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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates for the software
and related documentation. The documentation is being released in multiple volumes to meet
this commitment.

The table below lists the release date, software version, documentation volume number,
and the content included in each volume of documentation to date.

Software and Document History

Date Volume | Edition | Revision | Content
September 2013 | 1 1 0 Initial release of this document
January 2014 1 1 1 Updated copyright and corrected typos.
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CONVENTIONS USED IN THIS MANUAL

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
O 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 installing any of the Edupoint family of software products, please be sure to rescreen
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system requirements,
please contact an Edupoint representative at (877) 899-9111.

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 (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option
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Chapter One.:
INTRODUCTION

This chapter covers:

> Overview Of Grade Book

> Using this Guide

> Logging in as a Teacher

> Logging in as a Principal, Specialists, or District Staff

Copyright© 2014 Edupoint Educational Systems, LLC 10
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OVERVIEW OF GRADE BOOK

Grade Book allows teachers to track student performance on assessments such as homework,
guizzes, and projects. Teachers can also setup online resources in Grade Book such as
websites or documents to share with students via the StudentVUE portal. Teachers can
determine which assignments to make accessible to parents and students through ParentVUE
and StudentVUE, the student and parent portals (if used by the district/school).

The classes, marks, and enrollment information synchronize between Synergy SIS and Grade
Book to reduce data entry. Grade Book is not included with the Synergy SIS software and must
be purchased separately. This guide illustrates how teachers can create and grade
assignments in their classes. There are a number of reports generated from the information.
This guide reviews the available reports and shows how to customize and print these reports.

Grade Book can either support standards-based report cards, or utilize the report cards within
Synergy SIS. Standards-based report cards grade students on state and school standards,
and the report cards are printed from Grade Book. These grades are not synchronized with
Synergy SIS. The Section-based report cards within Synergy SIS report the grades students
received for the sections in which they were enrolled. In order to print the report cards from
Synergy SIS, the final grade for each section must be posted from Grade Book to Synergy SIS.
Section-based report cards are typically used in secondary schools.

Teachers are assigned to one of two roles within Grade Book, depending on the type of
report card used. The Teacher role is for teachers using standards-based report cards,
generally elementary school teachers. The Secondary Teacher role is for teachers utilizing the
Synergy SIS report cards, generally middle school and high school teachers. Grade Book
screens and functionality are slightly different for each of these two roles and are specified in
the different Grade Book user guides.

11 Copyright© 2014 Edupoint Educational Systems, LLC
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USING THIS GUIDE

The purpose of this guide is to help teachers set up and maintain their Grade Books, and to
assist them in completing Report Cards. The chapters in this guide are broken up into two
sections: Basic and Advanced. If you want to use the Grade Book on a basic level, refer to the
Basic sections of each chapter. However, if you want to know how to use the Grade Book to its
full capacity, it is best to read both sections.

This guide outlines the three main phases that you go through when using Grade Book: Setting
up Grade Book, Using Grade Book, and Completing Report Cards. The Table of Contents
outlines the procedures that are performed at the beginning of the school year, throughout the
school year, and at the end of each grading period.

The companion guide, Synergy SIS — Grade Book Administrator Guide, outlines how to
synchronize the information between Synergy SIS and Grade Book, and how to configure
Grade Book for teachers.

Copyright© 2014 Edupoint Educational Systems, LLC 12
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LOGGING IN AS A TEACHER

The very first step you take when using the Grade Book is learning how to access their Grade
Book.

Accessing Grade Book as a Teacher

Edupoint

(0) Synergy"

«» Synergym . School District

Special Education Please enter your login name and password
below to access the application.
Login Name
Password
Edupoint
— Logi

Contact Us | Check For Popup | Add This Page to My Favorites

Copyright @ 2002-2012 Edupoint Educational Systems. All rights ressrved.

Figure 1.1 - Synergy Log In screen

1. Log into the Synergy SIS system using your username and password. A red highlighted
box then appears in the middle of the screen.

Please select a class.

Spring = K | Close ‘
I I I I I
Spring (01/05/2009 - 06/30/2009)
@q |5551 - American Govemrment |1E|77 [AMP M) | 27 | 52 | 216
Ok | Close

Figure 1.2 — Please Select a Class, Select a Period

Select the correct semester from the list at the top of the screen.
Select the class to be graded or for which attendance is to be recorded by clicking the
radio button in the Period column.

4. Click OK. If students were added or dropped from the section, the Acknowledge
Adds and Drops screen opens.

Tip: To add the new student(s) to the seating chart, check Add to
Chart. This option is selected by default.

13 Copyright© 2014 Edupoint Educational Systems, LLC
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Acknowledge Adds and Drops

oK Clicking 'OK’ acknowledges the new students entering the class and those students who have left the class.
[ [
09/14/2009 i |Abdulbari, Kathy |0123 - 17273 Multi-Age |135578 [0z [Female

Figure 1.3 — Acknowledge Ads and Drops

5. Click OK to acknowledge the student changes. If announcements are available, the
District and School Announcements screen opens.

ol Announcements

Organization Name |Announcement
‘I| Edupaint Schoal Because we have been experiencing pover outages in the afternoon, please limit your uze of "power hungn®
Dristrict equipment and devices during aftermoon peak perinds.

Figure 1.4 — District and School Announcements

6. Click Close. The main screen of the TeacherVUE/Grade Book application displays.

r —~
|
- Adams Elementary School
) Syner‘g\j ¥ Home Grade Book Report Card Admin Year: 20122013
i art Pl User. Susan Adams
Adams, S Fourth Grade(1) Lock | SignOut | Support | @
Class Info Seating Chart - Alpha - Last, First
Teacher Room Period
Adams, Susan [Room 121 [1
~e¥SF00
Details \ Preferences | Students aka|[Mcvay, Sage |[Ventura, Bianne |[Helm, David
Term 267179 268120 300231 257320
Semester 2 \
Section Course Student
400-000000001  |Fourth Grade |33
E—i Lunch counts not taken for today - - - - <
Gregg. Jacob | [Lawrence, Kage [Cohen, Brody izl [Richter, Katarin{ [Brown, Wakter_|[Kuite, Milan
267400 267785 268579 [ze8618 201004 200728
Student Tallies Count
Total [33

Seating Charts
Alpha - Last, First [

a Tone, Erif [Wright, Angus | [Bechtel, Thome Podell, Savann/ [Hix, Savana

Edit Seating Charts 300715 268288 267114 [265985
Fehly, Qusid__|[Moore. Nathani| [Hemandez, Ale] Milles, Hannsh | [Detweiler, Allie | [Bucner, Madisq
1265818 1261880 268847 1273127 |278583 268078

Coleman, Troy

249058

Figure 1.5 — Main screen, TeacherVUE/Grade Book

Tip: By default, the focus is set to the class in focus in TeacherVUE. To
change the focus of Grade Book:

1. Click on the link with the teacher name & class name in the upper
left-hand corner of the screen. The Focus Selections screen
displays.

2. Select the School Year, School, Enroliment Period, Classes,
and Grading Period.

Copyright© 2014 Edupoint Educational Systems, LLC 14
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3. Click Select.

Focus Selections

School Year | [2005-2010 7]
School IHope High Schoolj

Errallment Period | |52 (Terms)j
Claszes |(82) Uszer, T Prin Eng 11} SEC:1116j

Grading Period |3rd Citr (Grading/Mark Periods) j

—

| Select \J

Figure 1.6 — Focus Selection screen
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LOGGING IN AS A PRINCIPAL, SPECIALISTS, OR DISTRICT
STAFF

Principals, specialists and other staff not using the TeachervVUE software must access Grade
Book directly from within Synergy SIS.

Accessing Grade Book from within Synergy SIS

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

page.
p Syneray
Education Platfiorm

La uh

Good afterncon, Kathy

Show Dismissed Messages

Announcements

Figure 1.7 - Synergy SIS Navigation Tree

Click Synergy SIS in the tree.

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

T—

i Grade Book Admin Login
Figure 1.8 — Grade Book Admin Login Icon

4. Click the Grade Book Admin Login icon, and Open Grade Book appears on the right
side of the screen.

This button will open the grade book prograrm.

Cpen Grade Book,

Figure 1.9 — Grade Book Admin Login Screen

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

Copyright© 2014 Edupoint Educational Systems, LLC 16
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«» Syner‘gy" J Streams Grade Book  ReportCard  LessonVUE  Admin Close Grade Book [2)
Education Platform
Unknown Admin User (AdminUser) , Dist. Admin
Focus Selections

School Year
Enrollment Period

Classes

Grading Period

Figure 1.10 — 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.

Selecting the focus of Grade Book

1. Select the School Year, School, Enrollment Period, Class, and Grading Period in
the Focus Selections group box.

2. Click Select.

17 Copyright© 2014 Edupoint Educational Systems, LLC
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Chapter Two:
SETUP

This chapter covers:
BASIC:

» Setup Overview

» Creating Assignment Types

» Configuring Assignment Scoring Settings
» Setting Grade Book Alerts and Notifications

ADVANCED (Optional):

Defining Grade Book Score Types
Configuring Grade Book Comments
Creating Report Card Score Types
Setting up Term Weighting
Configuring Final Grade Defaults
Setting Up Academic Standards
Managing Classes

VVVVYYVYYVYY
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SETUP OVERVIEW

Before setting up your Grade Book, it is important to note any default settings your school
district has set up in the Grade Book for teachers. There may be defaults set for Assignment
Types, Grade Book Score Types, Report Card Score Types, and Grade Book Comments.

This chapter explains how to create Grade Book setup customizations. The functionality
available to you within Grade Book depends on the permissions set by your school or district.
You may have the ability to create your own settings and use them within the Grade Book
Setup, or you may be restricted to the district defaults. Regardless of permissions, you cannot
delete the district set defaults, but may be allowed create and use your own settings.
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CREATING ASSIGNMENT TYPES

Assignment Types are your assignment categories, such as Homework or Quiz. Assignment

Types typically include Homework, Projects, Quizzes, Tests, Participation, Reports, Exams,
Presentations, etc.

Setting the Default Grading Period for New Assignments

1. From the Grade Book Menu, select Grade Book Setup. The Grade Book Setup screen
displays.

2. Select the Grade Book Settings tab.

Grading Period Default For New Assignments-

Current Period In Grade Book %
Aszszignment Dus Dats
Azezignment Date

‘Current Period In Grade Book
|_S My Last Selection

Figure 2.1 Grade Book Setup screen, Grade Book Setting tab

3. Inthe Grading Period Default For New Assignments field, select one of the following
options:

¢ Assignment Due Date - Places new assignments into the grading period in which
the assignment due date falls.

e Assignment Date - Places new assignments into the grading period in which the
assignment date falls.

e Current Period in Grade Book - Places new assignments into the current grading
period in Grade Book.

e My Last Selection — Places new assignments into the grading period based on
your last selection.
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Adding Assignment Types

Note: Check with your district to see if you are required only to use the
district's default assignment types, or if you are allowed to create and
use your own in addition to the ones created by the district.

