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ABOUT THIS GUIDE 
 

DOCUMENT HISTORY 
Date  Volume  Edition  Revision  Content 

February 2010 1 1 0 Initial release of this document 

July 2013 1 1 1 Updated with standards information 

August 2013 1 1 2 Updated to 8.0.3.0 

September 2013 1 1 3 Updated to 8.0.4.0 

 

CONVENTIONS USED IN THIS GUIDE 
Bold Text Bold Text - Indicates a button or menu or other text on the screen to 

click, or text to type. 

 

Tip – Suggests advanced techniques or alternative ways of approaching 
the subject. 

 
Note – Provides additional information or expands on the topic at hand. 

 

Reference – Refers to another source of information, such as another 
manual or website 

 

Caution – Warns of potential problems. Take special care when reading 
these sections. 

 

BEFORE YOU BEGIN 

Before using any of the Edupoint family of software products, please make sure the 
computer hardware and software meet the minimum requirements. 

  

Caution: The Edupoint family of software does not support the use of 
pop-up blockers or third-party toolbars in the browser used to access 
Synergy SIS. Please disable any pop-up blockers and extra toolbars 
before logging in to any Edupoint product. 
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Chapter One : 
OVERVIEW 

 

 

 

 

This chapter covers: 

 Overview of the Grade Book software ►
 Implementation considerations ►
 What items need to be configured before starting ►
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OVERVIEW OF THE GRADE BOOK SOFTWARE 
The Grade Book software allows teachers to track student performance on assessments 
such as homework, quizzes, and projects. Teachers can also set up online resources in the 
Grade Book software such as websites or documents to share with students via the 
STUDENTVUE portal. 

The classes, marks, and enrollment information are synchronized between Synergy SIS 
and the Grade Book to reduce data entry. The Grade Book software is not included with the 
Synergy SIS software and must be purchased separately. This guide outlines how to 
synchronize the information between Synergy SIS and the Grade Book, and how to 
configure the Grade Book for teachers. 

The companion manual to this guide, Synergy SIS – Grade Book User Guide, illustrates 
how teachers can create and grade assignments in their classes. A number of reports can 
be generated from the information, and this guide reviews the reports and shows how to 
customize and print them. 

For teachers, the Grade Book can be accessed by clicking the Grade Book icon in the 
TEACHERVUE software. For other staff such as district administrators to access the Grade 
Book: 

1. Open the Synergy SIS Navigation Tree by clicking the Tree button near the top of 
the page. 

 
Figure 1.1 – Synergy SIS Navigation Tree 

2. Click Synergy SIS in the tree.  

3. Expand branches to locate Synergy SIS > Grade Book > Grade Book Admin 
Login. 

 
Figure 1.2 – Grade Book Admin Login Icon 
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4. Click the Grade Book Admin Login icon, and the Open Grade Book button 
appears on the right side of the screen. 

 
Figure 1.3 – Grade Book Admin Login Screen 

5. Click the Open Grade Book button. Grade Book opens in a new window. 

 
Figure 1.4 – Grade Book Screen 

By default, the focus is not set to any class or grading period. A focus must be selected to 
view class grades. Principals and other staff can view any class to which they have access, 
but they cannot change the grades. 
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IMPLEMENTATION CONSIDERATIONS 
Before you set up the Grade Book software, the district should decide the following issues. 

Will the Grade Book software be used to generate report cards? 

The Grade Book software can create report cards based on assignments or subcategories 
within a class. Report cards from Synergy SIS will print grades for a progress period or 
grading period for the entire class only, and cannot generate grades for individual 
assignments. 

What types of report cards will be used? 

The Grade Book software can support either standards-based report cards or section-
based report cards. Will certain grade levels use one type of report card or the other, or 
both? Standards-based report cards grade students on state and school standards, and the 
report cards are printed from the Grade Book. These grades are not synchronized with 
Synergy SIS. Section-based report cards report the grades students received for the 
sections in which they were enrolled, and the report cards are printed from Synergy SIS. 
The final grade for each section is synchronized with Synergy SIS. 

Will specialists such as art or music teachers enter their own grades separately for 
students? 

Frequently there may be teachers, particularly in an elementary school, that teach subjects 
across several classes but that are not assigned a separate class. This may be an art or 
music teacher, or speech therapist. Within the Grade Book, these teachers can be setup to 
enter grades for only their area of specialty across multiple classes. 

What types of assessments will be tracked in the Grade Book? 

The Grade Book can track any type of assessment, but each assessment must be assigned 
a type. These types generally indicate the method of assessment such as homework or 
quiz. District-wide types can be setup, and teachers can create their own custom types for 
use in their classes. 

What types of scores will be used to grade assessments? 

Each assessment is configured to use a particular score type, such as a percentage, rubric, 
or letter grade. The types of scores and values assigned are configured at the district level. 
Teachers can also create customized scores just for their classes. 

Does additional server hardware need to be purchased and installed? 

The Grade Book software is a web-based application, and may need to be installed on a 
separate web server from the primary Synergy SIS web server to achieve the best 
performance for the end users. Determine the number of potential users and refer to the 
Synergy SIS – System Installation Guide for hardware recommendations. 
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BEFORE STARTING 
Before synchronizing the Grade Book with Synergy SIS, everything in both the Synergy SIS 
- Grading Administrator Guide and the Synergy SIS - Scheduling Guide should be set up in 
Synergy SIS. Students should also be enrolled in their courses, and teachers should be set 
up to use the TEACHERVUE software. This is very critical, as some information cannot be 
changed through synchronization after the initial synchronization has occurred. Term 
information such as term codes and grading periods will not be changed after the initial 
synchronization. The specific information in Synergy SIS that affects the Grade Book is: 

• The terms and term codes in the School Setup screen 

• The grading periods in the Grading Setup screen 

• The marks in the Grading Setup screen 

• The attendance definition in the Grading Setup screen 

• The comments in the Grading Setup screen 

• The teacher experience options in the Grading Setup screen 

• The marks in the Mark Definition screen 

• The Include in Grading option in the Section screen 

• The Grade Book options in the ParentVUE and StudentVUE Configuration screen 

• The Grade Book options in the ParentVUE and StudentVUE School Configuration 
screen 

Once these items are configured, the Grade Book should be set up in the following order: 

1. Create Grade Book users (see User Setup) 

2. Synchronize Synergy SIS with the Grade Book (see Synchronization) 

3. District Setup (see Grade Book Configuration) 

4. Menu Configuration (see Menu Configuration) 

5. Edit Users in Grade Book (see Editing Users in Grade Book) 

6. Report Cards (see Report Card Configuration) 

7. Specialist (see Specialist Setup) 

8. Standards (see : Standards Configuration) 

9. Additional/Optional Configuration (see Mark Rounding Settings, Analysis Band 
Configuration, Progress Report Configuration, Mass Comment Setup, Admin 
Reports Configuration, Teacher Class Website Configuration, and District Grade 
Book Setup) 

10. Synchronize everything one final time (see Synchronization) 
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Chapter Two : 
GRADE BOOK/SYNERGY SIS 

INTEGRATION 
 

 

 

 

This chapter covers: 

 How to set up the integration to the Grade Book ►
software program 

 How to synchronize the grades between Synergy ►
SIS and the Grade Book software program 
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INTEGRATION SETUP 
You can synchronize the grades in both Synergy SIS and Grade Book to prevent duplicate 
data entry. 

1. Go to Synergy SIS > Grade Book > Setup > Grade Book Config. 

 
Figure 2.1 – Grade Book Config Screen 

2. In the Gradebook Program list, click Grade Works. 
(Grade Works is the original name of Grade Book.) 

3. Click Save. 
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SYNCHRONIZATION 
There are three synchronization options within Grade Book, the manual Mass 
Synchronization process, a regularly scheduled Mass Synchronization Process, and Real 
Time Sync. 

Manual Synchronization 

Each time the user information, course information, section information, or section 
enrollment information changes, these changes must be synchronized to the Grade Book. 
This synchronization also extracts the final grades for each grading period from the Grade 
Book and posts the grades to the various Grading screens in Synergy SIS. The initial 
synchronization for each year must be made manually, but following synchronizations may 
be automatically scheduled or using Real Time Sync.  

1. Go to Synergy SIS > Grade Book > Grade Book District Mass Synchronization. 

2. Enter the Term Selection Date.  

3. Click the Select Terms to Sync button. All terms that are active on the date entered 
are selected for synchronization. 

 
Figure 2.2 - Selecting Terms to Sync 

4. If students that are acting as teaching assistants should be graded in a separate 
class in the Grade Book instead of being graded in the same class as the regular 
students, check the Split TA’s Into Section box. 
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Figure 2.3 – Grade Book District Mass Synchronization Screen 

5. Select which schools to synchronize by checking boxes in the Enabled column. 

6. Click the Save button at the top of the screen. 

7. Click the Synchronize button to synchronize the data. The information about the 
sections and the students enrolled in the sections for the term is sent to Grade 
Book, and any grades entered are sent to Synergy SIS. 

  

Tip: To override what terms are synchronized manually, click Show 
Detail and click the school to customize on the right side. The terms 
cannot be selected until after the initial synchronization. 
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Figure 2.4 – Grade Book District Mass Synchronization 

8. Check the terms to synchronize in the Include in Sync column. The terms selected 
must be in order, and intervening terms cannot be skipped. In other words, do not 
select 1st Qtr and 4th Qtr. 

  

Caution: If there are students that use term overrides at the school, only 
the current term may be synchronized. Do not select all of the terms. All 
of the terms may only be selected if term overrides are not used. 

9. Click Save. 

  

Tip: To quickly select or unselect all schools or terms, click the Menu 
button at the top of the screen and choose the appropriate option. 
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Scheduled Synchronization 

You can schedule the Mass Synchronization process to run on a daily or weekly basis. 

1. Navigate to Synergy SIS > Grade Book > Grade Book District Mass 
Synchronization. 

 
Figure 2.5 –Grade Book District Mass Synchronization screen 

2. Select Weekly from the Schedule Task list. The Schedule Job Weekly options 
displays. 

 
Figure 2.6 - Grade Book District Mass Synchronization screen - Schedule Job Weekly 

3. Select how often you would like the synchronization run. 

  

Tip: To send an email to Synergy SIS users each time the 
synchronization occurs, enter the email addresses, separated by 
commas, in the Notification field.  

4. Click Save. 
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Real Time Sync 

With Real Time Sync enabled for a school, all changes to enrollment, classes, staff, mark 
definition, grading setup, and school calendar update in real-time. The Real Time Sync 
process can be enabled by school and is active after all terms have been synchronized for 
the current year. After Real Time Sync is enabled, the Mass Sync process is only be 
required to be run once, at the beginning of any school year, for any enabled school. All 
data synchronized in the Mass Sync process is updated and maintained using the Real 
Time Sync process. 

1. Navigate to the Synergy SIS > Grade Book > Setup > Grade Book Config. 

 
Figure 2.7 Grade Book Config screen 

2. Select the Real time sync enabled checkbox. 

3. Select the schools to enable Real Time Sync for from the Sync Schools grid.   

 
Figure 2.8 - Grade Book Config screen 

4. Click Save. The RTS Status column displays the message “Out of sync. Run Mass 
Sync for this school” until Manual Sync has been run for this school. 

5. Navigate to the Synergy SIS > Grade Book > Grade Book District Mass 
Synchronization.   
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6. On the Grade Book District Mass Synchronization screen, click Show Detail for the 
selected school and ensure all terms are selected for synchronization. 

 
Figure 2.9 - Grade Book District Mass Synchronization screen 

  

Note: Grade Book requires all terms to be synchronized in order for 
Real Time Sync to be enabled for a school.  By synchronizing all terms, 
classes for future terms will be visible in Grade Book. For example, if the 
current term is S1, synchronizing all terms will result in S2 classes being 
made available in Grade Book.  

7. Click Synchronize. 

8. Navigate back to the Synergy SIS > Grade Book > Setup > Grade Book Config.   

9. On the Grade Book Config screen, verify that the select school(s) display ‘Enabled’ 
in the RTS Status column.  



Grade Book Administrator Guide Chapter Two 

Copyright© 2013 Edupoint Educational Systems, LLC 20 

 
Figure 2.10 - Grade Book Config 

  

Caution: It is important to remember that all changes made in Synergy 
SIS are made to Grade Book in real-time. Adding or removing grading 
periods, classes, and students are immediately reflected in a teacher’s 
Grade Book. A school may choose to disable Real Time Sync if any 
significant changes to scheduling or grading setup are made during the 
school day, or if the school plans to make any other changes that may 
adversely affect teachers’ Grade Books during the school day. To re-
enable Real Time Sync after these types of changes, follow the steps 
above. 

Synchronization Log 

Synergy SIS can log every detail of the synchronization between Synergy SIS and Grade 
Book. This is very useful in diagnosing problems that occur with the synchronization. 

• Navigate to Synergy SIS > Grade Book > Grade Book Log. 

 

Figure 2.11 – Grade Book Log 
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The main screen of the log shows the School Name and School Year that were 
synchronized. It also shows the type of information sent and received in the Sent Message 
Name and Received Message Name fields. The sent information was sent from Synergy 
SIS, and the received information was received from Grade Book. The time and date of 
both the sent and received information is logged as well in the Sent & Received Date Time 
columns. 

1. Click the Maximize/Minimize button in the Filter Options section. 

 
Figure 2.12 – Grade Book Log Screen, Filter Options 

2. Enter all or part of the school name in the School field.  

3. Select the type of log message to review in the Sent or Received Message Filter 
lists.  

4. Set a date range by entering the Begin Date and/or End Date. 

5. Click the Filter button, once all of the criteria have been entered. The log messages 
matching the criteria entered displays. 

6. Click the Show Detail button to see the detailed XML data either sent or received in 
each log message. 

 
Figure 2.13 – Grade Book Log Screen, Detailed Message 
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7. Click the Save to Report Output button below each message to export the XML 
message to a file,. The message opens in a separate file that you can save. 

