Click on the magnifying glass.
2. It will list all the versions of the report that you have saved.

3. Click on the version you wish to run.
4. Click the Preview button.

Class Rosters \ Sample

Tritmris Meamma Q. '_|E'-|.|.-.:-\.
Close | *
| 4 | Mame / | Description | User Created
] sub e i print for sub folder CRABTREE. MISS 2015 08 05 10:02:31
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