Grade Book

Grade Book Main f
I New Assignment I

Grade Book Setup

Z Final Grade Config E

Figure 2.2 Grade Book menu, Grade Book Setup option

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Grade Book Setup

Other Setup Areas

My Class Settings

My Assignment Types
VARSI R, ETynes
My Report Card Score Types
My Grade Book Comments

Figure 2.3 Other Setup Areas menu

2. Click My Assignment Types. The Assignment Types screen displays. If your district
has set up assignments, they display.

Assignment Types

£ Options 14 ftems O NEW
Measure Type Sequence Due Date Locked Measure Type Color Picker
PODS -4 Yes No
DISTRICT WIDE
Trouble 1 No Yes
DISTRICT WIDE I
Prettiness 1 No No Prettiness
Susan Adams
Fine 2 No Mo Fine
Susan Adams

Figure 2.4 Assignment Types screen

3. Click NEW. A new row displays.
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Assignment Types

£¥0Options 14 tems © NSERT X CANCEL
Measure Type Sequence Due Date Locked Measure Type Color Picker
New =3 Mo Default
PODS -4 Yes No
DISTRICT WIDE
Trouble 1 Mo Yes
DISTRICT WIDE I
Prettiness 1 Mo No Prettiness
Susan Adams
Fine 2 Mo No [

Susan Adams

Figure 2.5 — Assignment Types screen, Adding a Measure Type

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

5. If the assignment can have an assigned due date, check Due Date.

Tip: Projects and homework typically have due dates. Quizes and tests
| W usually do not.

b

6. Cick Measure Type Color Picker to select the measure type color. The color picker
window opens.

daad - JON NORORONORON BN
I

Text Color | Dark [*]

Figure 2.6 - Color Picker

7. Select the color and click OK.
8. Click INSERT.

Copyright© 2014 Edupoint Educational Systems, LLC 22



Chapter Two Grade Book Secondary User Guide

Editing Assignment Types

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

Assignment Types

£ 0ptions 14 items © NEW
Measure Type Sequence Due Date Locked Measure Type Color Picker
PODS 4 Yes No
DISTRICT WIDE
Trouble 1 Mo Yes o
DISTRICT WIDE Ly
Prettiness 1 Mo No Prettiness
Susan Adams
g Fine 2 Mo Ho Fine
Susan Adams
Figure 2.7 — Assighment Types screen, edit
2. Click Edit. The word edited appears shaded orange.
Assignment Types
£¥0ptions 14 items @SAVE ¥ CANCEL
Measure Type Sequence Due Date Locked Measure Type Color Picker
PODS 4 Yes No

DISTRICT WIDE

Trouble 1 Mo Yes

DISTRICT WIDE oy

Prettiness 1 No Mo Prettiness
Susan Adams

Fine 2 No No Fine

Figure 2.8 - Assignment Types screen, Edited

3. Make the necessary changes to the assignment type.
4. Click SAVE.
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Deleting Assignment Types

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

Assignment Types

£¥Options 14 items O NEW
Measure Type Sequence Due Date Locked Measure Type Color Picker
PODS 4 Yes No

DISTRICT WIDE

Trouble 1 Ho Yes

Prettiness 1 Mo No Prettiness
Susan Adams

g Fine 2 Mo Ho Fine
Susan Adams

Figure 2.9 — Assignment Types screen, delete

2. Click Delete. The word deleted appears shaded red.

Assignment Types

30ptions 14 items @ SAVE X CANCEL
Measure Type Sequence Due Date Locked Measure Type Color Picker
PODS 4 es Mo

DISTRICT WIDE

Trouble 1 No Yes

DISTRICT WIDE I

Prettiness 1 No No Prettiness
Susan Adams

FEETI Finc 2 No No Fine

Susan Adams

Figure 2.10 - Assignment Type screen, Deleted

3. Click SAVE. A message confirms the deletion.

Message from webpage @

:] Are oy sure you want to delete 1 row(s)?

-»

Figure 2.11 — Delete Confirmation Message Box

4. Click OK to delete the assignment type.
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Viewing Deleted Assignment Types

Assignment Types

£} Options 16 items

Flshow Hidden g Sequence Due Date Locked Measure Type Color Picker

oDS -4 Yes Mo
DISTRICT WIDE

Trouble 1 No Yes

DISTRICT WIDE I
Prettiness 1 No Mo Prettiness
Susan Adams

Hiddan an: 7709013
Higgen on: /52013

Fine 2 o No Fine
Susan Adams

Figure 2.12 — Assignment Types screen, Show Hidden

1. Click Options. The Assignment Type options display.

2. Select Show Hidden. The deleted assignment types appear with a note indicating the
date they were deleted.

Inheriting District Created Assignments

Some districts create a District Grade Book for the different grade levels at their school. The
district can add assignments to each grade level's District Grade Book, and any assignments
added to this Grade Book are pushed down into the teacher’'s Grade Book from the district level.

The District chooses whether to make their assignments mandatory for teachers to inherit, or to
allow teachers to choice to inherit them. To choose to inherit your district's non-mandatory
District Grade Book:

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Select the Grade Book Settings tab.

In the District Grade Book Settings group box, select Inherit Assignments from the
District Grade Books. District-created assignments display in your Grade Book.

Removing District Created Assignments

If your district created a District Grade Book with non-mandatory assignments, you can choose
to remove the district assignments from your Grade Book.

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Select the Grade Book Settings tab.

In the District Grade Book Settings group box, click Remove District Grade Book
Entries. The system removes the district-created assignments from your Grade Book for
the current class.
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Note: Only the non-mandatory district created assignments are removed from
the current class’'s Grade Book. To remove the district assignments from other
— classes:

Carroll, N 3/4 Grade(1)

Grade Book Setup

Click the class link in the left corner of the screen.

On the Focus Selections screen, select the new class from the Classes
field.

3. Click Select.

Follow the process to remove district created assignments.
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CONFIGURING ASSIGNMENT SCORING SETTINGS

It is important to understand how the system calculates your students’ progress in order to
Grade Book use 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 Points Calculation Grade
Earned Possible
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 different assignment
categories differently: Homework 15%, Project 35%, Journal 25%, and Quiz/Test 25%.

Each assignment has a point value, which the system calculates into a percentage of the 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 Points Calculation Grade
Earned Possible
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 + 70.6%
0.195 =0.706
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How was the grade calculated? Calculate the scores for each category, and 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, dropped scores, and default points

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Standards

Assignment Weighting ' Grade Book Settings

Classes: | (YR) Carroll, N 3/4 Grade(1) SEC:0102 [+ ]|

@) Only Show My Types @) Add My Types to the District Types [§#

Assignment Type | Weight (%) | Drop Scores .. Default ints Possible Display Color
Homewiork |a0 | [z | ||o.00 |
Quiz [20 | |[x | |]o.00 | Qatz
Assignment lo | |[o | ||o.00 |
Project lo | |lo | |o.00 |
Test |a0 BIE | ||o.00 | E
Assessment lo | |lo | |o.00 |
Service Learning lo | |o | |]o.00 |
[ClpyR) Language Arts [Cl(yR) Math [ClpyR) Reading [CI{vR) Science
SEC:0102 SEC:0102 SEC:0102 SEC:0102

Figure 2.13 Grade Book Setup screen, Assignment Weighting tab

2. Onthe Assignment Weighting tab, select the class you want to set up from the
Classes field. If you plan to set up all of your classes the same way, select any class.

3. Select Only Show My Types, if you have created your own assignment types and do
not want to use the district default assignment types.
OR
Select Add My Types to the District Types, if you are using any of the district
assignments types in conjunction with your own assignment types.

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

5. Set the Drop Scores allowed for each assignment type. This is the number of scores to
drop (exclude) from the final grade calculation. For example, enter 2 for Homework if you
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want to drop the two lowest homework scores. Enter 0 if you do not want to drop any
scores.

6. Set the Default Possible Points for each assignment type. For example, enter 10 for
Homework if most of your homework assignments will be worth 10 points; you can
override this value when creating assignments. Enter O of you would prefer the system
to default to zero.

Also apply the above weighting settings to the following classes:

MvR) Reilly, M ENGLISH | [levR) Reilly, M ENGLISH | [¥IrvR) Reilly, M ENGLISH | livR) Reilly, M ENGLISH
11{3) SEC:0075-05 11(5) SEC:0075-03 9(4) SEC:0146-09 9(6) SEC:0146-14

Figure 2.14 Grade Book Setup screen, Assignment Weighting tab

7. Select any other classes to which you would like to apply these assignment weights.

8. Click Update. A message appears indicating your updates are complete.

Final Grade Rounding Setting

Both the Class Percentage and the Class Mark can be rounded. 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

Note: Please note that not all teachers may have the access to Class Mark
rounding options. District level settings control this option.
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Rounding Class Percentage

You can specify the type of rounding you want for the overall scores that appear on Grade Book
Main.

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Assignment Weighting Grade Book Settings Standards

—Final Grade Rounding Settings

Class Percentage
Rounding On El Whole Number Only El
Settings used when displaying the class percentage.

Class Mark

Rounding Off [+l | 1 Decimal Place =l
Setting to control the rounding of the class percentage when used to get the class mark.
Example: With this setting ON and set to whole number a 89.9% class percentage becomes a 90%
when getting the class mark.

Figure 2.15 Grade Book Setup screen, Grade Book Settings tab

Select the Grade Book Settings tab.
Set the Class Percentage rounding to Rounding On or Rounding Off.

Select Whole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting
applies automatically.
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Rounding Class Mark
You can specify the type of rounding you want to apply to determine which mark to assign.

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Assignment Weighting Grade Book Settings Standards

—Final Grade Rounding Settings

Class Percentage
Rounding On [=]|| Whole Number Cnly =
Settings used when displaying the class percentage.

Class Mark

Rounding Off El 1 Decimal Place El
Setting to control the rounding of the class percentage when used to get the class mark.
Example: With this setting ON and set to whole number a 89.9% class percentage becomes a 90%
when getting the class mark.

Figure 2.16 Grade Book Setup screen, Grade Book Settings tab

Select the Grade Book Settings tab.
Set the Class Mark grade rounding to Rounding On or Rounding Off.

Select Whole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting
applies automatically.
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DEFINING GRADE BOOK SCORE TYPES
(ADVANCED/OPTIONAL)

Grade Book Score Types are the grading scales used to grade or score assignments. Examples
of score type include Letter Grade, Percentage, Raw Score, and Rubric. Your district may have
pre-configured score types that you are required to use. If the district allows it, Grade Book
enables you to create your own custom score types.

Note: Please note that not all teachers may have the access or permissions to
create their own score types. Some teachers may be required to use only their
— district’s default score types.