 
Figure 2.14 – Report Output 
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GRADE BOOK SETUP 

 

 

 

 

This chapter covers: 

 How to set up Grade Book users ►
 The district configuration for Grade Book ►
 How to customize Grade Book menus ►
 The configuration needed for teachers to add ►
assignments 

 How to set up analysis bands ►
 How to configure progress reports ►
 How to set up report cards in Grade Book ►
 How to configure the Grade Book to allow specialists ►
to enter grades into Grade Book 

 How to set up Mass Comments ►
 How to configure Admin Reports ►
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USER SETUP 
Before most users can access the Grade Book software, the user must be configured for 
access. There are four levels of security that can be assigned to a user: 

• District Admin – this security allows the user access to everything in the Grade Book 

• District User – this security is the same as district admin 

• Principal – the principal can access any of the classes in Grade Book and screen all 
grades and assignments, but cannot adjust the setup or create and grade assignments. 

• Specialist – a specialist is a teacher that can grade assignments in multiple classes, like 
a music or art teacher. 

Teachers are automatically granted access to the Grade Book through the TEACHERVUE 
software, and do not have a security level assigned. Teachers can create and grade 
assignments for their assigned classes, but cannot change the Grade Book district setup. Within 
the Grade Book, teachers are assigned to one of two security levels that will specify if they use 
a section-based grade book or a standards-based grade book, as outlined in the Editing Users 
section later in this chapter. 

Specialists are set up differently than the other user categories, and this is explained later in this 
chapter. To set up all other users: 

1. Go to Synergy SIS > System > User > User. 
2. Click the Security Settings tab. 

 
Figure 3.1 – User Screen, Security Settings Tab 

3. In the Grade Book Security list, select the security level. 

4. Click the Save button at the top of the screen. 
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This security may also be set up at the group level. To assign Grade Book security at the group 
level: 

1. Go to Synergy SIS > System > User > User Groups. 

2. Click the Security Settings tab. 

 
Figure 3.2 – User Groups Screen, Security Settings Tab 

3. In the Grade Book Security list, select the security level. 

4. Click the Save button at the top of the screen. 

  

Tip: After users have been set up in Synergy SIS, the Grade Book must 
be synchronized as explained in Chapter Two before the users can 
access the Grade Book. 
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MENU CONFIGURATION 
While the phone number and website information is not transferred for the schools from Synergy 
SIS to the Grade Book, this information is not used or needed by the Grade Book software so it 
does not need to be entered. This is also the same for the rest of the information under the 
Add/Edit Schools and Add/Remove Ethnicities. The majority of this information is pulled from 
Synergy SIS and should be updated within Synergy SIS. Any information not transferred to the 
Grade Book software is not needed, and these menu options should probably be removed. 

The menu options in the Grade Book can be customized to remove options no longer needed, 
or to adjust the options available for each category of user (teachers, principals, etc.) The 
options that no longer work are left from when the Grade Book software was a stand-alone 
product and these options already exist in Synergy SIS, such as the student test information. 
The menu options that should be removed from the Admin menu are: 

• Post Parent Notice – this option no longer works 

• Report Card Admin – this option no longer works 

• Email/Alert Admin – this option no longer works 

• Select School/Class – this option no longer works 

• Add/Edit Schools – not needed; the information is synchronized from Synergy SIS 

• Add/Remove Ethnicities – not needed; synchronized from Synergy SIS 

• Import Test Data– this option no longer works 

• Import Test Data Management – this option no longer works 

• Imported Test Data Reports – this option no longer works 

The options that should be removed from the Grade Book menu are: 

• Student Config – this option no longer works 

• Communication – not needed; this happens within Synergy SIS 

Just as there are two different security roles for teachers, depending on whether they use a 
standards-based report card or a section-based report card, some menu items are only 
applicable to standards-based or section-based report cards. The recommended menu options 
and the report card type they apply to are: 
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Grade Book 

Menu Name Link Report Card Type 
Grade Book Main gb_GradeBookMain.aspx Both 
Assignments gb_GradeBookAssignments.aspx Both 
New Assignment gb_GradeBookItem.aspx Both 
Copy Assignments gb_GradeBookAssignmentCopy.aspx Both 
Transfer Student Scores gb_GradeBookTransferScores.aspx Both 
Grade Book Setup gb_GradeBookSetup.aspx Both 
Final Grade Config gb_GradeBookStudentConfig.aspx Section-based only 
Analysis Tool gb_GradeBookAnalysis.aspx Both 
Add New Class gb_AdminManageClasses.aspx Standards-based only 
Resources gb_GradeBookResources.aspx Both 

Report Card 

Menu Name Link Report Card Type 
Report Card Prescreen gb_ReportCardPrescreen.aspx Standards-based only 
Students gb_StudentRoster.aspx Both 
Item Analysis gb_ItemAnalysis.aspx Standards-based only 
Term Weighting gb_GradebookSetupPeriods.aspx Section-based only 
Report Card Matrix gb_ReportCardSpecialist.aspx Standards-based only 

Admin 

Menu Name Link Report Card Type 
Edit District Settings gb_AdminEditDistricts.aspx Both 
Edit Users gb_AdminEditUsers.aspx Both 
Edit Users by Grade Level gb_AdminEditUsersTypesByGradeLevel.aspx Both 
Add/Edit Subjects gb_AdminEditSubjects.aspx Standards-based only 
Add/Edit Assignment Types gb_AdminEditMeasureTypes.aspx Both 
Add/Edit Grade Book Score 
Types 

gb_AdminEditGradeBookScoreTypes.aspx Both 

Edit Grade Book Comments gb_AdminEditGradebookComments.aspx Both 
Add/Edit Report Card Types gb_AdminEditReportCard.aspx Standards-based only 
Edit Report Card Score Types gb_AdminEditReportCardScoreTypes.aspx Both 
Configure Report Card Files gb_AdminEditReportCardFile.aspx Standards-based only 
Edit Menus gb_AdminEditMenuItems.aspx Both 

To customize the menu and remove these options: 

1. Log in to Grade Book as a district admin as explained earlier in this chapter. 

2. On the Admin menu, click Edit Menus. 

3. Select the District Admin role from the Select a Role list. 
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Figure 3.3 – Grade Book, Edit Menus Screen 

4. Scroll down to the Admin section (in the Root Menu Items column, and click the Delete 
button next to each item to be removed. 

5. A message box warns that the menu item will be removed from all roles. Click the OK 
button. 

 
Figure 3.4 – Delete Menu Item Confirmation Box 

6. Continue clicking the Delete button to remove all unneeded items. 

7. To see the effects of the menu change, close Grade Book and re-open it. 

Deleting options removes the menu options from the menus for all roles. Some menu options 
may be needed for one role but not another. For example, the teacher using standards-based 
report cards (the Teacher role) needs some menu options the teacher using section-based 
report cards (the Secondary Teacher role) may not. To remove an option from one role, such as 
the teacher, but leave it active for other roles, such as the district admin: 
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1. Select the role for which the option should be hidden from the Select Role list. 

 
Figure 3.5 – Editing Menu Options 

2. Click the Edit button next to the option to be hidden. 

3. Change the value in the Visible column to No. 

 
Figure 3.6 – Hiding Menu Options 

4. Change the value in the Disabled column to Yes. 

5. Click the Save button. 

To add a menu option, such as the Edit Menus option: 

1. Scroll to the bottom of the Edit Menus screen. 

2. In the Create a new sub menu Item for all roles box, find the page name for the new 
menu item in the Direct Link menu.  
For Edit Menus, select ~/gb_AdminEditMenuItems.aspx. 

 
Figure 3.7 – Adding a Sub Menu Item 

3. Enter the name that should appear on the menu in the Sub Menu Name box, like Edit 
Menus. 

4. Assign a number to the menu in the Sequence box. This controls where in the menu the 
new option will appear. The sequence numbers are sorted in ascending order, so enter a 
number not currently in use in the menu in the order in which the menu option should 
appear. To reorder the options, the other sequence numbers may need to be edited. 
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5. Select the name of the top menu in which the new option should appear from the Root 
Menu list, such as Admin. 

6. Change the value in the Disabled box to No to activate the menu option. 

7. Click the Insert button. 

 

Note – The new menu items are visible for all users. To remove the option for 
other roles, follow the instructions earlier in this section on how to remove an 
option from a role without deleting it. 
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EDITING USERS IN GRADE BOOK 
Once users have been synchronized to the Grade Book from Synergy SIS, the user security 
within Grade Book can be adjusted. Two different modifications are common. First, teachers 
should be assigned to the security role that matches the type of report card used at their grade 
level. Teachers using a standards-based report card should be assigned to the role of Teacher. 
Teachers using a section-based report card should be assigned to the role of Secondary 
Teacher. 

The second modification that may be needed is assigning a user access to other schools and 
classes. For example, lead teachers may need to view classes other than their own. 

To assign teachers to the correct role based on the grade level of their students: 

1. From the Admin menu, select Edit Users by Grade Level. The Modify Users by 
Grade Level screen displays.  

 
Figure 3.8 – Admin Menu 

2. Select the school or entire district.  

3. For each grade level, select Teacher for those grades using standards-based report 
cards, or select Secondary Teacher for those grades using section-based report cards. 

 
Figure 3.9 – Modify Users by Grade Level Screen 
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4. Click the Update User Types button at the top of the screen. Teachers with students at 
that grade level will be assigned the selected role. The roles of other staff are not 
affected. 

To edit the user role and access to other classes individually: 

1. From the Admin menu, select Add/Edit Users. 

 
Figure 3.10 – Admin Menu 

2. The Edit Users screen appears. Scroll through the list of staff to locate the user to be 
edited. Users are sorted alphabetically by last name. 

 
Figure 3.11 – Edit Users Screen 

3. To advance to another page of user names, scroll to the bottom and select either the 
specific page number or click the Next and Previous links to scroll through the pages. 
The First and Last links advance to the first and last pages, respectively. 

 
Figure 3.12 – Advancing Through Pages 

4. Once the user is located, click the Edit link. Since users are synchronized from Synergy 
SIS, deleting a user would not be useful, as they would be re-added during the next 
synchronization. 

 
Figure 3.13 – Editing a User 
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5. The Edit box opens. To modify the user’s role, select the User Type and Security 
Level. These generally should be the same. The User Type controls the report card 
type used (Teacher for standards-based and Secondary Teacher for section-based). 
The Security Level determines the menu structure. 

 
Figure 3.14 – Edit Box 

6. To give the user permission to view classes other than their own, select the School and 
Grade Level, then click the Insert Additional Permissions button. 

7. The school and grade level added appear in the box to the right. Additional permissions 
may be added by repeating this step. To remove permissions, click the Delete link next 
to the permission. 

 
Figure 3.15 – Adding Permissions 

8. Click the Update User button to save the changes. 
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GRADE BOOK CONFIGURATION 
To prepare the Grade Book for teachers, four items need to be configured: the class subjects, 
the assignment types, the score types available, and the comments used.  

 

Note – For districts using standards-based report cards, the Edupoint 
project manager for their implementation will import the state-specific 
standards into the Grade Book for the district. 

Setting Up Subjects 

Subjects are used in standards-based report cards only, and are added to assignments. 
Teachers can also create their own custom subjects. The Grade Book comes with some pre-
configured subjects, which can be edited or deleted as needed. 

Adding Subjects 

 
Figure 3.16 – Admin Menu 

1. From the Admin menu in Grade Book, click Admin Subjects. The Subjects screen 
displays. 

 
Figure 3.17 - Subjects screen 
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2. Click NEW. A new row appears.  

 
Figure 3.18 – Adding a Subject 

3. Enter the Subject and the Sequence. The sequence is the order in which the subjects 
are listed in the list in the assignment. 

4. Click INSERT. 

Editing Subjects 

1. Move the mouse over the subject until the subject is highlighted. 

 
Figure 3.19 – The Edit Button 

2. Click the Edit icon. The word edited appears shaded orange.  

 
Figure 3.20 – Subjects 
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3. Change the Subject or Sequence. The sequence is the order in which the subjects are 
listed in the list in the assignment. 

 
Figure 3.21 – Editing Subjects 

4. Click SAVE. 

Deleting Subjects 

1. Move the mouse over the subject until it is highlighted. 

 
Figure 3.22 – Subjects 

2. Click the Delete icon. The word delete appears shaded red. 

  
Figure 3.23 – Deleting a Subject 

3. Click SAVE. A message box opens to confirm the deletion. 
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4.  Click OK to delete the subject. 

 
Figure 3.24 – Delete Confirmation Message Box 

Viewing Deleted Subjects 

 
Figure 3.25 – Showing Deleted Subjects 

1. Click the Options icon. The subject options display. 

2. Select the Show Deleted check box The deleted subjects appear with a note indicating 
the date they were deleted.  

 
Figure 3.26 – Deleted Subjects 
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Configuring Assignment Types 

Assignment Types are your districts’ assignment categories, such as Homework or Quiz. 
Assignment Types typically include Homework, Projects, Quizzes, Tests, Participation, Reports, 
Exams, and Presentations. The Grade Book comes with some pre-configured measure types, 
which can be edited or deleted as needed. 

Adding Assignment Types 

 
Figure 3.27 – Admin Menu 

1. From the Admin menu in Grade Book, click Admin Measure Types. The Measure 
Types screen displays. 

2. Click NEW. A new row displays. 

 
Figure 3.28 – Adding a Measure Type 

3. Enter the Measure Type and Sequence The sequence is the order in which the 
assignment types are listed in the assignment screen. 

4. If the assignment can have an assigned due date, check the Due Date box. 
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5. If the assignment is locked and cannot be edited by teachers, check the Locked box. 

6. Select the measure type color by clicking the icon in the Measure Type Color Picker 
column. The color picker window opens.  

 
7. Select the color and click OK button.  

8. Click INSERT. 

Editing Assignment Types 

1. Move the mouse over the assignment type until it is highlighted. 

 
Figure 3.29 – The Edit Button 

2. Click the Edit icon. The word edited appears shaded orange.  
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Figure 3.30 – Measure Types 

3. Make the necessary changes to the assignment type. 

4. Click SAVE. 

Deleting Assignment Types 

1. Move the mouse over the type until it is highlighted. 

 
Figure 3.31 – Removing Measure Types 

2. Click the Delete icon. The word delete appears shaded red. 
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Figure 3.32 – Deleting a Measure Type 

3. Click SAVE. A message box opens to confirm the deletion. 

  
Figure 3.33 – Delete Confirmation Message Box 

4. Click OK to delete the type. 

Viewing Deleted Assignment Types 

 
Figure 3.34 – Showing Deleted Measure Types 

1. Click the Options icon. The assignment type options display. 
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2. Select the Show Deleted check box. The deleted types appear with a note indicating the 
date they were deleted.  