Typically, teachers use the raw score scoring method to score assignments. However, in other
situations, you 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 Grade Book Score Type

1. From the Grade Book menu, select Grade Book Setup.

Grade Book Setup

Other Setup Areas

My Class Settings

al I Talalanl=Tal no
My Grade Book Score Types

= Y L L =
My Grade Book Comments

Figure 2.17 Grade Book Setup screen, My Grade Book Score Types

2. Onthe Grade Book Setup screen, select My Grade Book Score Types. The Grade
Book Score Types screen opens.

Grade Book Score Types

€} Options 7 items © ADD SCORE TYPE
Score type has no iems,

DISTRICT WIDE
Score type has no itens.

DISTRICT WIDE

Figure 2.18 — Grade Book Score Types screen

3. Click ADD SCORE TYPE. The ScoreType Details screen displays.
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GB Score Type Score Type Details
OBACK @ SAVE 0 items
Score Type
There are currently no details for this score type.
Max Value?
O

Figure 2.19 - Score Type Details screen

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

Select Max Value? to indicate that this score type has a maximum value.

Click SAVE.

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

N o g &

Score Type Details
0 items © INSERT X CANCEL

Score Value Seq

New ==
Figure 2.20 - Score Type Details screen
8. Enter the Score, which is text associated with the score such as A+, Pass, O, and 4.
9. Enter the Value, which is the numeric value used to calculate the score.
10. Enter the Sequence, which is the order in which the scores display.
11. Click INSERT.
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Copying Grade Book Score Types

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

Grade Book Score Types
£ Options 8 items © ADD SCORE TYPE

Score type has no ftems,
DISTRICT WIDE

Score fype has no items,

DISTRICT WIDE
6 Point Rubric Score Value Sequence
DISTRICT WIDE 6 6.0000 1
Duplicate
5 5.0000 2
4 4.0000 3
3 30000 4
2 2.0000 5
1 1.0000 &

Figure 2.21 — Grade Book Score Types screen

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

Message from webpage @

::I Click QK to continue duplicating this score type.

CIE l ’ Cancel

Figure 2.22 - Confirmation Message

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 appending (copy) to the score type name.
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4.

Grade Book Score Types

£30ptions 12 items © ADD SCORE TYPE
Percentage Score type has no items,
DISTRICT WIDE
Raw Score Score type has ne items.
DISTRICT WIDE
6 Point Rubric Score Value Sequence
DISTRICT WIDE 6 6.0000 1
Duplicate
5 5.0000 2
4 4.0000 3
3 3.0000 4
2 2.0000 5
1 1.0000 6
6 Point Rubric (co, Score Value Sequence
Susan Adams 7 2.0000 0
Duplicate
6 6.0000 1
5 5.0000 2
4 4.0000 3
3 3.0000 4
2 2.0000 5
1 1.0000 B

Figure 2.23 — Grade Book Score Types screen, Copied
Click on the score type name to edit the copy.
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 appears highlighted
and then clicking Edit.

Editing Grade Book Score Types

1.

R O

Click the score type title. The Score Type Details screen displays.

GB Score Type ScoreType Details
©BACK [fil DELETE @ SAVE 6 items
Score Type Score
6 Point Rubric -
Max Value? 5
&}
4
3
2

i
Figure 2.24 —Score Types Details screen

Under GB Score Type, edit the Score Type field.

Select Max Value? to indicate if the score type has a maximum value.
Click SAVE under GB Score Type.

Move the mouse over the score type detail until it appears highlighted.
Click Edit. The word edited appears shaded orange.

35
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ScoreType Details

& items ©SAVE ¥ CANCEL
Score Value Seq
adited ] 6.0000 1
53 5.0000 2
4 4.0000 3
3 3.0000 4
2 2.0000 5
1 1.0000 ]
Figure 2.25 — Score Type Details screen
7. Edit the score type detail as necessary.
8. Click SAVE.
Deleting Grade Book Score Types
Grade Book Score T'_‘,I'pE'S
© Options 7 items © ADD SCORE TYPE
Score fype has no itens.,
DISTRICT WIDE
Score Bype has no idems,
DISTRICT WIDE
6 Point Rubric Score Value Sequence
DISTRICT WIDE 5 6.0000 1
Duplicate
5 5.0000 ol
4 4.0000 3
3 3.0000 4
2 2.0000 5
1 1.0000 &

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

Figure 2.26 — Grade Book Score Types
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GB Score Type ScoreType Details
OBACK [l DELETE @ S8VE & items

Score Type Score Value

& Point Rubric 6 6.0000

Max Value?
5 5.0000

(]
4 4,0000
3 3.0000
2 2.0000
1 1.0000

Figure 2.27 Score Type Details screen

2. Click DELETE. The system deletes the score type immediately with no confirmation
message.

Viewing Deleted Grade Book Score Types

Grade Book Score Types

O Options 16 items © ADD SCORE TYPE
Show Deleted Score type has no items.
Score fype has no ftems,
DISTRICT WIDE
Letter Grade Score Value Sequence
DISTRICT WIDE 6 6.0000 1
Duplicate
Delated on: 8/30/2012 5 5.0000 2
4 4.0000 3
3 3.0000 4
2 2.0000 5
1 1.0000 ]

Figure 2.28 — Grade Book Score Types screen

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

2. Select Show Deleted check. The deleted Grade Book score types appear with a note
indicating the date they were deleted.
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CONFIGURING GRADE BOOK COMMENTS
(ADVANCED/OPTIONAL)

There are two ways that teachers typically use comments within Grade Book. The first way is as
a placeholder. You 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 you 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. You can use comments to
apply penalties or default points to incomplete or late assignments. Your district may have pre-
configured comments that you are required to use. If the district allows it, Grade Book enables
you to create your own custom comments.

Note: Please note that not all teachers may have the access or permissions to
create their own report card comments. Some teachers may be required to use
— only their district’'s default report card comments.

Adding Comments

1. From the Grade Book menu, select Grade Book Setup.

Grade Book Setup

Other Setup Areas

My Class Settings

My Assignment Types
My Grade Book Score Types

I My Grade Book Comments I

|
Figure 2.29 - Grade Book Setup screen, My Grade Book Comments

2. On the Grade Book Setup screen, select My Grade Book Comments. The Grade Book
Comments screen appears.

Grade Book Comments

@Help £ Options 17 items © NEW
Comment SEQ Mot Scored Value Penalty % Missing Mark Comment Code Remove When Scored
new 1 0 ] Mo 0 Yes
Susan Adams
Comment deleted on test 1 0 0 Mo cdo Mo
DISTRICT WIDE
More Late (90% Penalty) 1 0 an Mo D Mo
Susan Adams
Late alot 1 0 ] Mo L Yes
Susan Adams
Very Late 1 0 0 Mo La Mo

Susan Adams

Figure 2.30 — Grade Book Comments screen

3. Click NEW. A new row displays.
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@Help £¥0ptions 17 items © INSERT X CAMCEL

Comment SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored

New ==

No Mo

new 1 0 0 Mo 0 Yes
Susan Adams

Comment deleted on 1 0 0 Mo cdo Mo
test

DISTRICT WIDE

More Late (90% 1 0 90 Mo D Mo
Penalty)

Susan Adams

Late alot 1 0 0 Mo L Yes

Susan Adams

Very Late 1 0 a Mo La Mo

Susan Adams

Figure 2.31 — Add new comments

4. Enter the appropriate information in the following fields:

Comment — the comment name that displays on the drop-down list when entering
grades.

SEQ - the order in which the comment appears on the drop-down list.

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 yet.

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, then enter 10 in the Not Score Value field to
give full credit, or 5 to give half credit.

o 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 an La code, upon saving, the system assigns the

39
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penalty, and the score will change to 7 points or 70%.

e 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
Missing 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
.~ ornumber, avoid creating comment codes that are also used as letter
. grades (i.e. ‘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.

5. Click INSERT.

Editing Comments

1. Move the mouse over the comment until it appears highlighted.
2. Click Edit.

Grade Book Comments

©Help £¥0ptions 17 items O INSERT ® CANCEL

Comment SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored
New >3 No No

new 1 0 0 Mo 0 Yes

Susan Adams

Comment deleted on 1 0 0 Mo cdo Mo

test

DISTRICT WIDE

More Late (90% 1 0 S0 Mo D Mo

Penalty)

Susan Adams

Late alot 1 0 0 Mo L Yes

Susan Adams

Very Late 1 0 o Mo La Mo

Susan Adams

Figure 2.32 — Grade Book Comments screen

3. Edit the fields as necessary.
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Grade Book Comments

©@Help £¥Options 17 items @ SAVE X CANCEL
Comment SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored
edited WL 1 0 0 Ne 0 Yes
Comment deleted on 1 0 0 Ho cdo No
test

DISTRICT WIDE

More Late (90% 1 0 90 Mo D Mo
Penalty)
Susan Adams

Late alot 1 0 0 Mo L Yes
Susan Adams

Very Late 1 1] 1] Mo La Mo
Susan Adams

Figure 2.33 — Grade Book Comments screen, Edited

4. Click SAVE.

Deleting Comments
1. Move the mouse over the comment until it appears highlighted.

Grade Book Comments

@Help £¥0ptions 17 items O NEW
Comment SEQ Mot Scored Value  Penalty % Missing Mark Comment Code  Remove When Scored
lifes new 1 0 0 No ] Yes

Susan Adams

Comment deleted on test 1 0 0 Mo cdo No
DISTRICT WIDE

More Late (90% Penalty) 1 i} =i} Mo D No
Susan Adams

Late alot 1 0 0 No L Yes
Susan Adams

Very Late 1 0 0 Mo La No
Susan Adams

Figure 2.34 — Grade Book Comments screen, delete

2. Click Delete. The word deleted appears shaded red.

Grade Book Comments

©Help £} Options 17 items @ SAVE X CANCEL
Comment SEQ Mot Scored Value  Penalty % Missing Mark Comment Code  Remove When Scored
FEES new 1 0 i} Mo 0 Yes

Susan Adams

Comment deleted on test 1 0 0 Mo cdo Mo
DISTRICT WIDE

Motre Late (90% Penalty) 1 o a0 Mo D Mo
Susan Adams

Late alot 1 0 0 Mo L Yes
Susan Adams

Very Late 1 1] a Mo La Mo
Susan Adams

Figure 2.35 — Grade Book Comments screen, Deleted

3. Click SAVE. A message box pops-up prompting confirmation of the deletion.
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Message from webpage @
I I Are you sure you want to delete 1 rowd{s)?
Ok ] ’ Cancel
Figure 2.36 — Confirmation Message
4. Click OK.
Viewing Deleted Comments
Grade Book Comments
@Help £¥Options 27 items O NEW
Flshow Deleted SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored
anguage 1 ] No No
DISTRICT WIDE
Deleted on: §/28/2012
Extra Credit 1 0 No No
DISTRICT WIDE
Deleted on: §/28/2012
Late alot 1 0 0 No L Yes
Susan Adams
Very Late 1 1] 1] Mo La Mo

Susan Adams

Figure 2.37 — Grade Book Comments screen, Show Deleted

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

2. Select Show Deleted. The deleted comments appear with a note indicating the date

they were deleted.
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CREATING REPORT CARD SCORE TYPES
(ADVANCED/OPTIONAL)

Report Card Score Types are the grading scales that teachers use for the report card. Your
district may have pre-configured report card score types that you are required to use. If the
district allows it, Grade Book enables you to create your own custom report card score types.

Note: Please note that not all teachers may have the access or permissions to
create their own report card score types. Some teachers may be required to use
— only their district’s default report card score types.

For example, if you teach kindergarten, first, or second grade, your 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, if
you have a student who has earned three scores on assignments graded with a raw score scale
(10 of 10, ‘9 0f10", and '10 of 10’), and you are using an Effort report card type, the students
final (overall) grade displays as Outstanding, rather than '96.67%’ in Grade Book and on the
student’s report card.

Adding Report Card Score Types

1. From the Grade Book menu, select Grade Book Setup.

Grade Book Setup

Other Setup Areas
My Class Settings
My Assignment Types

V] arl DO R l 2
My Report Card Score Types|
" = S EEE

Figure 2.38 Grade Book Setup screen, My Report Card Score Types

2. On the Grade Book Setup screen, select My Report Card Score Types. The Report
Card Score Types screen opens.
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Report Card Score Types

£ Options 28 tems © ADD SCORE TYPE

Reserved-Do Not Use Seore type has no tems.
DISTRICT WIDE

Hide Final Score: no

Duplicate

GenesisProgressPeriodTA Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE P 1.00 2.00 1.00 80
Hide Final Score: no

P 0.00 100.00 1.00 85
GenesisGradingTA Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE HP -1.00 -2.00 1.00 80
Hide Final Score: no

P 0.00 100.00 1.00 85

Figure 2.39 — Report Card Score Type screen

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

RC Score Type Score Type Details

©BACK @ SAVE 0 items

Score Type
There are currently no details for this score type.

Initial Value

Available as Interpretation Scale
O

Hide Final Score

=
Figure 2.40 - Score Type Details screen
Enter a name for the Report Card Score Type in the Score Type field.

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.

6. Indicate if this grade scale is an interpretation scale in the Available As Interpretation
Scale field.

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

Click SAVE.
Under Score Type Details, click NEW to add a score type detail. A new row displays.
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ScoreType Details

4 items © INSERT % CANCEL
Score Low Score High Score Value SEQ Legend Text
Mew ==
4 3.51 4.00 4.00 1
3 2.51 3.50 3.00 2
2 1.51 2.50 2.00 3
1 0.00 1.50 1.00 4

Figure 2.41 - Score Type Details screen

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

11. 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.

12. 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.

13. Enter the Value, which is the numeric value used to calculate the score.
14. Enter the SEQ, which is the order in which the scores are displayed.

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

16. Click INSERT.

Copying Report Card Score Types

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

PBIS Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE
Hide Final Score: no
Duplicate

10 0.89 0.99 1.00 1
0.75 0.88 0.75 2
0.65 0.74 0.50

0.55 0.64 0.35 4
0.44 0.54 0.25 5

Mos oo m

Figure 2.42 — Report Card Score Type screen

2. Click Duplicate. A message box confirms the duplication.
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Message frarm webpage @

'OI Click OK to continue duplicating this score type,

[ Ok ] | Cancel |

Figure 2.43 - Confirmation Message

3. Click OK. 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 appending the
word (copy) to the score type name.

PBIS (copy) Score Low Score High Score Value Sequence Legend Text
Susan Adams 10 0.89 0.99 1.00 1
Hide Final Score: no
Duplicate 8 0.88 0.75 2
6 0.65 0.74
4 0.5 0.64 0.35 4
2 0.44 0.54 0.25

Figure 2.44 — Report é';rd Score Type-:'sdcreen )
4. Click on the score type title to edit the copy.
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 appears highlighted,
and then clicking Edit.

Caution: The GenesisGrading, GenesisProgressPeriod,
GenesisProgressPeriodTA, and GenesisGradingTA 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.
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Editing Report Card Score Types

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

RC Score Type ScoreType Details
©Back [l DELETE @ SAVE 5 items

Score Type Score Low Score
GenesisGrading - M5 N 4.00

Initial Value s 200
Available as Interpretation Scale € 200

] D 1.00

Hide Final Score F 0.00

[

Figure 2.45 — Report Card Score Type Details screen

Under RC Score Type, edit the Score Type field.

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

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.

Click SAVE under RCScore Type.
Move the mouse over the score type detail until it appears highlighted.
Click Edit. The word edited appears shaded orange.

ScoreType Details

5 items ©SAVE X CANCEL
Score Low Score High Score Value SEQ Legend Text
e A 4.00 4.00 1.00 10
editad E 3.00 3.99 1.00 25
(5 2.00 2.99 1.00 40
D 1.00 1.99 1.00 55
F 0.00 0.00 1.00 65

Figure 2.46 — Score Type Details screen, Edited

9. Edit the score type detail as necessary.
10. Click SAVE.
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Deleting Report Card Score Types

Report Card Score Types

€3 Options 23 items © ADD SCORE TYPE
GenesisGrading Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE A 30.00 100.00 1.00 10
Hide Final Score: no
Dunlicate B 80,00 £9.99 100 25

C 70.00 79.99 1.00 40

D &0.00 69.99 1.00 55

F 0.00 59.99 1.00 65
X Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE X -1.00 2,00 100 1 NULL
Hide Final 5core: no
Duplicate

Figure 2.47 — Report Card Score Types screen

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

RC Score Type ScoreType Details
OBacK MiDELETE @ SAVE 5 items

Score Type Score Low Score High Scc
|GenesisGrading | A 90.00 100.00
|II'II|IIEI| Value | 5 80.00 5.9
Available as Interpretation Scale ¢ 7000 795
W D &0.00 £9.99
Hide Final Score F 0.00 59.949
]|

Figure 2.48 - Score Type Details screen

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

Report Card Score Types
£} Options 35 items
Show Deleted Score fype has no items,

Hide Final Score: no
Duplicate

Elementary - Math (RaW 5o fype fas o items.
Score) *deleted

DISTRICT WIDE

Hide Final Score: no

Duplicate

Deleted on: 9/17/2012

Secondary Grade Key - 6 srore fipe has mo items.
Point Rubric *deleted

DISTRICT WIDE
Hide Final Score: no
Duplicate

Deleted on: 3752012

© ADD SCORE TYPE

Figure 2.49 — Report Card Score Types screen

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

2. Select Show Deleted. The deleted Report Card score types appear with a note
indicating the date they were deleted.

49
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Setting Overall Grade Type

i
Assignmenti
711012013
Student( Grade Conventions
Aldous, Cayden 33
Barkhurst, Makayla 55
Bechtel, Thomas 22
Brown, Walter 22
Buckner, Madison 22

Figure 2.50 - Overall Class Grade, Grade Book Main screen

The Overall Grade Type is the Report Card score type that you would like to apply to the
student’s overall class grade. You can select a different Overall Grade Type on a class-by-class
basis.

Grade Book

Grade Book Main !
New Assignment

Grade Book Setup

Final Grade Config

Figure 2.51 Grade Book menu, Grade Bbok Setup option

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Grade Book Setup

Other Setup Areas

My Class Settings

My Assignment Types

My Grade Book Score Types
My Report Card Score Types
My Grade Book Comments

Figure 2.52 Other Setup Areas menu

2. Onthe Grade Book Setup screen, click My Class Settings. The Class Settings screen
displays all your classes.
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Class Settings

16 items QSAVE X CANCEL
Class Standards Mode Overall Grade From Overall Grade Type Analysis Band
(81) Duncan, E Consumer Math T/A (3) SEC:1572 OFF Assignment [=
Post Grades GenesisGrading El
GenesisProgressPeriod El

(1) Duncan, E Consumer Math(3) SEC:1572 OFF P——
Post Grades GenesisGrading

GenesisProgressPeriod

(81) Duncan, E Individual Instruction(3) SEC: 1490 OFF Assignments ] :
Fost Grades GenesisGrading
GenesisProgressPeriod

(51) Duncan, E Listening/Speaking/SocSkills(6) SEC:1579 OFF
Post Grades GenesisGrading

GenesisProgressPeriod

(51) Duncan, E Writing(4) SEC:1574 OFF famitm—noim

Fost Grades

GenesisGrading
GenesisProgressPeriod

(1) Duncan, E /Barber Consumer Math T/A (1) SEC:1571 OFF PP —

Fost Grades

GenesisGrading

GenesisProgressPeriod

Figure 2.53 - Class Setting screen

Select a class from the list.

Click Edit.

Set the Overall Grade From option to either Standards or Assignments

Select the Overall Grade Type for both Grading Periods and Progress Periods.

N o g~ w

Click Save. Grade Book applies the Overall Grade Type to the selected class’ student
data.

Setting the 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.

Book Report 4 Book Report 4
MAX:100.00 MAX:100.00
PTS:100.00 PT5:100.00
1/28/2013 2/14/2013
Student[] Class Grade Project Student[ Grade Project
Andrade, Chris 89.0% B+ 20 | Andrade, Chris B+ 89
Baez, Todd 100.0% A+ a6 |+ Baez Todd A+ %
Barraza, Ronald 50.0% F 0 Barraza, Ronald i v
Barthlow. Chervl B+ a9
Barthlow, Cheryl 89.0% B+ 89 (W i .
Figure 2.55 Interpreted Grade on Grade Book Main screen

Figure 2.54 Interpreted Grade on Grade Entry screen

If your district has created a Report Card Score Type that is available as an Interpretation
Scale, it will display on the Interpretation Scale drop down list.
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If you have the permissions to create your own Report Card Score Types, you can define
your own interpretation scales.

1. Create a Report Card Score Type as described in Adding Report Card Score Type
with adjusted values.

Select Available as Interpretation Scale.
From the Grade Book menu, select Grade Book Setup.
Select the Grade Book Settings tab.

Interpretation Scale

An Interpretation Scale allows you to minimize the effects of low grades {or any grades) in the grade book. By
turning this feature on, you can tell the system "even though a student got /15 treat it as 55% of points
possible,

Report Card Scora Typa Used for Interpretation Scale: | <<Mg Interpretation Scale==> [=]

==lo Interpretation Scale==
Inkerprelation Scale

B ml_:i_gure 2.56 Grade Book Setup screen, Grade Book Setting tab

5. Inthe Interpretation Scale group box, select an interpretation scale. The Edit
screen displays.

EDIT

Turning on Interpretation Scales will change existing grade bock resulis and final marks. Do you want to

proceed?
Changes will be T . -
Yes ) No )

Figure 2.57 Edit screen

6. Click Yes to apply the interpretation scale, including to existing results and final
marks within Grade Book.
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SETTING UP TERM WEIGHTING
(ADVANCED/OPTIONAL)

By default, all terms have the same weight in the calculation of the final grade. By using
term weighting, you can adjust the weight of different grading periods so that some have
more of an impact on the final grade calculation than others.