Configuring Assignment Scoring Settings  

It is important to understand how the system calculates your students’ progress in order to use 
Grade Book effectively and to be able to explain a student’s grades to parents and guardians. 
There are two ways to calculate assignment scores, the Total Points Method and the Weighted 
Categories Method. 

Using the Total Points Method 

Teachers who use the Total Points Method base their grades on total point calculation. Every 
assignment is worth the amount of points assigned to it; assignments are weighted the same. 
Grades are determined by dividing the number of points earned by total points possible. 

Using this method, an example student’s grade is 71.7% for the six assignments the teacher 
has scored: 

Assignment Type Assignment Points 
Earned 

Points 
Possible 

Calculation Grade 

HOMEWORK (no weight) Ch 1 HW 0 10   
 Ch 2 HW 8 10   
 Ch 3 HW 5 10   
PROJECT (no weight) Project #1 38 50   
JOURNAL (no weight) Journal #1 18 25   
QUIZ/TEST (no weight) Whales Test 78 100   
Total  147 205 147/205 71.7% 

How was the grade calculated? Total points earned (147) divided by points possible (205) = 
71.7%. 

Using the Weighted Categories Method 

Teachers who use the Weighted Categories Method weight the assignment categories 
differently: Homework 15%, Project 35%, Journal 25%, and Quiz/Test 25%.  

Each assignment has a point value, which is then calculated into a percentage of its overall 
category value. Grades are determined by calculating the points earned in each weighted 
category; for each category this is the sum of the points earned divided by points possible, 
multiplied by the category weight. 

Using this method, the same student’s grade is 70.6% for six assignments in the Grade Book. 

Assignment Type Assignment Points 
Earned 

Points 
Possible 

Calculation Grade 

HOMEWORK (15%) Ch 1 HW 0 10 (13/30) x 0.15 = 0.065 6.5% 
 Ch 2 HW 8 10   
 Ch 3 HW 5 10   
PROJECT (35%) Project #1 38 50 (38/50) x .35 = 0.266 26.6% 
JOURNAL (25%) Journal #1 18 25 (18/25) x .25 = 0.18 18.0% 
QUIZ/TEST (25%) Whales Test 78 100 (78/100) x .25 = 0.195 19.5% 
Total  147 205 0.065 + 0.266 + 0.18 + 0.195 = 0.706 70.6% 



Chapter Three Grade Book User Guide  

43 Copyright© 2013 Edupoint Educational Systems, LLC 

How was the grade calculated? Calculate the scores for each category, then add them. The 
student earned the following scores for each category: 6.5% (Homework) + 26.6% (Project) + 
18.0% (Journal) = 19.5% (Quiz/Test) = 70.6%. 

Setting Assignment Weights 

1. Select the Grade Book Setup option from the Grade Book menu. The Grade Book 
Setup screen displays. 

 
Figure 3.35 – Grade Book Setup screen, District Default Weighting tab 

2. On the District Default Weighting tab, select the school you want to set up from the 
School list.  

3. Select the Enrollment Period.  

4. Select the Do Not Allow Teachers To Edit These Settings check box if you would like 
to restrict teachers from creating their own assignment weighting. 

5. Set the Weight (%) for each assignment type. The sum of the weights must equal 100%. 
If you do not use weights, enter 0 for each assignment type. 

6. Click Save and Update Current Classes. A message appears, that indicating your 
updates are complete.  

Defining Grade Book Score Types 

Grade Book Score Types are the grading scales used grade or score assignments. Examples of 
score type include Letter Grade, Percentage, Raw Score, and Rubric. Grade Book comes with 
some pre-configured score types that you can edit and delete as needed.  

  
Note: Districts can allow teachers to create their own Grade Book Score Types 
or require that teachers use only district-defined Grade Book Score Types.  
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Typically, teachers use the raw score scoring method to score assignments. However, in other 
situations, your district may need to use a custom score type, such as a Pass/Fail score type. 
There are two ways to create a custom score type, adding a new Grade Book Score Type, or 
copy an existing Grade Book Score Type. 

Adding GB Score Types 

 
Figure 3.36 – Admin Menu 

1. From the Admin menu in Grade Book, click Admin GB Scoretypes. The Grade Book 
Score Types screen opens. 

 
Figure 3.37 – Adding a New Score Type 

2. Click ADD SCORE TYPE. The ScoreType Details screen displays.  

 
Figure 3.38 – Score Type Details Screen 

3. Enter the name of the new score type in the Score Type field. 

4. Select the Max Value? check box to indicate that this score type has a maximum value. 
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5. Click SAVE. 

6. Under Score Type Details, click NEW to add a score type detail to the new score type. 
A new row displays. 

 
7. Enter the Score, which is text associated with the score such as A+, Pass, O, or 4. 

8. Enter the Value, which is the numeric value used to calculate the score. 

9. Enter the Sequence, which is the order in which the scores are displayed. 

10. Click INSERT. 

Copying GB Scoretypes 

1. On the Grade Book Score Types screen, select the score type to copy by clicking its 
name. 

 
Figure 3.39 – Copying a Score Type 

2. Click Duplicate. A message box opens to confirm the duplication. 
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Figure 3.40 – Confirming the Duplication 

3. Click OK to copy the Grade Book Score Type. A copy of the score type is added at the 
bottom of the list with all of the individual scores from the original score type. The copy is 
indicated by the word (copy) at the end of the score type name. 

 
Figure 3.41 – Copied Score Type 

4. To edit the copy, click the score type title on the Grade Book Score Types page.  

5. The score type name can be edited on the Score Types Detail page. Individual scores 
can also be modified by moving the mouse over the score until it is highlighted then 
clicking the Edit button. 

Editing Grade Book Score Types 

1. Click the score type title on the Grade Book Score Types screen. The Score Type 
Details screen displays. 
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Figure 3.42 – Editing Score Types 

2. Under GB Score Type, edit the name of the score type in the Score Type field. 

3. Select the Max Value? check box to indicate that the score type has a maximum value. 

4. Click SAVE. 

5. Move the mouse over the score type detail until it is highlighted. 

6. Click the Edit icon. The word edited appears shaded to the left of the score. 

 
Figure 3.43 – Updating Score Types 

7. Edit the score type detail as necessary.  

8. Click SAVE. 
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Deleting GB Scoretypes 

 
Figure 3.44 – Deleting Score Types 

1. Click a score type title. The Score Type Details screen displays. 

 
Figure 3.45 – Score Type Details 

2. Click DELETE. The system deletes the score type immediately, with no confirmation 
message.  
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Viewing Deleted GB Score Types 

 
Figure 3.46 – Showing Deleted Score Types 

1. Click the Options icon. The Grade Book Score Type options display. 

2. Select the Show Deleted check box. The deleted Grade Book Score Types appear with 
a note indicating the date they were deleted.  

Creating Assignment Comments 

There are two ways that schools typically use comments within Grade Book. The first way is as 
a placeholder. Teachers can add a comment to a student’s assignment to indicate that the 
student was absent for the assignment, the student did not turned it in, or that the student is 
allowed to make up the assignment later. These comments serve as reminders for teachers to 
follow up with the student, and had no impact on their final grade.  

The second way to use comments is to affect the student’s score. Teachers can use comments 
to apply penalties or default points to incomplete or late assignments. Grade Book comes with 
some pre-configured comments types that districts can edit and delete as needed.  

  

Note: Districts can allow teachers to create their own comments or require that 
teachers use only district-defined comments. 
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Adding Comments 

 
Figure 3.47 – Admin Menu 

1. From the Admin menu in Grade Book, click Admin Comments. The Grade Book 
Comments screen appears. 

 
Figure 3.48 – Grade Book Comments Screen 

2. Click NEW. A new row displays. 

 
Figure 3.49 – Add new comments 

3. Enter the appropriate information in the following fields: 

• Comment – the comment name that displays on the list when entering grades.  

• SEQ – the order in which the comment appears on the list. 
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• Not Scored Value – the default points given to an assignment when only a comment 
has been entered, but you have not entered a score for the assignment. 

  

Note: When creating comments as placeholder, typically you do not enter 
a value in the Not Scored Value field.  

You can also use the Not Scored Value field to enter a default score for 
an assignment with the specified code. For example, if a student receives 
a pass (is excused) from doing an assignment for some reason, you use 
the Not Scored Value field to assign a default score for assignments with 
the comment of Pass (Pa). Or you can assign a default score for any 
assignments with a Missing (Mi) comment, until a score is entered which 
overrides the default score.  

The Not Score Value is a point value, not a percentage. So if all of your 
assignments are 10 points, enter 10 in the Not Score Value field to give 
full credit, or 5 to give half credit.  

• Penalty % - the amount deducted from the student’s score when this comment is 
used. 

  

Note: Penalty % is typically used in comments for late or incomplete 
assignments. When you enter a number in the Penalty % field, the 
system automatically deducts a percentage of the total score for any 
assignments labeled with the associated comment. 

For example, if you enter 30 in the Penalty % field for assignments that 
receive a comment of Late (La), and you enter a score for a student 10 
out of 10 with a La code, upon saving, the system assigns the penalty, 
and the score will change to 7 points or 70%.  

• Missing Mark - indicates that this comment is related to missing assignments. If 
this is checked, assignments marked with this code are displayed as missing on 
reports, and on the Grade Book main screen in the Missing column (if the 
column is enabled). 

• Comment Code – the code used in the score entry grid on the Grade Book main 
screen. The comment code can be up to three letters or numbers. 

  

Tip: Although you can create comment codes that are a single letter 
or number, avoid creating comment codes that are also used as letter 
grades (such as ‘A’ for Absent). This prevents inadvertently entering a 
grade when you meant to add a comment code, and vice versa.  

  

Note: Adding a new comment with the same comment code as an 
existing comment replaces the existing comment. Comments are 
grouped by the comment code.  

• Removed When Scored – removes the code when a score is entered for the 
assignment. 
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4. Click INSERT. 

 

Note – The Grade Book Mark Type for each grading period mark on 
the Grading Setup screen is not used in the Grade Book. This 
setting is only used for integration with third-party grade book 
software. 

 
Figure 3.50 – Grading Setup Screen, Grade Book Mark Type 

Editing Comments 

1. Move the mouse over the comment until it is highlighted. 

2. Click the Edit icon. 

 
Figure 3.51 – Grade Book Comments Screen 

 

3. Edit the fields as necessary. 
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Figure 3.52 – Editing a Comment 

4. Click SAVE. 

Deleting Comments 

1. Move the mouse over the comment until it is highlighted. 

 
Figure 3.53 – Grade Book Comments Screen 

2. Click the Delete icon. The word delete appears shaded red next to the comment.  

3. Click SAVE. A message box opens prompting confirmation of the deletion. 
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4.  Click OK to delete the comment. 

 
Figure 3.54 – Message Box 

Viewing Deleted Comments 

 
Figure 3.55 – Showing Deleted Comments 

1. Click the Options icon. The Grade Book Comments options display. 

2. Select the Show Deleted check box. The deleted Grade Book Comments appear with a 
note indicating the date they were deleted.  

Defining Report Card Score Types  

Report Card Score Types are the grading scales that teachers use for the report card. Grade 
Book comes with some pre-configured score types that you can edit and delete as needed.  

For example, your district’s kindergarten, first, or second grade students’ report cards probably 
reflect their effort in each subject or standard (such as Outstanding, Satisfactory, and Needs 
Improvement), rather than a letter grade (A+ or B-) or a rubric score (4.0 or 3.5.) So, students 
who earned three scores on assignments graded with a raw score (’10 of 10’, ‘9 of 10’, and ’10 
of 10’), and have an Effort report card type, their final (overall) grade displays as ‘Outstanding’ 
on their report card, rather than ’96.67%’. 

  
Note: Districts can allow teachers to create their own Report Card Score Types 
or require that teachers use only district-defined Report Card Score Types.  
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Adding RC Scoretypes 

 
Figure 3.56 – Admin Menu 

1. From the Admin menu in Grade Book, click Admin RC Scoretypes. The Report Card 
Score Types screen opens. 

 
Figure 3.57 – Adding a New Score Type 

2. Click ADD SCORE TYPE. The ScoreType Details screen displays.  

3. Enter a name for the Report Card Score Type in the Score Type field. 
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4. In the Initial Value field, enter the total value for this scale, such as 100 for a percentage 
scale, or 4.0 for a Rubric scale. 

5. Select if this grade scale is an interpretation scale in the Available As Interpretation 
Scale field. See Creating an Interpretation Scale. 

6. Select Hide Final Score to hide the final grade from the Grade Book Main screen and 
from printed reports. Only the average grade displays.  

 
7. Click SAVE. 

8. Under Score Type Details, click NEW to add a score type detail to the new score type. 
A new row displays. 

 
9. Enter the Score, which is text associated with the score, such as A+, Pass, O, or 4. 

10. Enter the Low Score, which is the lowest value in the score range to qualify for this 
score. For example, in a Rubric, a score within the range of 3.51 to 4.00 would qualify for 
a score of ‘4’. The low score in that range would be 3.51.  

11. Enter the High Score, which is the highest value in the score range to qualify for this 
score. For example, in a Rubric, a score within the range of 3.51 to 4.00 would qualify for 
a score of ‘4’. The high score in that range would be 4.00.  

12. Enter the Value, which is the numeric value used to calculate the score. 

13. Enter the SEQ, which is the order in which the scores are displayed. 

14. Enter the Legend Text, which is a description of the score, such as ‘O = Outstanding’. 
The legend appears in ParentVUE and StudentVUE.  

15. Click INSERT. 
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Copying RC Scoretypes 

1. On the Report Card Score Types screen, select the score type to copy by clicking on 
its name. 

 
Figure 3.58 – Copying a Score Type 

2. Click Duplicate. A message box opens to confirm the duplication. 

 
Figure 3.59 – Confirmation of Duplication 

3. Click OK to copy the Report Card Score Type. A copy of the score type is added at the 
bottom of the list with all of the individual scores from the original score type. The copy is 
indicated by the word (copy) at the end of the score type name. 

 
Figure 3.60 – Copying a Score Type, Renaming 

4. To edit the copy, click the score type title on the Report CardScore Types page.  

5. The score type name can be edited on the Score Types Detail page. Individual scores 
can also be modified by moving the mouse over the score until it is highlighted, then 
clicking the Edit button. 
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Caution: The Synergy SISGrading, Synergy SISProgressPeriod, 
Synergy SISProgressPeriodTA, and Synergy SISGradingTA score types 
are used to synchronize the final grades to Synergy SIS, and these 
score type names should not be modified. The individual scores and 
ranges can be changed to match the ranges defined in Synergy SIS and 
used at the district. Teachers can also create a custom score type for 
their use by duplicating these score types. 

Editing RC Score Types 

1. Click the score type title on the Report Card Score Types screen. The Score Type 
Details screen displays. 

 
Figure 3.61 – Editing Score Types 

2. Under RC Score Type, edit the name of the score type in the Score Type field. 

3. In the Initial Value field, enter the total value for this scale, such as 100 for a percentage 
scale, or 4.0 for a Rubric scale. 

4. Check the Available As Interpretation Scale box if this grade scale is an interpretation 
scale. 

5. Select Hide Final Score to hide the final grade from the Grade Book main screen and 
from printed reports. Only the average grade displays.  

6. Click the SAVE icon under RCScore Type. 

7. Move the mouse over the score type detail until it is highlighted. 

8. Click the Edit icon. The word edited appears shaded to the left of the score. 
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Figure 3.62 – Editing Individual Scores 

9. Edit the score type detail as necessary.  

10. Click SAVE. 
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Deleting RC Scoretypes 

 
Figure 3.63 – Deleting Score Types 

1. Click a score type title. The Score Type Details screen displays. 

 
Figure 3.64 – Score Type Details 

2. Click DELETE under RC Score Type. The system deletes the score type immediately, 
with no confirmation message.  
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Viewing Deleted RC Score Types 

 
Figure 3.65 – Showing Deleted Score Types 

1. Click the Options icon. The Report Card Score Type options display. 

2. Select the Show Deleted check box. The deleted Report Card Score Types appear, with 
a note indicating the date they were deleted.  

Creating an Interpretation Scale 

The Interpretation Scale minimizes the effect of a low grade on the student’s overall grade in the 
class.  

For example, if a student does not turn in an assignment and receives a “0,” the Interpretation 
Scale can be set to interpret the score of “0” as having a value of “59%.” A “59%” is still within 
the failing range, but the failing grade has less of an overall impact when the final grade is 
calculated.  
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Figure 3.66 – Interpreted Grade on Grade Entry screen 

 

 
Figure 3.67 – Interpreted Grade on Grade Book Main screen 

Your district can create a Report Card Score Type that is available as an Interpretation 
Scale. It displays on the Interpretation Scale list on teachers’ Grade Book Settings tab in 
Grade Book Setup.  

To create an interpretation scale, create a Report Card Score Type with adjusted values 
and select the Available as Interpretation Scale check box.  
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REPORT CARD CONFIGURATION 
Custom report cards can be created for the Grade Book. These custom report cards must 
be created in RDLC (Client Report Definition) format using Visual Studio. Edupoint can 
create the initial report cards for the district based on the district’s specifications, or report 
cards may be created by the district. For more information about creating RDLC files, 
please see http://msdn.microsoft.com/en-us/library/ms252067(VS.80).aspx on the Microsoft 
website. 

Creating Report Card Types 

For a report card file to be added, a new report card type must also be created. Each file 
can also be specific to the student’s home language. The report card types should be 
created before the files are uploaded.  

  
Figure 3.68 – Admin Menu 

1. From the Admin menu in Grade Book, click Add/Edit Report Card Types. The 
Report Card Types screen displays. New types are added at the bottom of the list. 

 
Figure 3.69 – Report Card Types screen 

2. Enter a name for the report card type in the Report Card Template field. Each type 
has to be grade-level specific, so incorporating the grade level in the name is 
helpful. 

3. Select the Grade Level from the list. 

http://msdn.microsoft.com/en-us/library/ms252067(VS.80).aspx
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4. Choose the School from the list. The School can also be set to district-wide. 

5. Select the Grade Level Default? check box if this type is the default report card for 
the grade level selected. 

6. Select the Include Standards Scores check box to include standards dynamically. 
Your report card must be preconfigured for this functionality to work. 

7. Select the Use Rows as Standards check box to convert report card rows into 
standards that can be tied to assignments in place of report card correlations. 

8. Set the maximum number of comments a Report Card Delegate can enter in the 
Max Comment Per Delegatee field. 

9. Set the maximum length of comments by entering the maximum number of 
characters in the Comment Max Length box. 

10. Click the Insert button to save the new report card type. Once the new type has 
been inserted, the sections of the report card need to be defined.  

Defining Report Card Type Sections 

Each section represents a line on the report card to display either a subject and a grade or 
a header of a group of lines. 

1. Click the Show Sections link to define the sections of the report card. The Report 
Card Items tab displays. New items are added at the bottom of the list. 

2. Enter the name of the Report Card Item. These are the items that appear on this 
report card, such as the headers and subjects. 

3. Select a Parent Item if needed. Parent Items are generally headings used to group 
the items, and can be a plain header (Header) or a graded item themselves (Parent 
Drop-Down). 

4. Select the Can Delegate check box if this item can be delegated to another teacher 
to be graded. 

5. If this item is correlated with assignments in the Grade Book, check the Correlate 
box. 

6. Select the Fill Down check box if teachers are allowed to use the fill down feature 
when grading this item on report cards.  

7. Select the Item Type.  

• Calculated – individually graded item that is calculated by the system. 

• Comment (Do not display) - only shows on screen and is not printed on the 
report card, and can be used for grading instructions. 

• Drop down - individual graded item that is selected from a drop down list. 

• Drop down (parent) - acts as the heading of a group of items and has a 
summary mark for the items in the group below it. 

• Header (No score entry) - acts as the heading of a group of items and does 
not have a mark attached. 



Chapter Three Grade Book Administrator Guide 
 

65 Copyright© 2013 Edupoint Educational Systems, LLC 

• Read Only – read only text that appears on the report card. 

• Text box - individual graded item that is manually entered. 

8. Enter the Code for the item that indicates where it will be placed in the report card. 
This code comes from the report card file itself, and is generally in the format R1, 
R2, and so on. 

9. Select the Score Type from the list to indicate what types of report card score types 
can be selected for this item. 

10. If this item is to be graded by a Specialist, select the type of specialist. For more 
information about specialists, please see the next section in this chapter. 

11. The Sequence indicates the order in which the items appear on the report card, and 
must be numeric. 

12. To save the new section, click the Insert Item button. 

13. Continue adding sections by following steps 7-15 above until all report card sections 
have been added. The final report card setup will look like the example below. 

 
Figure 3.70 – Completed Report Card Type 

  

Tip: To include attendance records from Synergy SIS on the 
report card, such as absences or tardies, set the Item Type to 
Text Box (Small) and select Synergy SISAtt1 or Synergy 
SISAtt2 as the Score Type. The Attendance Def 1 and Def 2 
tabs for the grading period used in the report card must also be 
defined in the Grading Setup screen, as outlined in the Synergy 
SIS - Grading Administrator Guide. 

 
Figure 3.71 – Including Attendance Records 

14. Click the link back to report card list to return to the list of report card types. 
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A sample finished report card is shown below. 

 
Figure 3.72 – Sample Report Card 
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Configuring Report Card Files 

Once the RDLC files have been created to form a report card, they need to be added to the 
Grade Book.  

 
Figure 3.73 – Admin Menu 

On the Admin menu in Grade Book, click Configure Report Card Files. The Report Card 
Files screen opens. 

 
1. Click the Add New Report Card File button. The Insert screen opens. 

 
Figure 3.74 – Adding a Report Card File 

2. Select the report card type that will use this file from the Report Card list.  

3. Each file can also be set as language-specific by selecting the student’s home 
language from the Language list. 

4. Click the Browse button and locate the report card file to import. 

5. Click the Insert Report Card File button to save the report card file. 



Grade Book Administrator Guide Chapter Three 
 

Copyright© 2013 Edupoint Educational Systems, LLC 68 

SPECIALIST SETUP 
There may be teachers, particularly in an elementary school, who teach a subject to 
students from several classes. Examples of these types of teachers include art or music 
teachers, physical education teachers, reading intervention teachers, and speech 
therapists. 

These teachers may or may not be assigned their own class sections within Synergy SIS. 
Regardless of their setup in Synergy SIS, within Grade Book these teachers can be set up 
to access their students’ report cards for only their area of specialty. This is applicable only 
for districts using the standards-based report cards generated within Grade Book.  

Districts using section-based report cards from Synergy SIS must assign sections to the 
specialist for the specialist to enter grades and have those grades synchronize with the 
Synergy SIS report cards. These specialists should be set up the same way teachers are, 
and the rest of this chapter does not apply to them. 

Specialists in standards-based schools that are assigned to their own sections in Synergy 
SIS are referred to as Section Specialists. These teachers access Grade Book via 
TEACHERVUE, and maintain their own grade book for their assigned sections. However, in 
the report card they can only modify the sections assigned to their area of specialty. 

Specialists that are not assigned their own sections in Synergy SIS are referred to as 
Report Card Specialists. These teachers do not have access to the TEACHERVUE 
software, and they access the Grade Book through the Grade Book Admin Login Screen 
in Synergy SIS. They do not maintain their own grade book, and only use the Grade Book 
to modify the sections of the report card assigned to their area of specialty. 

To set up both types of specialists for access to the Grade Book: 

1. Go to Synergy SIS > System > User > User Groups. 

 
Figure 3.75 – User Groups Screen 

2. Click the Add button to create a new User Group titled Report Card Specialist. 
The district may add additional information in the title, but the group must start with 
the words Report Card Specialist. Multiple groups may be created, such as Report 
Card Specialist – Art and Report Card Specialist – Music. 
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Figure 3.76 – Adding a New User Group 

3. Click the Save button at the top of the screen. 

4. Add the teachers who are assigned to this group by clicking the Chooser button. 

 
Figure 3.77 – Adding Users to the User Group 

5. Click the Save button at the top of the screen to save the group members. 

6. Click the Security Settings tab and set Grade Book Security to Specialist. 

 
Figure 3.78 – User Groups Screen, Security Settings Tab 

7. Click the Save button at the top of the screen. 
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Once the user group has been created, the data needs to be synchronized to the Grade 
Book as outlined in Chapter Two of this guide. 

After the data has been synchronized, the assignments in the report card that will be 
graded by the specialist need to be identified. This must be set up for both types of 
specialists. To set up these assignments: 

1. In Grade Book, click the Add/Edit Report Card Types option on the Admin menu. 

2. Find the report card type that has items that will be graded by the specialist, and 
click the Show Sections link next to the report card type. 

 
Figure 3.79 – List of Report Card Types 

3. Find the items that will be graded by the specialist in the list. In the Specialist 
column, select the type of Report Card Specialist to be assigned to the item. 

 
Figure 3.80 – List of Report Card Sections 

4. Click the Save Changes button at the top of the screen. 

For Section Specialists, one additional step must be taken to set them up for the Grade 
Book. For each section assigned to these specialists, the section must indicate the Grade 
Book Specialist Group assigned to the section. To set up the sections: 

1. Go to Synergy SIS > Schedule > Section. 

2. Locate the section taught by the section specialist. When a section is assigned to 
staff that belongs to a user group with the Grade Book Security set to Specialist, a 
new option appears on the section screen – Grade Book Specialist. 
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Figure 3.81 – Section Screen 

3. To assign the section to the correct specialist group, click the gray arrow next to the 
Grade Book Specialist Group field. 

4. The Find SISUserGroup screen opens. Enter all or part of the specialist user group 
name in the User Group Name box, and click Find. 

 
Figure 3.82 – Find SISUserGroup Screen 

5. The groups matching the name entered appear in the Find Result grid. Click the 
name of the specialist group, and click the Select button at the top of the screen. 

 
Figure 3.83 – Selecting the Group 

6. Click the Save button at the top of the Section screen to save the changes. 
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Chapter Four : 
OPTIONAL SETUP 

 

 

 

 

This chapter covers: 

 Mark Rounding Settings ►
 Analysis Band Configuration ►
 Progress Report Configuration ►
 Comment Setup for Secondary Schools ►
 Mass Comment Setup ►
 Admin Reports Configuration ►
 Teacher Class Website Configuration ►
 District Grade Book Setup ►
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MARK ROUNDING SETTINGS 
Districts have the option of allowing their teachers to round their class mark.  

The following is an example of how the rounding settings affect a student’s final grade.   

For the Class Percentage, assume that a student has a class percentage of 89.978%. Here 
is the affect the Class Percentage rounding settings have on the grade displayed. 

89.978% Rounding On Rounding Off 
Whole number Only 90% 89% 
1 decimal 90.0% 89.9% 
2 decimal 89.98% 89.97% 

For the class mark, assume that a school’s grading scale is as follows: 

100    – 90 = A 
89.99 – 80 = B 
79.99 – 70 = C 
69.99 – 60 = D 
59.99 – below = F 

Also, assume that a student has a class percentage of 89.98%, because the class 
percentage was set to “Rounding On” and “2 decimals.” Here is the affect the Class Mark 
rounding settings have on the final mark. 

89.98% Rounding On Rounding Off 
Whole number Only 90% = A 89% = B 
1 decimal 90.0% = A 89.9% = B 
2 decimal 89.98% = B 89.98% = B 
 

Enabling Rounding of Class Mark 

1. From the Admin menu, select Config Values. The Global Config Values screen 
displays.  

 
Figure 4.1 – Admin Menu 
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2. In the boolMarkRoundingEnabled  row, set the value to True. 

3. Click Update. The Class Mark rounding option displays on the Grade Book Settings 
tab of the Grade Book Setup screen.   

 
Figure 4.2 - Grade Book Setup screen, Grade Book Settings tab 

Disabling Rounding of Class Mark 

1. From the Admin menu, select Config Values. The Global Config Values screen 
displays.  

 
Figure 4.3 – Admin Menu 

2. In the boolMarkRoundingEnabled  row, set the value to False. 

3. Click Update. The Class Mark rounding option is not available on the Grade Book 
Settings tab of the Grade Book Settings screen.   

 

 
Figure 4.4 - Grade Book Setup screen, Grade Book Settings tab 
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ANALYSIS BAND CONFIGURATION 
The Grade Book Analysis Tool screen displays the overall points, possible points, and 
percentage of points earned for each student. Student grades can be organized and sorted 
using this tool and then analyzed for a deeper analysis of the student or class’ performance. 