For example, in your class your students may spend the first and second quarters learning
new concepts. You may want to set those quarters to weigh less in the overall calculation.

Report Card
Students
RC Delegation

Missing Mark
Figure 2.58 — Report Card menu

1. From the Report Card menu in Grade Book, select Term Weighting. The Term
Weighting screen opens.

backto report card
Set calculated grading periods for (31) Gray, K Social Studies 8(5) SEC:331085M51-04

Setup periods for each dsss:| (S1) Gray, K Social Studies 8(5) SEC:551085MS1-04 E|| {_update. )

‘F’rogress‘l

‘Semestem

[Cl(s1) Gray, K Social Studies 8(2) [Tl(s1) Gray, K Social Studies 8(3) [Cl(s1) Gray, K Social Studies 8(4)
SEC:S51085M31-01 SEC:SS1088MS1-02 SEC:SS1088MS1-03

Figure 2.59 — Term Weighting screen

Select the class from the Class/Period list.

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

For each period selected, check the periods that will be used in the calculation.
Enter the Weight (or percentage) that each mark weighs in the calculation.
Click Update.

o g bk w D
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CONFIGURING FINAL GRADE DEFAULTS
(ADVANCED/OPTIONAL)

The Final Grade Configuration screen enables you to set the report card score type to use
for your students’ final (overall) grades. The final grade settings determine the grade that is

sent from Grade Book to Synergy SIS, and appears on the student’s course history and
their transcripts. Please see Creating Report Card Score Types (advanced/optional).

Grade Book

Grade Book Main
| Admin Reports

New Assignment

Grade Book Setup

| Final Grade Config

I Transfer Scores
Copy Assignments

i Analysis Tool

| Standards Summary

Figure 2.60 — Grade Book menu

1. From the Grade Book menu, click Final Grade Configuration. The Student Final
Score Configuration screen opens.

Student Final Score Configuration
Gray, K Social Studies 8(5), all grading periods in 51

Final Grade Setup i Final Grade Defaults !

{ ll.ﬂ.rlﬂe Final Grade Calculations.

Set final score types for @ Entire enrollment period @& grading period |§ Enrollment Period:

Set all students to score type: | << select >>

2. Select the Report Card Score Type for all students from the Set all students to

. r— P - P
Figure 2.61 — Student Final Score Configuration screen

Student Name Grading Period Score Type
Atencio, Treyvin Progress 1 | GenesisGrading - MINE E”
Atencio, Treyvin Semester 1 | GenesisGrading - MINE E”
Atencio, Treyvin Progress 2 | GenesisGrading - MINE E”
Atencio, Treyvin Semester 2 | GenesisGrading - MINE E”
Boyer, Emma Progress 1 | GenesisGrading - MINE ‘
Boyer, Emma Semester 1 | GenesisGrading - MINE E”
Boyer, Emma Progress 2 | GenesisGrading - MINE E”
Boyer, Emma Semester 2 | GenesisGrading - MINE E”
Brown, Tiffany Progress 1 | GenesisGrading - MINE E”
Brown, Tiffany Semester 1 | GenesisGrading - MINE E”
Brown, Tiffany Progress 2 | GenesisGrading - MINE E”
Brown, Tiffany Semester 2 | GenesisGrading - MINE ‘
Burdick, Tia Progress 1 | GenesisGrading - MINE E”
I —;

score type field. All students will use the same report card score type for all grading

periods.
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OR

Select the individual report card score type for each student and grading period from
the Score Type column.

3. Click Save.

Setting Final Grade Defaults for New Students

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

Student Final Score Configuration M}

Gray, K Social Studies 8(5), all grading periods in S1

j Final Grade Setup _ Final Grade Defaults

Final grade defaults will be applied to new students entering your current class.

e —

Grading Period Score Type
Progress 1 | GenesisGrading - MINE =]
Semester 1 | GenesisGrading - MINE E”
Progress 2 | GenesisGrading - MINE E”
Semester 2 | GenesisGrading - MINE E”

(51) Gray, K Social Studies 8(2) (Sl) Gray, K Social Studies 8(3) (Sl) Gray, K Social Studies 8(4)
SEC:S51085MS1-01 SEC:S51085M51-02 SEC:551085MS1-03

Figure 2.62 — Student Final Score Configuration screen, Final Grade Defaults tab

Select the Score Type for any or all grading periods.
Select any other sections to which to apply these default setting
Click Save Defaults.

OR

Click Save & Apply To All Students, to apply these defaults to all current and new
students.
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SETTING UP ACADEMIC STANDARDS
(ADVANCED/OPTIONAL)

Your state may have adopted specific educational standards that you are required to utilize.
Grade Book enables you to associate assignments with specific academic standards, as well as
calculate final grades and analyze student performance based on those standards. Your
districts can create their standards, and tie them to specific district courses. As a teacher, you
can also create your own class standards (objectives.)

When using a standards mode Grade Book, a student’s overall grade can either be determined
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.

In order to use academic standards within Grade Book, your district must either load their
standards into Grade Book or associate their academic standards to specific courses within
Synergy SIS.

Enabling Academic Standards

In order to use Academic Standards in Grade Book, you must enable Standards Mode in your
class. Standards Mode is enabled on a class-by-class basis.

Grade Book

Grade Book Main
New Assignment
Grade Book Setup
Final Grade Config

Figure 2.63 Grade Book menu, Grade Book Setup option

1. From the Grade Book menu, select Grade Book Setup. The Grade Book Setup screen
displays.

Grade Book Setup

Other Setup Areas

| My Class Settings I

My Assignment Types

My Grade Book Score Types
My Report Card Score Types
My Grade Book Comments

Figure 2.64 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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Class Settings

16 items @ SAVE X CANCEL
Class Standards Mode Overall Grade From Overall Grade Type Analysis Band
(81) Duncan, E Consumer Math T/A (3) SEC:1572 OFF P— [=]
Post Grades GenesisGrading E‘
GenesisProgressPeriod El

(1) Duncan, E Consumer Math(3) SEC:1572 OFF Pye——
Post Grades GenesisGrading

GenesisProgressPeriod

(81) Duncan, E Individual Instruction(3) SEC:1490 OFF. srzrmeii
Fost Grades GenesisGrading
GenesisProgressPeriod

(51) Duncan, E Listening/Speaking/SocSkills(6) SEC:1579 OFF T ——
Fost Grades GenesisGrading

GenesisProgressPeriod

(51) Duncan, E Writing(4) SEC:1574 OFF Assignments.

Post Grades

GenesisGrading

Figure 2.65 - Class Settings screen

Select a class from the list.
Click Edit.

Select ON in the Standards Mode column.

S

Click Save. Grade Book enables standards mode for the selected class’ student data.

Loading District Created Standards

If your district has aligned their standards to the courses within Synergy SIS, you can download
the associated standards into Grade Book. You can use these standards, modify, or delete
them.

1. From the Grade Book menu, select Class Standards. The Class Standards screen
displays.

Class Standards AllTtems

o £} Options
Objectives

No Standards Setup.

Load Standards
=

Figure 2.66 - Class Standards screen

2. Select Load Standards from Course Alignment. The standards defined at the district
level for your course display on the Class Standards screen.
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All Standards All Ttems == Strand 3: Patterns, Algebra, and Functions

|: | £¥0ptions £ 1 Selected @DONE
Demo standards
State Standards

+al  standard

Strand 3: Patterns, Algebra, and Functions

Grade 01
Grade 02 Concept 1: Patterns
Grade 03
Mathematics Explain the rule for a given numerical sequence and verify that the rule
Strand 1: Number and works.
Operations

Recognize, describe, extend, create, and find missing terms in a numerical

Strand 2: Data Analysis,
. sequence.

Probability, and Discre
Strand 3: Patterns,
Algebra, and Functions
Concept 1: Patterns
Concept 2: Functions Recognize and describe a relationship between two guantities, given by a
and R_ela;tionships_ chart, table or graph, in which the quantities chang...
Concept 3: Algebraic ) )
Representations Translate between the different representations of whole number
Strand 4: Geometry and relationships, including symbolic, numerical, verbal, or pict...
Measurement

Strand 5: Structure and

Concept 2: Functions and Relationships

Concept 3: Algebraic Representations

Logic
Reading Create and solve simple one-step equations that can be solved using
) addition and multiplication facts.
Science
Social Studies Record equivalent forms of whole numbers to six digits by constructing
Writing models and using numbers.
Grade 04

Use a symbol to represent an unknown guantity in a given context.
Grade 05

Figure 2.67 All Standards screen

3. Select the standards you would like to use. The selected standards are marked
Selected.

4. Click DONE. The standards you selected display under Assignment Standards on the
Class Standards screen and are available on the Standards Correlation tab of the New
Assignment screen.

AllTtems
Class Standards
My Objectives $Cotions
Reading Standards for Literature Agg.
Key ideas and detais: Ask and answer such questions Standard Parent Portal Weight Method Score Type
as who, what, where, when, why, and how to 0001
demonstrate understanding of key details in a text. READING1
Key ideas and details: Recount stories, including fables
and folktales from diverse cultures, and determine 0002 show 1.00 Power Law 4 Point Rubric
their central message, lesson, or moral. Literature Textl
ideas and detsis: Describe how characters in 2
stary respond to major events and challenges. 0002 show 1.00 PowerLaw 4 Point Rubric
Craft and structure: Describs how words and phrases Reads on-level text with purpose, accuracy, and
(e.q., regular beats, aliteration, rhymes, ted fluency
3 | i n
\BDI_]SDJ‘ supply rhythm and meaning in a story, 0007 ) ) chow 1.00 Last Score 4 Point Rubric
Craft and structure: Describe the overall structure of a Reﬂ?rs to detak and examples when explaining and
story, including describing how the beginning drawing inferences from texts
introduces the story and the ending concludes the 0014
action. . MATH
Craft and structure: Acknowledge differences in the
points of of characters, induding by speaking in a o015 show 1.00 Highest Score 4 Point Rubric
different voice for each character when reading Numbers and Operations
dialogue aloud.
Integration of Knowledge and Ideas: Use information 2R i show 1.00 Power Law 4 Point Rubric
gained from the illustrations and words in a print or eading Standards for Literature
digital te)ff to demnns:t\ ate understanding of its 2RI show 1.00 Power Law 4 Point Rubric
Ch:m : S 5'3,':':"19"‘0' plot. - (Not . Key ideas and details: Ask and answer such questions
}_“- .a;lon o Knowledge and Ideas: (Not appiicable as who, what, where, when, why, and how to
to literature) demonstrate understanding of ...
READINGL _ )
MATH 2.RL10 show 1.00 Power Law 4 Point Rubric
Range of Reading and Level of Text Complexity: By
the end of the year, read and comprehend literature,
induding stories and ...
2.RL.2 show 1.00 Power Law 4 Point Rubric
Load Standards Key ideas and details: Recount stories, including fables
and folktales from diverse cultures, and determine
Load Standards from Course Alignment their central mes...
Add from District Standards Bank 2RL3 show 1.00 Power Law 4 Point Rubric
v. Antmiles Mcrrihn o

Figure 2.68 Cléégvsjtnéndards scrééhrf Kaaéd Standards
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Adding Standards from the District Standards Bank

You can select which district created standards are available on the Standards Correlations tab
when creating a new assignment. This option enables you to see only the standards that you
use most frequently, rather than all the district's standards.