Once defined, customized views of the students’ grades can be saved for future use. 
Values that are considered “at risk” are highlighted in red.  

Setting Up Analysis Bands 

Analysis bands are quick ways to group students based on their performance. Bands can 
be used to monitor a student’s whose grades need to meet a particular threshold for 
eligibility to participate in certain school programs such as sports or student council.  

1. On the Grade Book Menu, select Analysis Tool. The Analysis Bands screen 
opens.  

 
Figure 4.5 - Analysis Bands screen 

2. Click New under Analysis Bands.  

 
Figure 4.6 – Analysis Bands 

3. Enter a name for the band. 

4. Click Insert. The new band appears on the list. 
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5. Select the new band. 

6. Click New under Band Details.  

 
Figure 4.7 – Performance Band Details 

7. Fill in the Mark, Low Score, High Score, and Display Color fields. 

8. Click Insert. 

Applying Analysis Bands 

 
Figure 4.8 – Grade Book menu, Grade Book Setup option 

1. Select the Grade Book Setup option from the Grade Book menu. The Grade 
Book Setup screen displays. 

 
Figure 4.9 – Other Setup Areas menu 

2. On the Grade Book Setup screen, click My Class Settings. The Class Settings 
screen displays all your classes. 
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3. Select a class from the list. 

4. Click the Edit icon. 

5. Select the band from the Analysis Band list.  

6. Click Save. Grade Book applies the band to the selected class’ student data. 

Using the Analysis Tool 

1. Click Analysis Tool on the Grade Book Menu. The Grade Book Analysis Tool 
screen displays an overview of student performance for the class. 

 
Figure 4.10 – Grade Book Analysis Tool screen 

2. Use the Analysis By list to select whether you want items analyzed by assignment, 
report card item, or standard.  

3. Select the Show Performance Bands box to display the student’s performance 
against predefined bands. 

4. Check the Show All Classes box to include the data from all classes for each 
student for the school year.  

5. Customize the data displayed in the grid clicking on a heading and dragging it to the 
space above the grid. The relative data displays under the heading in the grid.  
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Figure 4.11 – Customizing the Display 

The column headings including the Points, Possible, and % columns, can be reordered by 
dragging and dropping them to the left and right. 

Filter the data within columns by using the arrows on the column headings. Select the data 
to include, and click the OK button.  

 
Figure 4.12 – Filtering Data 

Adjust the order in which the data is displayed in the columns by selecting the order arrow 
on the column heading. Up is for ascending. Down is for descending. 

Hide columns by right clicking on the column heading, and selecting Hide from the list.  

 

Figure 4.13 – Hiding a Column 

Show column headings by right-clicking and selecting Show Field List from the pop-up list. 
The PivotGrid Field List box opens. Click and drag the column heading back into position. 

Saving a Screen 

1. Once the data is filtered and sorted, enter a name for the screen in the Create a 
New View field. 
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2. Click the Save View button. The saved screen can be selected from the My Views 
list.  

Using a Previously Saved Screen 

• Select the previously saved screen from the My Views list. 

Deleting a Screen  

1. Select the screen from the My Views list.  

2. Click the Remove View button.  

Exporting Data from the Current Screen 

• Export the screen as it appears on screen by clicking either the XLS or PDF link. 
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PROGRESS REPORT CONFIGURATION 
The Progress Report screen enables teachers to create customizable progress reports, 
which they can emailed or printed for distribution. Information can be aggregated by Report 
Card Row or by Section. Options include the ability to show points, progress bar, 
assignment detail, category breakdown, class average, assignment percentage of overall 
score, and parent signature request. Teachers can filter the assignments displayed in the 
progress report using the Filter Assignments functionality.   

Configuring Email Capability 

1. Navigate to Synergy SIS > System > Setup > System Configuration. 

 
Figure 4.14 - System Configuration screen - Email Options group box 

2. Select Email Enabled. 

3. Configure the email server setting fields.  

 
Figure 4.15 - System Configuration screen - Messaging group box 

4. In the Messaging group box, select Immediate Email Enable. 

5. Enter the time to begin sending emails in the Immediate Start Time field. 

6. Enter the interval (in hours) to check for emails to send in the Interval in hours (1 
to 24)… field. 

7. Select Blind Copy Sender on Immediate Emails, if applicable. 

8. Click Save. 
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Adding the Progress Report Screen to Grade Book 

 
Figure 4.16 - Admin menu 

1. In Grade Book, select Menu Editor from the Admin menu.   

2. Scroll to the Create a new sub menu item for all roles group box.   

 
Figure 4.17: Menu Editor screen 

3. Enter Progress Report in the Sub Menu Name field.   

4. Select /gb_ProgressReport.aspx in the Direct Link field.   

5. Enter a Sequence. 

6. Select Grade Book in the Root Menu field. 

7. Select Yes in the Visible field and No in the Disabled field. 

8. Click Insert to add the item. 

9. Secure the menu item for each Role, as appropriate. 

Setting Options 

Your district may choose to set default options and decide which options to display to 
teachers. 

 
Figure 4.18 – Admin Menu 

1. From the Admin menu, select Config Values. The Global Config Values screen 
displays.  
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Figure 4.19: Global Config Values 

2. Set the following values to True in order to lock and hide the following progress 
report options from teachers. Set the values to False in order to unlock and show 
these options. 

• bool_ProgressReports_isShowAssignmentsDistrictLocked 

• bool_ProgressReports_isShowStandardsDistrictLocked 

• bool_ProgressReports_isShowBarDistrictLocked 

• bool_ProgressReports_isShowPointsDistrictLocked 

• bool_ProgressReports_isShowAreasWithNoResultsDistrictLocked 

• bool_ProgressReports_isShowParentSignatureDistrictLocked 

3. Set the following default values to True. Teachers are still able to change the values 
on the progress report screen. If set to False, no default is set. 

• bool_ProgressReports_ShowAreaWithNoResultsDefaultValue 

• bool_ProgressReports_ShowPointsDefaultValue 

• bool_ProgressReports_ShowBarDefaultValue 

• bool_ProgressReports_ShowParentSignatureDefaultValue 

 
Figure 4.20: Global Config Values cont. 

4. Click Update.  
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COMMENT SETUP FOR SECONDARY SCHOOLS 
Districts can create a bank of comments that secondary teachers can use on report cards.  
Districts can also enable teachers to write free form comments when posting grades.   

1. Within Synergy, navigate to Synergy SIS > Grading > Setup > Grading Setup.  

2. On the Grading Setup screen, select the Comments tab. 

 
Figure 4.21 - Grading Setup Screen 

3. To enable teachers to enter free form comments, select the Allow Free Form 
Comments option. 

4. Set the Max Free Form Comments Length.  The maximum length is 200 
characters.  

5. To provide pre-defined comments, click the Add button. A new row displays in the 
Comments grid. 

6. Enter the Comment Code. 

7. Enter the Comment Note. 

8. Click No Staff Override, to prevent teachers from altering the comment.  

9. Click Save. 
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MASS COMMENT SETUP FOR ELEMENTARY SCHOOLS 
Teachers can now mass assign comments to report cards for multiple students or entire 
classes. District and teacher-created comments are available on this screen and can be 
filtered by subject and author. Selected comments can be dragged and dropped onto one 
or more students in the student chart. From this screen, a teacher can click on a student 
name and open the report card screen for further editing. The District can limit the teacher’s 
ability to access, create, and edit report card comments and comment banks. 

Enabiling Mass Assign Comments 

The Mass Assign Comments screen enables teachers to assign comments; district 
created or comments they create themselves, to multiple students at the same time. These 
comments display on the students’ report cards. 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  

 
Figure 4.22 – Create a new sub menu item for all roles 

4. Enter Mass Assign Comments in the Sub Menu Name field.  

5. Select ~/gb_MassAssignComments.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Grade Book in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 
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Setting Comment Bank Security 

 
Figure 4.23 – Admin Menu 

1. From the Admin menu in Grade Book, click Comment Security. The Comment 
Security screen displays. 

 
2. Select a school from the Choose a School field. 

3. Select the appropriate access level. Options include: 

• Teachers can edit narrative comment – teachers can edit district created 
comments.  

• Teachers can maintain a comment bank – teachers can create and maintain 
their own comments. 

• Teachers can choose from district comment bank – teachers have access to 
the district created comments. 

4. Click Save. 
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Creating a district comment bank 

 
Figure 4.24 – Admin Menu 

1. From the Admin menu in Grade Book, click Comment Bank. The Comment Bank 
screen displays. 

 
2. Click Add New Comment. The Comment screen displays. 

 
3. Enter the comment.  

  

Note: You can use place the following student name or pronoun 
placeholder codes in your comments and the system will replace the 
appropriate name or pronoun text.  
 <<He>> <<She>> <<him>> <<her>> <<his>> 
<<Name>>     <<Userswap>>     <<userswap>> 
 
For example, <<Name>> was a pleasure to have in class.  
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The Swap Type field on the Mass Assign Comments screen 
exchanges either the Name or Pronoun placeholders in the comment. 
The “Userswap” placeholders enable you to use both a Name and 
Pronoun placeholder in the same sentence.   
 
For example, I hope <<Userswap>> has a good summer. <<He>> 
was a pleasure to have in class. 

4. Enter a Start Date and End Date, to make the comments available only during a set 
time period. 

5. Click Save Comment. 

Editing comments 

 
Figure 4.25 – Admin Menu 

1. From the Admin menu in Grade Book, click Comment Bank. The Comment Bank 
screen displays. 

 
2. Click Edit for the comment to modify. The Comment screen displays. 
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3. Modify the comment. 

  

Note: You can use place the following student name or pronoun 
placeholder codes in your comments and the system will replace the 
appropriate name or pronoun text.  
 <<He>> <<She>> <<him>> <<her>> <<his>> 
<<Name>>     <<Userswap>>     <<userswap>> 
 
For example, <<Name>> was a pleasure to have in class.  
 
The Swap Type field on the Mass Assign Comments screen 
exchanges either the Name or Pronoun placeholders in the comment. 
The “Userswap” placeholders enable you to use both a Name and 
Pronoun placeholder in the same sentence.   
 
For example, I hope <<Userswap>> has a good summer. <<He>> 
was a pleasure to have in class. 

4. Enter a Start Date and End Date, to make the comments available only during a set 
time period. 

5. Click Save Comment. 
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ADMIN REPORTS CONFIGURATION 
Grade Book has new functionality in Admin Reports that allows the ability to target reports 
to different types of users. Admin users can define SQL-based reports that can be made 
available to users. Non-admin users will see hyperlinks of available reports and can run 
them from this screen. 

Enabling Admin Reports 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  

 
Figure 4.26 – Create a new sub menu item for all roles 

4. Enter Admin Reports in the Sub Menu Name field.  

5. Select ~/gb_AdminReports.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Grade Book in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 

Creating Admin Reports 

1. From the Grade Book menu, click Admin Reports. The Admin Reports screen 
displays. 

  
Figure 4.27 - Admin Reports screen 

2. Click New. The Query screen opens. 
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Figure 4.28 - Query screen 

3. Enter the Query Name, Sequence, and Description of the query report. The 
sequence is the order in which the reports are listed in the list on the Admin Reports 
screen. 

4. Select the users who will have access to this report on the Admin Reports screen. 

5. Enter a SQL report query in the Query field. 

6. Click Save. The query report appears on the Admin Reports screen. 

Editing Reports 

1. Move the mouse over the report until it is highlighted. 

 
Figure 4.29 – The Edit Button 

2. Click Edit. The Query screen opens. 
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Figure 4.30 - Query screen 

3. Edit the Query Name, Sequence, and Description of the query report. The 
sequence is the order in which the reports are listed in the list on the Admin Reports 
screen. 

4. Edit the users who will have access to this report on the Admin Reports screen. 

5. Edit a SQL report query in the Query field. 

6. Click Save.   

Deleting Reports 

1. Move the mouse over the report until it is highlighted. 

 
Figure 4.31 – Admin Reports screen 

2. Click the Delete icon. The word delete appears shaded red. 

  
Figure 4.32 – Deleting a Report 
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3. Click SAVE. A message box opens to confirm the deletion. 

4.  Click OK to delete the report. 

Running Admin Reports 

Only users types selected on the Query screen see the report when they access the Admin 
Reports screen. 

 
1. Click on the report name to view the results.  

 
2. Drag the column headers to arrange or filter results. (optional) 

 
3. Export the report in xls format by clicking the XLS link. 

  



Chapter Four Grade Book Administrator Guide 
 

93 Copyright© 2013 Edupoint Educational Systems, LLC 

TEACHER CLASS WEBSITE CONFIGURATION 
Teacher Class Websites enables teacher to create custom, class specific postings, and 
homework assignments in Grade Book. Parents and students can view these postings and 
assignments in ParentVUE and StudentVUE. Teachers also have the option to create 
custom topics to help organize their postings. Additionally, all ungraded (pending) 
homework assignments display in ParentVUE and StudentVUE.   

Enabling Teacher Class Websites in Grade Book 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  

 
Figure 4.33 – Create a new sub menu item for all roles 

4. Enter Teacher Class Website in the Sub Menu Name field.  

5. Select ~/gb_ClassWebsitePost.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Grade Book in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 
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Enabling Class Website in ParentVUE and StudentVUE: 

1. In Synergy, navigate to Synergy SIS > System > ParentVUE > ParentVUE and 
StudentVUE Configuration. 

 
Figure 4.34 - ParentVUE and StudentVUE Configuration screen 

2. Select the Class Websites checkbox in both the Parent Active Modules and 
Student Active Modules columns.   

3. Click Save.  

4. Navigate to Synergy SIS > System > ParentVUE > ParentVUE and StudentVUE 
School Configuration. 
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Figure 4.35: ParentVUE and StudentVUE School Configuration screen 

5. Ensure that the Class Website checkbox is not selected in both the Disable Parent 
Modules and Disable Student Modules columns. 

  

Note: If the Class Website checkbox is selected on the ParentVUE and 
StudentVUE School Configuration menu, teachers’ class websites will not be 
visible for your school. 

6. Click Save.   
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DISTRICT GRADE BOOK SETUP 
Administrators can create a standardized version of Grade Book, and make it available to 
all teachers within an individual school or district-wide. A District Grade Book can include 
pre-defined assignments and category weighting settings for entire grade levels or 
individual subjects. 

The district can determine whether to require teachers to use a District Grade Book or not. 
When a teacher of a grade or course with a District Grade Book enters their Grade Book, 
they will automatically receive all the pre-defined assignments and category weighting 
settings for their class. If a district does not require teachers to use a District Grade Book, 
the teacher can choose to remove those items using the Grade Book Setup options. 

Creating a District Grade Book 

 
Figure 4.36 - Admin menu 

1. From the Admin menu in Grade Book, click on the District Grade Book option. 
The District Grade Book screen opens. 

2. Click New District Grade Book to add a new template class. The New District 
Grade Book screen is displayed. 

 
 Figure 3.3.2 – District Grade Book 
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3. Enter a name and description in the District Grade Book Name and Description 
fields 

 
 Figure 3.3.3 – New District Grade Book 

4. Select a specific school or all schools from the School drop down list. 
5. If the district requires teachers to use the assignments and category weighting 

associated with the District Grade Book, select the Force Teachers to Accept 
check box. 
 
 If this check box is left un-selected, teachers will still be able to use the District 
Grade Book assignments and weighting, but it will not be required. 

6. Select the School Year. 
7. Select Grade Level(s) check boxes to which this District Grade Book will apply.  

8. If the District Grade Book will be used for specific courses, select the subject from 
the Department drop down. The courses related to the subject will display. 

9. Click on the course to associated with District Grade Book, and click on the Select 
button to move them to the Courses Selected field.  

10. Click Save to create District Grade Book. 
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Adding Assignments to the District Grade Book  

 
Figure 4.37 - Admin menu 

1. From the Admin menu, click on District Grade Book. The District Grade Book 
screen opens. 

 
Figure 4.38 - District Grade Book screen 

2. Select the District Grade Book associated with the new assignment from the Grade 
Book List drop down. Any assignments currently associated with the selected 
District Grade Book are listed on the Grade Book Assignments tab. 

3. Click the New Assignment button. The New Assignment window opens. 
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 Figure 3.3.6 – Grade Book Assignment screen 

4. Complete all appropriate fields for the new assignment. 

• Assignment Name is the title of the assignment. 

• The Description field is not required, but is very useful to help differentiate between 
assignments with similar names.  

• The Date of Assignment is the date the assignment is distributed to students. The 
default date is today. 

• The Assignment Category specifies if this assignment is Normal, for Extra Credit, 
or Not for Grading. 

• Selecting the Show in Parent/Student Portal check box enables this assignment to 
be displayed on the ParentVUE and StudentVUE portals. 

• The Security option specifies what changes a teacher can make to this assignment. 
The default is No Security, which places no restrictions on the changes that can be 
made.  

• The Due Date indicates the day the assignment is due. The Due Date default is to 
today’s date. 

• The Type field is a required field and assigns a measure or assignment type. See 
Configuring Assignment Types. 

• The Subject field is only available to Standards-based teachers. It is a required field 
and assigns the subject area. See Setting Up Subjects. 

• The Score Type is the types of grades and scores that a student can receive, such 
as a letter grade, a percentage, or a number of points.. See Defining Grade Book 
Score Types. 
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• The Max. Score field is only available if the Score Type is set to Raw Score. It sets 
the maximum score a student can receive for this assignment in numeric format. 
The number can contain up to two decimal places.  

• The Points field set the total number of point the assignment is worth when 
calculating the final grade. The points value are entered in numeric format and can 
contain up to two decimal places. 

• The Enable Drop Box option allows students to submit and upload this assignment 
through StudentVUE.  

• The Drop Box Open Date and Drop box Close Date fields specify the dates that 
the digital drop box will be available to students for this assignment.  

• The Document Count Limit indicates the number of documents the student can 
upload for this assignment. 

  

Note: When creating assignments in a District Grade Book, the 
system will use the assignment’s Due Date field to determine the 
correct grading period.  
 
If the District Grade Book is tied to a specific grade level, you can add 
Report Card Correlations and Standards. 

5. Click the Report Card Correlations tab. Select the report card area(s) to which this 
assignment pertains.  

6. Select any standards associated with this assignment from the Standards 
Correlations tab. (optional) 

a. Select the appropriate standards for the assignment in the Standards 
Picker section. Selected standards are labeled Selected. 

b. Click DONE. The selected standards display under Assignment Standards. 

7. Select Save Assignment to save this individual assignment and return to the 
District Grade Book screen. 
 
OR 
 
Click the Save/Add Another Assignment button and repeat the steps above to 
create another District Grade Book assignment. 

  



Chapter Four Grade Book Administrator Guide 
 

101 Copyright© 2013 Edupoint Educational Systems, LLC 

Configuring Category Weighting Settings 

 
Figure 4.39 - Admin menu 

1. From the Admin menu in Grade Book, click on District Grade Book. The District 
Grade Book screen opens. 

 
Figure 4.40 – District Grade Book screen 

2. Select the District Grade Book from the Grade Book List drop down. 

3. Select the Category Weighting tab. 

 
 Figure 3.3.9 – District Grade Book screen 

4. Set all the appropriate values to weight the different types of assignments. 

• The Weight (%) fields indicate how much weight each assignment type holds in 
relation to the other assignment types. The sum of all the weights must equal 100%.  
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• The Drop Scores field is the number of scores that can be excluded from the grade 
calculation.  

• The Default Points Possible sets the default number of points possible for each 
assignment of that type.    

5. Click Update. 

Setting up Term Weighting  

District Grade Books for secondary schools can use term weighting to customize the grade 
calculations on report cards.  

 
Figure 4.41 - Admin menu 

1. From the Admin menu in Grade Book, click on District Grade Book. The District 
Grade Book screen opens. 

 
Figure 4.42 – District Grade Book screen 

2. Select the District Grade Book from the Grade Book List drop down. 

3. Select the Term Weighting tab. 
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Figure 4.43 - District Grade Book screen, Term Weighting tab 

4. Check the box in front of each period that will use a calculated grade. 

 
Figure 4.44 -Selecting the Grading Periods 

5. For each period selected, check the periods that will be used in the calculation. 

6. Enter the Weight (or percentage) that each mark weighs in the calculation.  

7. Click Update.  
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Configuring Final Grade Defaults 

 
Figure 4.45 - Admin menu 

1. From the Admin menu in Grade Book, click on District Grade Book. The District 
Grade Book screen opens. 

 
Figure 4.46 – District Grade Book screen 

2. Select the District Grade Book from the Grade Book List drop down. 

3. Select the Final Grade Defaults tab. The available grading periods and default 
score types display.  

 
Figure 4.47 - District Grade Book screen, Final Grade Defaults tab 

4. Select the Score Type for any or all grading periods. 

5. Click Save Defaults.  



Chapter Four Grade Book Administrator Guide 
 

105 Copyright© 2013 Edupoint Educational Systems, LLC 

 

 

 

 

Chapter Five : 
STANDARDS CONFIGURATION 

 

 

 

 

This chapter covers: 

 Understanding Standards ►
 Creating Standard Types ►
 Entering and Editing Standards ►
 Importing Standards ►
 Aligning Standards to Individual Courses ►
 Enabling Standards in Grade Book ►
 Transferring Standards Results ►
 Viewing Missing Marks ►
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UNDERSTANDING STANDARDS 
Your state may have adopted specific educational standards that you are required to utilize. 
Grade Book enables you to associate courses and assignments with specific academic 
standards, as well as calculate final grades and analyze student performance based on 
those standards. Grade Book supports an unlimited number of standards, which the district 
provides. Districts can enter their standards, import standards, tie standards to specific 
district courses, and enable teachers to create their own class standards (objectives.)  

Standards are grouped into any number of Standards Types (such as Common Core, State 
Standards, CTE Standards) created by the district. Individual standards (strands) can be 
added to a Standard Type and grouped by grade level and subject. Each standard can 
have a number of objectives (concepts) several levels deep.  

The following example is a Common Core standard for first grade math, with multiple 
strands and concepts. 

 
Figure 5.1 – Example Standard 

 

CREATING STANDARD TYPES 
Standard Types are groups of standards. Examples of common Standard Types include 
Common Core Standards, State Standards, and CTE Standards. Each Standard Type can 
contain multiple individual standards, and each standard can contain multiple concepts or 
objectives.  

1. In Synergy SIS, navigate to Synergy SIS > Grade Book > Standards. 

2. Click the Standard Types tab. 

3. Click Add. A new row displays on the Standard Types grid.  

4. Enter the standard name in the Standard Type column. 

5. Select a Grade Book Score Type.  

6. Select an Aggregation Method. 

7. Select the Lock Method to prevent teachers from modifying the standard.  
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8. Select the Visible check box to enable Grade Book users to see and use this 
Standard Type. 

9. Click Save. The Standard Type displays in the Standard Type fields in Synergy SIS 
and in Grade Book. 

ENTERING AND EDITING STANDARDS 
Creating a Standard or Strand 

1. In Synergy SIS, navigate to Synergy SIS > Grade Book > Standards. 

2. On the Standards tab, select the Standard Type, Grade Level, and Subject. 
3. Click the Refresh button. Any available standards display. 

4. Click Standards. The Substandards grid appears.  

5. Click Add. A new row appears in the Substandards grid.  

6. Enter the standard’s Code. 

7. Select the Score Type for the standard. This is the Grade Book score type. The 
standard’s score type can be different from the Standard Type’s score type. 

8. Select the Aggregation Method for the standard. 

9. Enter the description of the standard in the Standard column.  

10. Enter the description of the standard that will be available to parents and students 
via ParentVUE and StudentVUE in the Parent Version column. 

11. Enter the standard’s Weight.  
12. Select the Is essential check box if the standard is essential. 

13. Select the Showinportal check box to enable this standard to be displayed in 
ParentVUE and StudentVUE. 

Creating an Objective or Concept 

1. In Synergy SIS, navigate to Synergy SIS > Grade Book > Standards. 

2. On the Standards tab, select the Standard Type, Grade Level, and Subject. 
3. Click the Refresh button. Any available standards display. 

4. Click the standard. The Substandards grid appears.  

5. Click Add. A new row appears in the Substandards grid.  

6. Enter the objective’s Code. 

7. Select the Score Type for the objective. This is the Grade Book score type. The 
objective’s score type can be different from the standard’s score type. 

8. Select the Aggregation Method. 

9. Enter the description of the objective in the Standard column.  
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10. Enter the description of the objective that will be available to parents and students 
via ParentVUE and StudentVUE in the Parent Version column. 

11. Enter the objective’s Weight.  
12. Select the Isessential check box if the objective is essential. 

13. Select the Showinportal check box to enable this objective to be displayed in 
ParentVUE and StudentVUE. 

IMPORTING STANDARDS 
Standard can be imported directly into Synergy SIS using the Standards Import tool. You 
can also mass import district courses that have standards associated with them, rather than 
aligning the standards with the district courses one by one. (See Aligning Standards to 
District Courses.) 

 

Note – The standards must be in a properly formatted Excel spreadsheet to 
upload correctly. 

Importing Standards Files 

To import standards files into Synergy SIS, the files must meet the following criteria: 

• The file must be in an Excel file (97-2003.xls). 

• The file must be named Standards. 

• The column headings defined as A=Code, B=Grade, C=Subject, D=Score Type, 
E=Aggregation Method, F=Weight, G=Is Essential, H=Show In Portal, I=Parent 
Version, followed by one or more columns for the standard and any child standards.  

• When creating a child standard, be sure and fill out both the parent and child 
standard columns to insure proper matching. 

• Grade and Subject must be provided and match definitions in Grade Book. 

• Score Type and Aggregation method are optional. If not supplied, they will use the 
values defined for the Standard Type. If values are provided, they must be pre-
defined in Grade Book. 

• Weight, Is Essential and Show in Portal are optional. The default values will be 
Weight=1.00, Is Essential = N and Show In Portal = Y. If values are provided, they 
must be decimal for Weight and Y or N for Is Essential and Show In Portal. 
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The following is an example of the Standards file required layout. 

Code Grade Subject Score Type Aggregation Method Weight Is Essential Show In Portal Parent Version Standard Child Standard

MA.AM1.1.01.1 Grade 09 Math 1.00 N Y Applied Math 1-1

MA.AM1.1.01.1.01 Grade 09 Math Letter Grade Mean 1.00 N Y Applied Math 1-1 APPM1.1.1-Students are able to synthesize information from a variety of technological sources to apply mathematical and scientific calculations.

MA.AM1.1.01.1.02 Grade 09 Math Applied Math 1-1 APPM1.1.2-Students engage in a variety of mechanisms to identify the function of the mathematical computation.

MA.AM1.2.01.1 Grade 09 Math Applied Math 1-2

MA.AM1.2.01.1.01 Grade 09 Math Applied Math 1-2 APPM1.2.1-Students are able to synthesize information from a variety of technological sources to apply mathematical and scientific calculations.

Figure 5.2 – Standards File Layout 

1. Navigate to Synergy SIS > Grade Book > Standards. 

2. On the Import Standards tab of the Standards screen, click Add on the Import 
Standards Files grid. The Attach Document screen displays. 

3. Upload the Standards file. The file displays in the Import Standards Files grid. 

4. Select the Standards Type for the file. 

5. Click Process File. The Job Status screen displays and indicates when the file is 
processed. 

Importing District Course Standards en Masse 

To import district course standards files into Synergy SIS, the files must meet the following 
criteria: 

• The file must be in an Excel file (97-2003.xls). 

• The file must be named District Course Standards. 

• The column headings defined as A=Course ID, B=Standard Code, C=Include In 
Report Card, D=Weight, E=Year Start. 

• Course ID and Standard Code must be provided and must match existing records. 

• Include in Report Card must contain a value of Y or N. 

• Weight and Year Start are optional. If not supplied, the default values are 
Weight=1.00, Year=Focus Year. If values are provided, they must be decimal for 
Weight and a four-digit year. 
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The following is an example of the Standards file required layout. 