1. From the Grade Book menu, select Class Standards. The Class Standards screen
displays.

Class Standards Al Ttems

My Objectives et

No Standards Setup.
Load Standards

Load

from Course A

Figure 2.69 Class Standards screen, Add from District Standards Bank link

2. Select Add Standards from District Standards Bank. The All Standards screen
displays all the standards that have been loaded by your district.

A" Standards Al Ttems =>> READING1
Search £¥ Options [ 14 Selected QDONE

tandards v'none srandard

EZ=E) ReapINGL
E=x) Literature Textl
| Selectad | Reads on-level text with purpose, accuracy, and fluency
| Select=d | Refers to detais and examples when explaining and drawing inferences from texts
E= Summarizes and determines theme from details
| Selectad | Compares and contrasts points of view and them from different stories
E=) Informational Texts
m Refers to detais and examples in text using reasons and evidence to support points
E | Select=d | Summarizes texts including main idea and details
EE?E[”GI @ Compares/contrasts information between texts
SCIENCE | Selected Phonics and Vocabulary
R | Select=d | Determines/clarifies meaning of unknown and multiple-meaning words and phrases

PHYSICAL EDUCATION/HEALTH
CHARACTERISTICS THAT EEm
SUPPORT LEARNING

ATTENDANCE

Uses letter-sound correspondences, sylable patterns, word roots, affixes to read unfamiliar
multiple-syllabic words

Determines meaning of academic and domain-specific words/phrases

E= Demonstrates understanding of figurative language

Figure 2.70 All Standards screen

Select the appropriate standards for your grade level and class.

Click DONE. The standards you selected display under My Obijectives link on the Class
Standards screen and are available on the Standards Correlation tab of the New
Assignment screen.
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Class Standards

My Objectives
READING1

Load Standards

Load Standards from Course Alignment

Add from District Standards Bank

All Ttems
£3Options
Agg.

Standard Parent Portal Weight Method Score Type

READING1 show 1.00 Power Law 4 Point Rubric
Literature Textl show 1.00 Power Law 4 Point Rubric
Reads on-level text with purpose, accuracy, and show 1.00 Power Law 4 Point Rubric
fluency
Refers to details and examples when explining and show 1.00 Power Law 4 Point Rubric
drawing inferences from texts
Summarizes and determines theme from details show 1.00 Power Law 4 Point Rubric
Compares and contrasts points of view and them from show 1.00 Power Law 4 Point Rubric
different stories
Informational Texts show 1.00 Power Law 4 Point Rubric
Refers to details and examples in text using reasons show 1.00 Power Law 4 Point Rubric
and evidence to support points
Summarizes texts including main idea and details show 1.00 Power Law 4 Point Rubric
Compares/contrasts information between texts show 1.00 Power Law 4 Point Rubric
Phonics and Vocabulary show 1.00 Power Law 4 Point Rubric
Determines/darifies meaning of unknown and show 1.00 Power Law 4 Point Rubric
multiple-meaning words and phrases
Uses letter-sound correspondences, syllable patterns, show 1.00 Power Law 4 Point Rubric
word roots, affixes to read unfamiiar multiple-syllabic
words
Demonstrates understanding of figurative language show 1.00 Power Law 4 Point Rubric

Figure 2.71 Class Standards screen, Added Standards
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Creating Your Class Objectives (Standards)
You can also create your own standards to use in assessing students.

1. From the Grade Book menu, select Class Standards. The Class Standards screen
displays.
All Ttems

Class Standards
FrT— £3 Options

No Standards Setup.

Load Standards

Figure 2.72 Class Standards screen, Add from District Standards Bank link

2. Select My Objectives. The Class Standards screen displays a message stating that no
custom standards are setup.

A1l Trems >3 My Oby
Class Standards s B

bloctives O Optens.
No Custom Standards Setup. Click Manage My Objectives Above.

Load Standards

Figure 2.73 Class Standards screen, Manage My Objectives

3. Click Manage My Objectives. A row displays for the new objective.

Al Trems == My Objectives Apply Objectives

Code  Standard Parent Portal Weight 'lavlge%ﬁud Score Type
#1 t s 1.00 Power Law Percentage
Code Standard Parent Portal Weight Agg Method Score Type
[@ show 1 Powerlaw ||| Percentage © 40D

Figure 2.74 Class Standards screen, My Objectives row

Enter an academic standards code in the Code field.

Enter a title or description of the standard in the Standard field.

Click show to display the standard in ParentVUE/StudentVUE.

Enter a weight for this standard in the Weight field. The default weight is 1.
Select the way the scores aggregate in the Agg. Method field.

© ®© N o g &

Select the Score Type used when grading by this standard.
10. Click ADD.
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tems 2> My Objecti
Class Standards ¥ QPtecthves

My Objectives

Load Standards

@ show 1 Pementage -0

Figure 2.75 Class Standards screen, Apply Objectives

11. Repeat the previous steps to add additional objectives.

12. When you have entered all your objectives, click Apply Objectives. The added
objectives displays on the screen with your classes.

Class Standards > Hy Objecties

My Objectives O Options GSAVE XUNDO

Load Standards

Figure 2.76 Class Standards screen, Save Objectives

13. Under each class (homeroom, linked, breakout/intervention), select the classes to which
this standard applies.

14. Click SAVE.

Editing Standards
You can edit any standard that is displayed in your class standards list.

1. From the Grade Book menu, select Class Standards. The Class Standards screen
displays.
All Ttems

Class Standards
T— £ Options

No Standards Setup.
Load Standards

Figure 2.77 Class Standards screen, Add from District Standards Bank link

2. Select the standard from the list under Class Standards. The Class Standards screen
displays the selected standards.

3. Move the mouse over the standard until it is highlighted.
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All Tt READING1
Class Standards e

Options
My Objectives Bop
READING1 Agg.
Standard Parent Portal Weight Method Score Type
READING1 show 1.00 Power Law 4 Point Rubric
Literature Textl show 1.00 Power Law 4 Point Rubric
Load Standards
Reads on-level text with purpose, accuracy, and fluency show 1.00 Power Law 4 Point Rubric

ourse Alignment
Refers to details and examples when explaining and show 1.00 Power Law 4 Point Rubric i delete

Add from District Standards Bank drawing inferences from texts
Summarizes and determines theme from details show 1.00 PowerLaw 4 Point Rubric

Compares and contrasts points of view and them from show 1.00 Power Law 4 Point Rubric
different stories

Informational Texts show 1.00 Power Law 4 Point Rubric

Figure 2.78 Class Standards screen

4. Click Edit. The word edited appears shaded orange.

Al Trems »» READING1

£} Options @SAVE X UNDO
Standard Parent Portal Weight Agg. Method Score Type
READING1 show 1.00 Power Law 4 Point Rubric
Literature Textl show 1.00 Power Law 4 Point Rubric
Eeads on-level text with purpose, accuracy, and show 1.00 Power Law 4 Point Rubric
uency

Refers to details and examples when explaining and @] show Point Rubric

drawing inferences from texts
Summarizes and determines therme from details show 1.00 Power Law 4 Point Rubric

Compares and contrasts points of view and them show 1.00 Power Law 4 Point Rubric
Figure 2.79 - Class Standards screen

5. Edit the standard detail as necessary.
6. Click SAVE.

Select Standards Proficiency

1. From the Grade Book menu, select Grade Book Setup.
2. Select the Standards tab.

Assignment Weighting I Grade Book Settings I Standards

—Standards Proficiency

Default calculation method to determine proficiency: | == Use District Values == E”

This value will be used as the default when standards are added to your class that can be
changed.

—Final Mark by Standards

Overall Grade from Standards

When determining the grade from Standards I want to include
| Only Assignments/Standards results from the current grading period Ell

Figure 2.80 - Grade Book Setup screen, Standards tab

3. Inthe Standards Proficiency group box, select a calculation method to determine
standard proficiency. The options include:
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e Use District Value — uses the district-defined value for the selected standard.

e Power Law — Marzano’s Power Law is a statistical formula that predicts what the
student’s next score will be based on their previous scores.

¢ Highest Score —is based on the student’s highest score for the standard.
e Last Score —is based on the student’s last score for the standard.

e Mean — calculates the average of the scores. The sum of all the scores is divided
by the number of scored items.

e Median - calculates scores by sorting all scores in ascending order and
determining the grade in the middle.

e Mode — uses the most commonly occurring value as the score.

e No Aggregation — will not calculate any overall score

Calculating Final Grade by Standard

You can determine if the final grade is calculated from the current grading period or from the
current school year.

1. From the Grade Book menu, select Grade Book Setup.
2. Select the Standards tab.

Assignment Weighting Grade Book Settings Standards

—Standards Proficiency

Default calculation method to determine proficiency: | << Use District Values >> [+
This value will be used as the default when standards are added to your class that can be
changed.

—Final Mark by Standards

Overall Grade from Standards

When determining the grade from Standards I want to include
Only Assignments/Standards results from the current grading period E|

Figure 2.81 Grade Book Setup screen, Standards tab

3. Select which assignments and standards to include in the final grade calculation. The
options include:

¢ Only Assignments/Standards from the current grading period

e All Assignments/Standards from the current school year
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MANAGING CLASSES (ADVANCED/OPTIONAL)

The ways teachers deliver instruction is continually changing in order to accommodate the
needs of their students, and deal with limited space or resources. Some teachers may share
their class with another teacher (co-teach), and some teachers may give a group of students
special or intensive instruction within their class. Creating linked classes, creating breakout
classes, sharing classes, and creating separate assignment weights and resources for different
groups helps to manage these varying teaching scenarios.

Creating a Linked Class

You can create linked classes when you would like to have a separate Grade Book for each
subject you teach. Your linked classes appear in the Class field on Grade Book Main screen
and other screens. You can create separate category or assignment-type weighting for each of
your linked classes, and you can make your individual linked classes available on StudentVUE
and ParentVUE.

When you create a linked class, your homeroom students are automatically added to the linked
class. Anytime students are added to or dropped from your homeroom class, your linked
classes are updated as well.

Note: Only students enrolled in your homeroom class can be added to your linked
classes. If you would like to add students from another teacher’s homerooms into

— your class, (for instance, you teach fifth grade and student rotate between your
class and another fifth grade teacher’s class for subjects in order to prepare them
for middle school class rotations) then you use Breakout classes instead. (See
Creating Breakout Classes.)