Course ID Standard Code Include In Report Card Weight Year Start
0610 RWC1-6 1a Y 1.00 2012
0610 RWC1-6 1b Y 1.00 2012
0610 RWC1-6 1c Y 1.00 2012
0610 RWC1-6 1d Y 1.00 2012
0610 RWC1-6 1e Y 1.00 2012
0610 RWC1-6 1EO N
0610 RWC1-6 10-1-6.1a Y 1.00 2012
0610 RWC1-6 10-1-6.1b Y 1.00 2012
0610 RWC1-6 10-1-6.1c Y 1.00 2012
0610 RWC1-6 10-1-6.1d Y 1.00 2012  

Figure 5.3 – Standards File Required Layout 

1. Navigate to Synergy SIS > Grade Book > Standards. 

2. On the Import Standards tab of the Standards screen, click Add on the Import 
District Course Standards Files grid. The Attach Document screen displays. 

3. Upload the District Course Standards file. The file displays in the Import District 
Course Standards Files grid. 

4. Select the Standards Type for the file. 

5. Click Process File. The Job Status screen displays and indicates when the file is 
processed. 

ALIGNING STANDARDS TO INDIVIDUAL COURSES 
If your district is unable to align standards to district courses by importing them en masse, 
standard also be aligned individually to each district course. Using the Standards tab on 
the District Course screen, you can align specific standards with a course. When the 
teacher is assigned the course, they have access to the associated standards via the Class 
Standards screen in Grade Book.  

1. Navigate to Synergy SIS > Course > District Course.  

2. Click the Standards tab. 

 
Figure 5.4 – District Course screen, Standards tab 

3. Find the course to which you will add standards. 

4. Click the Chooser button. The Chooser screen displays.  
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Figure 5.5 – Standards Chooser screen 

5. Select the standards to associate with this course. 

6. Click Select. The selected standards display in the Standards grid of the 
Standards tab. 

 
Figure 5.6 – District Course screen, Standards tab 

7. Select which standards to include in report cards by selecting the check box in the 
Include In Report Card column.  

8. Set the appropriate weight for the standards in the Weight column. 
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9. Click Save. The next time the teacher of the course logs in to Grade Book, they can 
load the defined standards from Course Alignment. 

ENABLING STANDARDS IN GRADE BOOK 
Understanding Standards Final Mark Methods 

When using academic standards in Grade Book, a student’s overall grade can be 
determined either from traditional assignment data or from standards data. When 
determining a student’s overall grade from standards data, Grade Book first determines the 
student’s overall proficiency on each standard assessed.  

From there, the individual standard results can be either: 

• Averaged to determine an overall class grade (Weighted Mean). 
 
OR 
 

• Passed to the Standards Mark Definition Matrix to determine an overall class grade 
(Mark Definition Matrix). 

Using Weighted Mean 

When averaging standards to determine an overall grade, a student’s proficiency on each 
standard is multiplied by the weight of the standard. The sum of all of the ‘weighted’ 
standards is then divided by the sum of the assessed standards weights – this number is 
then passed to the Report Card Score Type to determine the final grade.  

 
Figure 5.7 – Report Card Score Type 

• Weighted mean averages standards performance across all standards to determine 
overall grade. 

• Allows standards to have different weights. Weighting is a multiplier that allows 
some standards to contribute more to the overall grade. 

• Category weighting and term weighting are NOT factored into the overall grade. 

• Allows standards to be assessed with different score types.  
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EXAMPLE: 

Consider the following example of a student’s overall proficiency on eight standards and the 
effects of Weighted Mean methods of determining an overall grade. 

 
Figure 5.8 – Weighted Average of Standard Results 

How this student’s overall grade was determined: 

Standard Score Standard 
Weight 

Weighted Average 

HS.G.02.04 4 2 8 
Hs.G.02.03 4 1 4 
HS.G.02.02 4 1 4 
HS.G.02.01 1 1 1 
HS.G.01.04 2 1 2 
HS.G.01.03 3 1 3 
HS.G.01.02 3 1 3 
HS.G.01.01 3 1 3 

TOTAL  9 28 

The student’s Overall Grade is 3.11 (Weighted Average (28) / Standard Weight (9)). Based 
on the Report Card Score Type shown previously, the mark for a 3.11 is a B. 
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Using Mark Definition Matrix 

When using the Standards Mark Definition Matrix to determine overall grades (using a 4-
point Rubric standards as an example), the percentage of 4’s, 3’s, 2’s, and 1’s a student 
earns on assessed standards is passed to a district-defined matrix.  

 
Figure 5.9 – Standards Mark Definition Matrix 

• Mark definition matrix uses the criteria defined in the grid to determine overall grade. 
To get a particular grade the student must match the criteria defined in that row. 

• Marks are processed according to their sequence. The first mark criteria matching 
the student’s performance will be the mark given. 

• Category weighting and term weighting are NOT factored into the overall grade. 

• Allows standards to be assessed with different score types. 

• Final grade configuration settings do not control the mark given. 

• All teachers who have their final grades calculated from standards will use this 
setting. 

EXAMPLE: 

Consider the following example of a student’s overall proficiency on eight standards and the 
effects of Mark Definition Matrix methods of determining an overall grade. 

 
Standards Mark Definition Matrix 

How the student’s overall grade was determined: 

Standards Proficiency Count Percentage 
4 3 37.5% 
3 3 37.5% 
2 1 12.5% 
1 1 12.5% 
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To earn an A, B, or C using the Standards Mark Definition Matrix shown previously, the 
student cannot have earned any “1”s. In this example the student has earned one “1,” so he 
is disqualified from earning these marks. To earn a D, the student must earn greater than 
50% 4’s and 3’s and less than 33% 1’s. This student earned 75% ‘4’s and ‘3’s and 12.5% 
‘1’s. The student’s overall grade is a D. 

Setting Standards Grading Method 

1. From the Admin menu, select the Standards Grading Method option. The 
Standards Final Marks Method screen displays. 

 
Figure 5.10 – Standards Final Mark Method screen 

2. Select the Weighted Mean option. 
 
OR 
 
Select the Mark Definition Matrix option. 

Defining the Mark Matrix 

1. Select the Student Final Grade Score Type (rows). These are the district defined 
Report Card Book Score Types. See Defining Report Card Scoretypes. This final 
score appears on the student’s report card. A separate matrix can be defined for 
each Student Final Grade Score Type if needed. 

2. Select the Standards Score Type (columns). These are the district defined Report 
Card Book Score Types. See Defining Report Card Scoretypes. The student 
received these scores on the standards. 
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Figure 5.11 – Mark Definition Matrix 

3. Click in the cell you want to edit. The cell is active and the criteria displays in the 
Criteria column 

 
Figure 5.12 – Editing Criteria 

4. Set a percentage of total marks required and then define this by choosing Or More, 
Or Less, or Exactly from the list. This defines the minimum scores needed for 
students to earn this grade.  

 

Note – If you want the criteria to apply to more than one cell in that row, click 
the arrow icon, and the criteria are added to the adjacent cell. 

 



Chapter Four Grade Book Administrator Guide 
 

117 Copyright© 2013 Edupoint Educational Systems, LLC 

 
Figure 5.13 – Defining Minimum Scores 

5. Click Update. 

6. Repeat in all necessary cells to define the matrix. 

 

Note – The lowest Mark row’s criteria should be set at 100% and Exactly 
should be selected. Upon clicking Update, the bottom row should contain the 
message: 100% Exactly of the total marks must be a 4 or 3 or 2 or 1. (This 
will vary depending on your Standard Score Type setting.) 

 

 
Figure 5.14 – Edited Matrix 

Running the Mark Matrix Analysis 

After a Matrix has been set up, it can be tested by using the Final Mark Setup Analysis. 
Running the Final Mark Setup Analysis generates a report containing randomly generated 
marks for sample students. This analysis contains a breakdown of each sample student’s 
percentage of marks obtained, which are used to determine the grades from the matrix. 
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Figure 5.15 – Running the Mark Matrix Analysis 

1. Enter the number of sample standards in the Standards field. 

2. Click Run Analysis. The report is generated. 

 
Figure 5.16 – Analysis Report 

3. Modify the scores in a student’s column to determine the effect different marks have 
on the student’s final grade. 

Suppressing Assignment Information in Standards Mode 

Districts have the ability to hide assignment information on both the New Assignment and 
the Assignment Score Entry screens when in Standards mode. 
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Hiding Assignment Information in Standards Mode 

 
Figure 5.17 – Admin Menu 

 

1. From the Admin menu, select Config Values. The Global Config Values screen 
displays.  

 
Figure 5.18 - Global Config Values screen 

2. In the bool_HideAssignmentColumnOnEnterScorePageInStandardsMode row, 
set the value to True. 

3. Click Update. If the standards mode is set to On in the teachers Class Settings, only 
the standards related information for the assignments displays on the New 
Assignment and on the Assignment Score Entry screen. 
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Figure 5.19 – New Assignment screen 

 
Figure 5.20 - Assignment Score Entry screen 

Displaying Assignment Information in Standards Mode 

 
Figure 5.21 – Admin Menu 
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1. From the Admin menu, select Config Values. The Global Config Values screen 
displays.  

 
Figure 5.22 - Global Config Values screen 

2. In the bool_HideAssignmentColumnOnEnterScorePageInStandardsMode row, 
set the value to False. 

3. Click Update. If the standards mode is set to On in the teachers Class Settings, 
both the standards and assignment scoring information for the assignments displays 
on the New Assignment and on the Assignment Score Entry screen. 

 
Figure 5.23 – New Assignment screen 
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Figure 5.24 - Assignment Score Entry screen 

Enabling Class Standards 

The Class Standards screen enables teachers to load standards aligned to their 
respective district courses, create teacher-specific standards/objectives, and load standards 
from the district standards for use with their classes. 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  

 
Figure 5.25 – Create a new sub menu item for all roles 

4. Enter Class Standards in the Sub Menu Name field.  

5. Select ~/gb_ GradeBookSetup_ClassStandards.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Grade Book in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 
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Displaying Standards on ParentVUE and StudentVUE 

Districts and schools each have the option allow ParentVUE and StudentVUE to display 
standards-based information when assignments have standards associated with them. 

Standards data associated with an assignment displays on both an assignment level and at 
a summary level. 

  
Figure 5.26 – Standards Summary screen 

 
Figure 5.27 – Assignment Detail screen displays standards 

  

Note: Before enabling standards in ParentVUE and StudentVUE, the 
Standards Mode must be enabled. An assignment must have standards 
associated with it in order for standards to be calculated.  
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Setup at the District level 

1. In Synergy SIS, navigate to Synergy SIS > System > ParentVUE > ParentVUE 
and StudentVUE Configuration. 

 
Figure 5.28 – ParentVUE and StudentVUE Configuration screen 

2. Uncheck the Hide Standards Graph Indicator box. 

3. Select the Display standards data check box.  

4. Click Save. 

Setup at the School Level 

1. In Synergy SIS, navigate to Synergy SIS > System > ParentVUE > ParentVUE 
and StudentVUE School Configuration. 
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Figure 5.29 – ParentVUE and StudentVUE School Configuration screen 

2. Uncheck the Hide Standards Graph Indicator box. 

3. Select the Display Standards Data check box.  

4. Click Save. 

TRANSFERRING STANDARDS RESULTS 
The Standards Transfer Screen allows teachers to transfer the proficiency level attained on 
standards in another class to their current class for a given grading period and student. The 
system looks for any standard results for the currently selected grading period in other 
classes that matches a standard in your Class Standards list. 

Enabling Standards Transfer 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  
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Figure 5.30 – Create a new sub menu item for all roles 

4. Enter Transfer Student Standards in the Sub Menu Name field.  

5. Select ~/gb_StandardsTransfer.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Grade Book in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 

VIEWING MISSING MARKS  
The Missing Marks screen shows missing grades (marks) on the Standards Based Report 
Card. Teachers can filter the information displayed to help narrow results. The missing 
marks screen links to the Report Card screen, allowing teachers to access and complete 
student’s report cards by clicking on their name. 

Enabling the Missing Mark screen 

1. From the Admin menu, select Menu Editor.  
2. Select Teacher in the Select a role field. 

3. Scroll to the Create a new sub menu item for all roles group box at the bottom of 
the screen.  

 
Figure 5.31 – Create a new sub menu item for all roles 

4. Enter Missing Mark in the Sub Menu Name field.  

5. Select ~/gb_MissingMarks.aspx in the Direct Link list.  

6. Enter a Sequence. 

7. Select Report Card in the Root Menu list. 

8. Select Yes in the Visible list and No in the Disabled list. 

9. Click Insert to add the item. 
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AVAILABLE SYNERGY SIS REPORTS 

The available reports for Grade Book within Synergy SIS are found under the 
Synergy SIS Grade Book menu. These reports are only available to users with access to 
Synergy SIS. Additional reports are available from within Grade Book.  

Accessing Reporting  

1. Navigating to Synergy SIS > Grade Book > Reports. 

2. Click on the name of the report.  

3. Select the options to be used in generating the report (listed in the following 
sections.) 

4. Click Print to print the report. The report prints as a PDF file to the screen, which 
can then be sent to the printer. 
 
OR 
 
Click Email Me. A PDF file is emailed to the email address associated with your 
user account. 

  

  

Note:  For the purposes of this manual, only the report settings and 
filters available on the Options tab of the report interface are detailed. 
Additional options are available on the other report interface tabs. For 
more information on the additional options on the report interface tabs, 
please refer to the manual titled Synergy SIS – Query & Reporting 
Guide. 
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GBK201 – Standards Based Report Card 

The GBK201 prints the Standards Based Report Card generated in Grade Book. The 
GBK201 Standards Based Report Card report output displays students’ Standards Based 
Report Cards, which vary by school district. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.1 - GBK201 - Standards Based Report Card Report Interface 

• Student Info: Select an individual student or group of students based on the Perm 
ID, Last Name, First Name, Middle Name or Grade. For example, if grade 12 is 
selected the report prints an individual report for each student in grade 12. 

• Teacher Filters:  Filter for specific teacher. 

• Options:  Check appropriate options. Run “Update Grading Records” And “Update 
Absences” (prior to generating Report Cards):  Runs Synergy SIS processes 
required to populate attendance on report cards prior to generating report output. 

  
Note: Other Options displays when Batch Process is deselected. 
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• Other Options: Check Archive to Student Documents to archive report to Student > 
Documents tab, in selected Document Category.  

• Reporting Period:  Select to include the specified grading period only. 

• Schools To Print: Prints the selected schools.  

 
Figure 6.2 - Standards Based Report Card 
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GBK401 – Teacher Grade Book Activity 

The GBK401 Teacher Grade Book Activity report prints Grade Book usage in each class, 
by teacher. This report includes the total assignment count, as well as the dates of the last 
assignment created and scores last entered, by class.  

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.3 - GBK401 - Teacher Grade Book Activity Report Interface 

• Term:  Filter report output to include selected term. 

• Section ID range:  The report output may be limited to show only a selected 
Section ID range. 

• Teacher:  Filter report output to include only classes for the selected teacher. 

• Suppress Teacher Sub Totals:  Filter report to not show total assignment count by 
teacher. 
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Figure 6.4 - Teacher Grade Book Activity report 
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GBK601 – Standards Based Missing Report Card  

The GBK601 Standards Based Missing Report Card report prints a list of students missing 
a completed Standards Based Report Card in Grade Book for a given grading period by 
school or district. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.5 - GBK602 Standards Based Missing Report Card Report Interface 

• Use Homeroom Section: Limits the report output to show statuses for students in 
the Homeroom period only. Otherwise, it shows statuses for all periods. 

• Run At:  Filter report output to include students from the focus school or multiple 
schools. Multiple schools can be added in the Schools to Print Grid. 

• Grading Period:  The report output may be limited to show only a certain grading 
period. 
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Figure 6.6 - Standards Based Missing Report Card report 
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GBK602 – Missing Marks and Comments Report 

The GBK602 Missing Marks and Comments Report lists all the missing assignments from 
students by teacher, grade, or section for a specified grade period. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.7 - GBK602 Missing Marks and Comments report interface 

• Grading Mark:  The report output is limited by grade period. A grade period must be 
selected. 

• Teacher Name:  The report output may be limited to show only a certain teacher’s 
classes. 

• Grade:  The report output may be limited to include specified grade(s). 

• Section ID: The report output may be limited to show only a selected Section ID 
range.  

• Missing Comment Type: Filter the output by either All Comments or Automatic 
Comments Only. 

• Include Students with Missing Comments:   
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Figure 6.8 - Missing Marks and Comments report 
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GBK603 – Student Recognition Report 

The GBK603 report displays a list of students who meet specified report card mark criteria, 
by section. This report can be assigned a user-defined title at runtime, allowing the end 
user to generate lists of students for various recognition or remediation purposes. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.9 - GBK603 Student Recognition Report Interface 

•  Grade:  Filter report output to include specified grade(s). 

• Grading Mark:  Filter report output to include specified grading mark. 

• Student Mark Criteria:  Options include May Meet Any or Must Meet All. Criteria 
apply to select Subjects to Print in the “Subject and Grade Mark Selection” grid. 

• Report Title:  Overrides Report Title to specified text. 

• Subjects to Print:  Output will include student results matching specified 
subject/mark using the Student Mark Criteria selection. 
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Figure 6.10 - Student Recognition Report 
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GBK604 – Missing Marks Detail Report 

The GBK604 Missing Mark Report provides a list of all missing marks and summary totals 
by student. Totals of the overall report, by Teacher and Grade Level are also provided. 

 
Figure 6.11 - GBK604 Missing Mark Detail Report Interface 

• Grading Marks – select the Grading Mark periods to include in the report.  

• Grade – select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Teacher Name - select a specific teacher to include from a list of all available 
teachers. If no selection is made, all teachers are included.  

• Teacher Types To Include - select the teacher types to include in the report.  
 
The list of Teacher Types includes Homeroom Teachers and Specialist/Delegated 
Teachers. If no selection is made, all teacher types are included.  

• Mark Types To Include - select one or more score types to include in the report.  

• Subjects (Report Card Headings) To Include - select one or more subjects to 
include in the report.  
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• Report Sort Order - select how the report is sorted and displayed 

 
Figure 6.12 - Missing Marks Detail Report 
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GBK623 – Grade Reporting Highlights 

The GBK623 report displays lists of students whose marks have risen or dropped by a 
specified mark rise or drop value, by section. Additionally, this report displays lists of 
students who have acceptable marks or unacceptable marks in selected report card areas. 
Attendance data can also be displayed for students who meet absence or tardy thresholds. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.13 - GBK623 Grade Reporting Highlights Report Interface 

• Grading Mark:  Filter report output to include specified grading mark. 

• Mark Level Rise:  Filter report output to display students whose marks have risen 
by a specified mark level value or greater i.e., Mark Level Rise of 1 would display 
students whose marks improved from C to B or greater. 

• Mark Level Drop:  Filter report output to display students whose marks have 
dropped by a specified mark level value, or more i.e., Mark Level Drop of 1 would 
display students whose marks decrease from B to C, or lower. 

• Include students with __ or more absences in attendance def 1:  Displays 
absence data for students who meet the specified threshold. 

• Include students with __ or more tardies in attendance def 2:  Displays tardy 
data for students who meet the specified threshold. 

• Selection Grid:  Output will include students who earned acceptable or 
unacceptable marks on specified score types. 

• Homeroom Teacher:  Filter report output to include specified homeroom teacher. 
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• School Grade:  Filter report output to include specified grade(s). 
 

 
Figure 6.14 - Grade Reporting Highlights Reports 
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GBK626 – Mark Verification By Teacher 

The GBK626 report displays a list of all marks and comments given to students by 
specialists or delegated teachers, by homeroom section or specialist/delegated teacher.  

This report can be filtered to display marks given by Delegated Teachers or Special Subject 
Teachers. This report can be filtered using the following settings on the Options tab: 

 
Figure 6.15 - GBK626 Mark Verification By Teacher Report Interface 

• Grading Mark:  Filter report output to include specified grading mark. 

• Report Target:  Filter report output to include marks given to students by delegated 
teachers and/or special subject teachers. 

• Break On:  Page break report on either report card subject or teacher. 

• Group By: Group report data to display students by homeroom teacher or 
delegated teacher/specialist 
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Figure 6.16 - Mark Verification By Teacher 
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GBK628 – Mark Exception Report 

The GBK628 report displays lists of students who have earned a specified number of marks 
on their report card, by section. The report output displays the report card area/subject 
where the specified marks were earned, by student. 

This report can be filtered using the following settings on the Options tab:  

 
Figure 6.17 - GBK628 Mark Exception Report Interface 

• Grading Mark:  Filter report output to include specified grading mark. 

• Grade:  Filter report output to include specified grade(s). 

• Student Mark Criteria:  Options include May Meet Any Marks or Must Meet All 
Marks. Criteria apply to select Score Types in the “Marks Selection” grid. 

• Print All Marks:  Filter report output to include all report card marks, in addition to 
those that met the criteria in the Marks Selection grid. 

• Equal or Greater:  Filter report output to include results that are greater than or 
equal to the ‘Counter’ value for selected score types. 

• Marks Selection:  Output will include student results matching specified score 
types/marks/counters using the Student Mark Criteria selection. 
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Figure 6.18 - Mark Exception Report 
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GBK631 – Mark Distribution by Subject 

This report provides the mark distribution for each report card item or parent for a given 
grading period. The report can be filtered to run for a selected grade level range, subject 
area, score type, and/or teacher. The report has a Page Break option that allows the report 
to break on teacher, subject, or grade level. 

This report can be filtered using the following settings on the Options tab:  

 
Figure 6.19 - GBK631 - Mark Distribution By Subject Report Interface 

• Mark Period: Filter report output to include a specific grading period. 

• Grade: Select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Subjects: Select one or more subjects to include in the report. These are report 
card headings. 

• Report Card Row Inclusion: Summarizes mark distribution by Parent 
(Mathematics) or By Each Row (Number Sense, Computation, etc..). Parent is a 
subject level overview. Each row is the subject level detail. 

• Page Break:  Page break report on either teacher, subject, or grade level. 
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Figure 6.20 - Mark Distribution By Subject Report 
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GBK632 – Mark Distribution by Ethnicity 

This report provides the mark distribution, by ethnicity, for each report card item or parent 
for a given grading period. The report can be filtered to run for a selected grade level range, 
subject area, score type, teacher types (Homeroom Teachers, Specialists, or Delegated 
Teachers), and/or teacher.  

This report can be filtered using the following settings on the Options tab:  

 
Figure 6.21 - GBK632 - Mark Distribution By Ethnicity Report Interface 

• Mark Period: Filter report output to include a specific grading period. 

• Grade: Select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Teacher Types: Filter report output to include marks given to students by 
Homeroom Teachers, Specialists, and/or Delegated Teachers. 

• Report Card Row Inclusion: Summarizes mark distribution by Parent 
(Mathematics) or By Each Row (Number Sense, Computation, etc..). Parent is a 
subject level overview. Each row is the subject level detail. 

• Subjects: Select one or more subjects to include in the report. These are report 
card headings. 

• Mark Types To Include - select one or more score types to include in the report.  
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Figure 6.22 - Mark Distribution By Ethnicity Report 
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GBK633 – Mark Distribution by Gender 

This report provides the mark distribution, by gender, for each report card item or parent for 
a given grading period. The report can be filtered to run for a selected grade level range, 
subject area, score type, teacher types (Homeroom Teachers, Specialists, or Delegated 
Teachers), and/or teacher. 

This report can be filtered using the following settings on the Options tab:  

 
Figure 6.23 - GBK633 - Mark Distribution By Gender Report Interface 

• Mark Period: Filter report output to include a specific grading period. 

• Grade: Select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Teacher Types: Filter report output to include marks given to students by 
Homeroom Teachers, Specialists, and/or Delegated Teachers. 

• Report Card Row Inclusion: Summarizes mark distribution by Parent 
(Mathematics) or By Each Row (Number Sense, Computation, etc..). Parent is a 
subject level overview. Each row is the subject level detail. 

• Subjects: Select one or more subjects to include in the report. These are report 
card headings. 

• Mark Types To Include - select one or more score types to include in the report.  
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Figure 6.24 - Mark Distribution By Gender Report 
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GBK634 – Mark Distribution By Score Type 

This report provides the mark distribution for each report card item for a given grading 
period and selected score type(s). The report can be filtered to run for a selected grade 
level range, score types, teacher types (Homeroom Teachers, Specialists, or Delegated 
Teachers), and/or teacher.  

This report can be filtered using the following settings on the Options tab:  

 
Figure 6.25 - GBK634 - Mark Distribution By Score Type Report Interface 

• Mark Period: Filter report output to include a specific grading period. 

• Grade: Select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Teacher Types: Filter report output to include marks given to students by 
Homeroom Teachers, Specialists, and/or Delegated Teachers. 

• Mark Types To Include - select one or more score types to include in the report.  
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Figure 6.26 - Mark Distribution By Score Type Report 
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GBK635 – Comment Summary Report 

The GBK635 report displays a list of all comments a student received, by section. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.27 - GBK635 Comment Summary Report Interface 

• Grading Mark:  Filter report output to include specified grading mark. 

• Grade:  Filter report output to include specified grade(s). 
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Figure 6.28 - Comment Summary Report 
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GBK638 – Comment Analysis Report 

This report provides a list of comments used on standards-based report cards, the 
comment category, and the number of times the comment was used. The report can be run 
for multiple grading periods and can be filtered to run for a selected grade range, comment 
category, and/or comments used "Equal to", "Greater Than", or "Less Than" a specified 
number of times. 

This report can be filtered using the following settings on the Options tab: 

 
Figure 6.29 - GBK638 Comment Analysis Report Interface 

• Grading Period The report output may be limited to show only a certain grading 
period. 

• Grade: Select a single grade or range of grades to include in the report. If no 
selection is made, all grades are included.  

• Include Comments Used: filters comments used by “Equal to”, “Greater than”, or 
“Less than.”  

• Times: the number used in conjunction with the Include Comments Used filter 
selection.  

• Comment Categories:  filter by the comment categories available in the comment 
bank. 
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Figure 6.30 - Comment Analysis Report
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This chapter covers: 

 Where security for Grade Book-related screens is ►
defined 

 



Chapter Five Grade Book Administrator Guide 
 

161 Copyright© 2013 Edupoint Educational Systems, LLC 

Security for each of the screens discussed throughout this manual is defined by two 
options: the PAD Security screen and the Security Definition screen. Both of these 
screens are found under Synergy SIS > System > Security. How each of these screens 
works and how security is defined is covered in detail in the Synergy SIS - Security 
Administrator Guide. This chapter outlines where the security for each part of each Grade 
Book-related screen may be defined in the Security Definition screen. 

GRADE BOOK CONFIG SECURITY 
The entire Grade Book Config screen, found under Synergy SIS > Grade Book > Setup, 
is controlled by the following security node: 

K12.GradebookInfo.GBConfig 

 
Figure 7.1 – Grade Book Config Screen 

The following security nodes do not provide a visible change in security on the screens: 

• K12.GradebookInfo.GBConfigUI  

• K12.GradebookInfo.GBConnections  

• K12.GradebookInfo.GBWebHandler  

• K12.GradebookInfo.GradebookInterface 
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GRADE BOOK DISTRICT MASS SYNCHRONIZATION 
SECURITY 
The Grade Book District Mass Synchronization screen, found under Synergy SIS > 
Grade Book, is controlled by the security node: 

K12.GradebookInfo.GBDistrictOrganization 

The node controls the Sync Schools grid, but it does not control the detailed screen or the 
term selection date. 

 
Figure 7.2 – Grade Book District Mass Synchronization Screen 

The following security nodes do not provide a visible change in security on the screens: 

• K12.GradebookInfo.GBDistrictMassSyncUI  

• K12.GradebookInfo.GBWMassSynchUI  

• K12.GradebookInfo.GBDistrictMassSync  

• K12.GradebookInfo.GBGradeSetupSynch  

• K12.GradebookInfo.RealTimeSync 

• K12.GradebookInfo.GBWMassSynch  
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GRADE BOOK LOG SECURITY 
The entire Grade Book Log screen, found under Synergy SIS > Grade Book, is controlled 
by the following security node: 

K12.GradebookInfo.GBSchoolYearWebServiceLog 

 
Figure 7.3 – Grade Book Log 

The following security nodes do not provide a visible change in security on the screens: 

• K12.GradebookInfo.GBLogUI  

• K12.GradebookInfo.GBStudentClassEnrollment  

• K12.GradebookInfo.GBStudentEnrollment  

• K12.GradebookInfo.GBStudentSchoolYear  

• K12.GradebookInfo.GBSchoolYear  

GRADE BOOK REPORTS SECURITY 
While report options are available under the Security Definition screen, it is recommended to use 
PAD Security to control access to reports. 
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