1. From the Grade Book menu, select Manage Classes.

—Class M

g

[ (YR} Cordova, A 4th Grade(1) SEC:0438 [w]| [7] Show Deleted Classes k Update Jk New Class /,

‘ Settings for Cordova, A 4th Grade{1)

Class Mame | |Cordova, A 4th Grade(1) Class Type | Home Room

| Class Objective Parent Class | Current class is a homeroom class.

| Assignment Weighting Staff Class Resources Related Classes

‘ Unlinked Subjects ‘ Related Classes ‘

& Language Arts f Class Name Subject Class Type | Students

@ Reading & Mathematics Mathematics | Linked Class |25
& Technology

& Musical Arts

& Physical Education

& Science

@ Social Studies

Figure 2.82 — Class Manager screen, Related Classes tab
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Select your homeroom section from the list in the Class Manager section of the screen.

On the Related Classes tab, select a subject in the Unlinked Subject column by clicking
the blue “plus” button. The system creates a linked class for the selected subject and the
class displays under the Related Classes column.

Caution: When you create a linked class, any assignments and scores related to
that subject move from the homeroom class to the linked class. However, if you
unlink the class, the assignments and scores do not move back from the linked
class to the homeroom class.

Creating Breakout or Intervention Classes

In some cases, you may need to add additional classes to your Grade Book for students who
are not in your homeroom. In this situation, you can create a breakout or intervention class in
order to maintain a separate set of assignments and grades for this group of students.

Note: You cannot create separate category or assignment-type weighting for
breakout or intervention classes that have a parent class identified. Breakout and
intervention class use the parent classes’ assignment weighting and categories.

R

Grade Book
Grade Book Main
Admin Reports
New Assignment
! Grade Book Setup
: Report Card Preview
] Copy Assignments
| Analysis Tool
Standards Summary
| Resources

i Assignments

|| Manage Classes I

| Calendar

Class Standards

Figure 2.83 Grade Book menu

1. From the Grade Book menu, select Manage Classes. The Class Manager screen
displays.

Class Manager-

| | (YR Carroll, HiBeverin 34 Gradei1} SEC0102 [ 7] Show Deisted Clames {_ Updata. J

Settings for Carmall, N /Beverin Jid Grade{1)

Clazs Mame | | Carmoll, M Beverlin 24 Gradei1) Clazs Type | Home Room

Clas= Objecive Parani Class | Currentclass is a homeroom dazss.

Figure 2.84 - Class Manager screen
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2.

o o b~ w

Click New Class. The Class Manager group box clears all the fields and becomes
editable.

Class Manager

|_ e "Jl Save -|___L'.r|.'||.l-.l b

Settings for Camoll, N Beverlin 3id Grade{1)

Class Mame | |remedial reading Yla5s Type || Orade Book Breakout [

WY | | getthis group reading & or sbowe grade level Parant Class | |\ryr)y Carroll, N /Beverin 34 Gradel1] SEC 0102 1=

Figure 2.85 - Class Manager screen

Enter a name in the Class Name field.

Enter an objective in the Class Objective field.

Select a Class Type, either Grade Book Breakout or Intervention.

If there is a homeroom class related to the new class, select it from the Parent Class
list.

OR

If no homeroom class is available, select <<none>>. The new class does not display in
ParentVUE.

Note: If you select <<none>> in the Parent Class field, you can set assignment
weighting, but none of the assignments will display in ParentVUE.

Click Save. A confirmation message displays and the class appears in the list of
available classes. The Student tab becomes available on the Class Manager screen.
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Sharing

Classes

You can share your homeroom, breakout/ classes, and linked classes with other teachers at
your schools. You can manage the other staff's ability to create assignments, edit score, edit
students, etc. If your district uses Streams, Grade Book automatically creates a Class Group for
any shared class, enabling all staff associated with the class to maintain a Stream.

—Class Manager
g

[ (YR) Cordova, A 4th Grade(1) SEC:0438 [=] De-:--:em;::\;-,-,e-,] K_ Update JK New.Glass J
Settings for Cordova, A 4th Grade(1)
Class Name | |Cordova, A 4th Grade(1) Class Type | Home Room
Class Objective Parent Class | Current class is a homeroom class

Assignment Weighting Class Resources Related Classes

Available Staff ‘ Additional Staff ‘

o Carroll, Natalie a - Welsh, Don
0

W Fry, Erin B
0

o Grayson, Nicolas [

Hathcock, Erin

Staff, Staff

|

Figure 2.86 - Class manager screen, Staff tab

1. Click the Staff tab. The list of available staff members displays.

Note: The list of staff members you have to choose from depends on your security
permission. See the Grade Book Admin Guide for more information on user
security.

2. Inthe Available Staff field, click the blue “plus” next to the staff member’'s name. The
staff member’'s name moves to the Additional Staff column with a list of access rights
for the class.

3. Select the appropriate permissions for this staff member. Options include:

Can Edit Staff — gives permission to add or remove staff members to this class.

Can Edit Students — gives permission to add or remove students from this class.
Students cannot be added or removed from shared homerooms or shared linked
classes.

Can Create Assignments — gives permission to create assignments for this class
within Grade Book.
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e Can Edit Scores — gives permission to enter and edit assignment score for this
class within Grade Book.

e Can Post Streams — gives permission to create and maintain communications
threads within Streams.

Note: If you do not grant the added staff member any permissions, they only
can view the shared class will be ‘view-only’ in the shared class. Only the main

— teacher can modify the class and student setup, grading settings, and add, edit,
delete, or post report card grades.

_ D\ Tip: When you add a staff member to a Breakout class, their students become
W available on the Class Manager > Students tab. You can combine the students
A from both yours and the other staff member’s classes to create a shared

Breakout class.

Adding Students to a Breakout or Intervention Class

Assignment Weighting Staff Class Resources

Available Students ‘ ‘ () Remedial Math SEC:N/A ‘

-

w Aaron, Ian

& Aaron, Susan
& Abdulbari, Kathy

W Acosta, John

W Acuna, Annie

© Aguilar, Jose

w Aguirre, Kathy

@ Alejandrez, Willie

< Ambriz, Gregory

W Amonsot, Sarah
« Andrade, Chris

& Antonio Gonzalez, Frank

W Antonio Gonzalez, James =
188 Students ‘ lo Students

Figure 2.87 - Class Manager screen, Students tab

1. Click the Student tab. The list of available students displays.

Note: The pool of students you have to choose from depends on your security
permission. See the Grade Book Admin Guide for more information on user
security.

2. Inthe Available Students field, select a class or select <<All Classes>>.

3. Click the blue “plus” next to the student’'s name. The student’s name moves to the new
class column.
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—Class M, g
H | (YR) Remedial Math SECNIA [=]] Fisnow Delsted Closses i Ili i ﬁ i iﬁ _
Settings for Remedial Math
Class Name ‘Remedial Math ‘ Class Type | Intervention
Class Objeclive | T get students up to grade level in the new math Parent Class | Notlinked to homeroom class - assignments will not be
curriculum displayed in Parent Portal
| << none > E”
Assiqnment Weigitting | Stafi | ——
_ << All Classes == Eli
& Aaron, Susan i & Aaron, Ian n
@ Abdulbari, Kathy
W Acosta, John
@ Acuna, Annie
& Aguilar, Jose
W Aguirre, Kathy
W Alejandrez, Willie
& Ambriz, Gregory
@ Amonsot, Sarah
& Andrade, Chris
W Antonio Gonzalez, Frank
@ Antonio Gonzalez, James
W Arciva, Pamela - -
N e

Figure 2.88 - Class Manager screen, Students tab

Tip: To remove a student, click the blue “minus” next to the student’s name in the
new class column.
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Setting Assignment Weighting for Classes

The Assignment Weighting tab enables you to have different assignment type weighting for your
linked or shared classes. For example, a math class may have homework, test, and quizzes, but
not necessary any projects. In that case, you may choose not to include projects in the overall
weight calculation. Perhaps you have a remedial class where students tend to do the majority of
their graded work in class. You may weigh the in-class assignments heavier than the homework
for just that class. See Configuring Assignment Scoring Settings.

Note: Only the primary teacher can set assignment weights for shared classes.

—Class M

9

(¥R) Cordova, A 4th Grade(1) SEC:0438 [=]| [ Show Deleted Classes (_update )& New Class )
Settings for Cordova, A 4th Grade{1)
Class Wame || Cordova, A 4th Grade(1) Class Type | Home Room
Class Objective Parent Class | Current class is a homeroom class.

Assignment Weighting Staff Class Resources Related Classes

Update
Assignment Type Weight (%) Drop Scores Default Points Possible Display Color
Homework 0 4] 0.00
Quiz 0 4] 0.00
Assignment 0 0 0.00
Project 0 4] 0.00
Test 0 4] 0.00
Service Learning 0 0 0.00
Also apply the above weighti il to the:
[ClyR) Mathematics sec:0438 | [(YR) Remedial Math SeC:N/a | [J(YR) science sEC:0438 | [(YR) Social Studies SEC:0438 |

Figure 2.89 - Class Manager screen, Assignment Weighting tab

Select the class from the class list in the Class Manager group box.

2. Onthe Assignment Weighting tab, set the Weight (%) for each assignment type. The
sum of all the weights must equal 100%. If you do not use weights, enter 0 for each
assignment type.

3. Set the Drop Scores allowed for each assignment type. This is the number of scores to
drop (exclude) from the final grade calculation. For example, enter 2 for Homework if you
want to drop the two lowest homework scores. Enter 0 if you do not want to drop any
scores.

4. Set the Default Possible Points for each assignment type. For example, enter 10 for
Homework if most of your homework assignments will be worth 10 points; you can
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override this value when creating assignments. Enter O of you would prefer the system
to default to zero.

Select any other classes to which you would like to apply these assignment weights.
Click Update. A message appears indicating your updates are complete.

Creating Class Resources for Classes

a b~ e

Select the Class Resources tab on the Class Manager screen.

Enter a name for the resource in the Resource Name field.

Enter a description in the Resource Description field (up to 500 characters.)
Select Parent Portal to display the resource in ParentVUE and StudentVUE.

Select the classes or sections to which this resource will be available in the
Classes/Sections group box.

From the Resource Type list, select either Web Resource to add a link to a website or
Document Resource to upload a document for students to download.

a. If adding a Web Resource, enter the web address of the website in the New
Web Resource box. To test the link, click Test URL.

b. To save the resource, click Insert Link. The resource displays in the table at the
bottom of the screen.

OR

a. If adding a Document Resource, click Browse to select the document to
upload.

Text files, Word documents, PDF files, and Excel spreadsheets are just some of
the files that can be uploaded.

b. To save the resource, click Upload Document. The resource displays in the
table at the bottom of the screen.
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SETTING GRADE BOOK ALERTS AND NOTIFICATIONS

Class natifications alert you to any changes in Grade Book or remind you when new setup is
needed.

From the Grade Book menu, select Grade Book Setup.

Select the Grade Book Settings tab.

In the Class Notification group box, select the alerts and reminders you would like to
receive.

Class MNotifications

Alert me when students are added

Remind me to delegate new students

Remind me when a custom report card is setup
Remind me to set final grade config for new students

Figure 2.90 - Grade Book Setup screen, Grade Book Settings tab
e Alert me when students are added displays a Grade Book alert any time a new
student is added.

¢ Remind me to delegate new students applies to teachers who delegate students
to other teachers for Report Cards.

e Remind me when a custom report card is setup alerts you when your district has
created a new report card.

¢ Remind me to set final grade config for new students reminds you to configure
the final grade setting for a new student.
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Chapter Three:
USING GRADE BOOK

This chapter covers:
BASIC USER:

» Creating Assignments

» Setting Grade Book Main Options

» Entering Scores

» Transferring Standards Results

» Utilizing the Student Summary Screen

ADVANCED USER (Optional):

Importing Assignments

Creating Resources

Creating Student Groups

Setting up a Class Website
Transferring Student Scores

Using the Calendar

Using the Analysis Tool

Creating Progress Reports

Using the Standards Summary Screen
Running Admin Reports

VVVVVVVYVYYVYY
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CREATING ASSIGNMENTS

Assignments are any assessment items on which students are graded in the class, such as
homework, tests, quizzes, projects, etc.

Adding Assignments

Assignments are created on the New Assignments screen. The New Assignment screen is
accessed from the New Assignment option on the Grade Book menu or the New Assignment
button on the Grade Book Main screen.

Grade Book

l.'/ New Assignment "',|
Figure 3.2 - Grade Book Main screen, New Assignment
I New Assignment I button

Grade Book Setup

Grade Book Main |

Report Card Preview
Copy Assignments
Standards Summary

Assignments
Figure 3.1 - Grade Book Menu, New Assignment option

1. Open the New Assignment screen.

Assignment Summary Assignment Hame Assignment Settings

Date of Assignment
8/8/2013 ]

Assignment Category
Test 10.00 1 Nermal =

[FIshow in ParentiStudent Portal

TYFPE POINTS  #ASGN.

Homework  10.00 1 Description

Due Date

8/8/2013 ]
Type << select == [=|| | Assignment Drop Box
[CEnable Drop Box
Score Type Raw Score [=] Drop Box Open Date
Max. Score _
Drap Box Close Date
Points 1

Document Count Limit

Unlimited El

Standards Correlations Sections Grading Periods

Assignment Standards

£} Options

Figure 3.3 - New Assignment screen, details

Note: The Score Type, Max Score, and Points fields may not be

available in Standards Mode, depending your district’s settings.
—

2. Enter the assignment settings and score details. The assignment details are as follows:
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e Assignment Name: The name of the assignment. This also displays on
ParentVUE/StudentVUE (if enabled.)

o Description: The description of the assignment. This also displays on
ParentVUE/StudentVUE (if enabled.)

e Date of Assignment: The date the assignment was given to students. The default is
today’s date.

e Assignment Category: The grading category for the assignments. Options include:
o Normal - The assignment will count towards the students’ overall grade.

o Extra Credit — The assignment is an opportunity for the student to
improve their overall grade. Extra Credit does not negatively affect their
grade.

Note: If an extra credit assignment is part of a weighted assignment
category where no 'Normal’ assignments have been scored yet, the
grade book will count the extra credit assignment. It is very important
when using extra credit assignments to create them only in
assignment categories that have at least one other assignment
entered in that assignment category (i.e. Tests).

o Not for Grading - The assignment will not count toward the students’
overall grade.

e Show in Parent/Student Portal: Displays the assignment in ParentVUE and
StudentVUE (if enabled.) This option is selected by default.

o Due Date: The date the assignment is due. The default is today’s date.

e Assignment Drop Box: Drop Box allows students to upload completed assignments
through StudentVUE. The Drop Box feature must be enabled by your district.

e Type: Select an assignment type. The assignment types listed may include district
created assignment types as well as any assignment types you may have created.
have added, it is because you have Add by Types to the District Types selected on
Grade Book Setup. If you would only like to see your types listed here, go back to
Grade Book Setup and select Only Show My Types.

e Score Type: Select Raw Score, Percentage, or any other Grade Book score types
previously created. (See Defining Grade Book Score Types (advanced/optional)).

¢ When using the Raw Score assignment score type, Max Score and
Points must be entered.

¢ When using the Percentage assignment score type, Points must be
entered. When entering scores, they are entered as percentages. For
example, if the student earned 9 points out of 10 points possible, the
teacher would enter 90 (9/10 = 90%) as the score.

e Max Score: Enter the maximum number of points possible on an assignment.

e Points: Enter the number of points the assignment is worth in Grade Book. For most
assignments, this is the same value as the Max Score. You can also use this field to
weight the assignment (see How to Use Assignment Weighting section).
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3. 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.

Note: Standards must already have been added by the district for
teachers to be able to search for or select them here.

b. Click DONE. The selected standards display under Assighment Standards.
Select all the sections that will use this assignment from the Sections tab.
Select the grading periods for this assignment from the Grading Periods tab.

Note: Grading Periods may already be selected based on defaults
assigned in Grade Book Setup.

6. Click Save/Add Another Assignment. Repeat Steps 1-5 to add more assignments or
click Save to be taken back to Grade Book Main.
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How to Weight Assignments Using Points

No Assighment Double Weight Half Weight
Weighting
Scenario You give an You give an assignment You give an assignment
assignment that has that has 10 questions but that has 10 questions but
10 questions and you you want it to be worth 20 | you want it to be worth 5
want it to be worth 10 points (double). points (half).
points (no weight).
Setup Score Type Raw Scere  Score Type Raw Scors Score Type Raw Scors
Max. Score 10 Max. Score 10 Max. Score 10
Points 10 Points 20 Points 5
Score you 10/10 10/10 (20 points) 10/10 (5 points)
write on the
assignment
How you The # of points you The # of points you key in: | The # of points you key
key in the key in:10 (max score) | 10 (max score) in: 10 (max score)
score & how
it's The # of points The # of points Synergy The # of points Synergy
calculated Synergy gives the gives the student based gives the student based

student based on
calculation: 10 points

on calculation: 20 points on calculation: 5 points

Most teachers use this
method for the
majority of their
assignments.

Example of when this method can work for you:
You have a 50-question test worth 200 points. Each
guestion is worth 4 points. You would enter 50 as the
Max Score and 200 as the Points. When entering
student scores, you will key in the number the student
got correct (45, for example) and the Grade Book will
calculate the points earned (45 x 4 = 180 points).
Example of when this method will not work for
you: You have a 50-question test worth 200 points. Of
those questions, 25 are worth 3 points each (75
points) and the other 25 questions are worth 5 points
each (125 points). In this case, because your
guestions do not have the same point value, you
cannot simply enter the number correct because the
points earned

will depend on which questions he/she got correct. In
this case, you would enter 200 as the Max Score and
Points, then hand-calculate the score as you grade
and key that score into Grade Book.
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Copying Assignments

You can copy assignments from one class to another, across grading periods, and across

school years.

1. From the Grade Book menu, click Copy Assignments. The Copy Grade Book
Assignments screen displays all assignments for the class and grading period currently
in focus.

Copy From:
Fm« o e | E-:-..-. Ty [ Hormen oo =] u:u... [t thrae, T o g 11y SEE 1118 i | Hr«.ﬂhndr =1 H
— — pors |
) Resasch Repot 2000
o Wil dary GuiT 1000
E; bl 5000
Il Wit Progect om
X
Prevgys || Nen

Figure 3.4 - Copy Grade Book Assignments screen

2. Using the menus, select the school year, class type, class, and grading period from
which the assignments are copied.

Choosa
Choases Classes

CrplionsiFinish Copy From:
Hw-.wrnw-_:mm ch.;nm[mm | u:rﬁywu.Tmegnu:ﬁcmu = H""Wr'w"—: H
. I s Assiprment Pt
i} Rezearch Report 2000
|t Viocatulery Guiz 1000
Gcm) Micerm Exam S0.00
= Veirting Proyect 2000

= ()

Figure 3.5 - Copy Grade Book Assignments screen, Choose Assignments

3. Either select the individual assignment to copy, or select All to select all assignments.

4. Click Next. A list of all the classes for the school year and grading period displays.

Copy Grade Book Assignments

(¥R} Andrews, M 34 Grade{1) SEC.035

(YR} Bema, C Kind Ami{1) SEC 51
(¥R) Bamiz, C Kind Prm(1) SEC 0452
(¥R) Beerin,d © 172 Multi-Agei1) SEC:0128

(YR} Beverlin, C 17273 Multi-Age(1) SEC 0125

{¥R) Besgham, © 102 Multi-Age(1) SEC 0130
(¥R) Bweakout Tost SEC NG,

(YR) Carmoll. N Bmll; 34 Grade(1) SEC 0102

Figure 3.6 - Copy Grade Book Assignments screen, Choose Classes

5. Select the School Year and/or Period of the classes you would like to display in the

Copy To list.

6. Select the classes to which you want to copy the assignments.
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7. Click Next.
8. Select a Date Option.

a.
b.

b.
c.

Select Copy Original Dates to use the original assignment’s dates.
Click Finish.
OR

Select I'll Edit the Dates to enter new dates. The Assignment Date and Due
Date display.

Enter dates.
Click Finish.

Editing Assignments

Any assignments can be edited until it has student scores associated with it. After scores are
entered for the assignment, the system only allows certain aspects of the assignment to be

edited.

Editing a single assignment

AP w DR

OR

From Grade Book Main, click the assignment title. A menu displays.

Select Edit Assignment. The Assignment screen displays.

Make appropriate changes.
Click Save.

From the Grade Book Menu, select Assignments. The Assignments List screen
displays the assignments for the class currently in focus.

Note: To change classes or grading periods, use the lists to make selections.

Assignment List Filters

L

52} Jacisan, K Am GoviiZ) SEC:1269 - I &t Otr - I = 10 Asgigrments (=] |

Showing 1-6 of &

Figure 3.7 - Assignment List screen

2. Edit an individual assignment by making the change(s) directly into the boxes for that
assignment.
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Assignments | Grading Periods |

Correlations Action

Action | Measure | Assign Date Score Type Assignment Type | Due Date | Max.Val. | Pts.Poss. Type Parent Portal
e | T [pererane o = P [P 1 [ 1 =

=] |32son's 1| | |05/06/2013 | [=] || Homework [=] [05/08/20] | [ 10 ||[10.00 || Wormal =

= [ss22 Dis| | [08/23/2013 =] [+] [0s/23/20] | [10 [|[10.00 | =

Figure 3.8 - Assignments List screen

3. Click Save Changes.
Editing multiple assignments

1. From the Grade Book Menu, select Assignments. The Assignments List screen
displays the assignments for the class currently in focus.

y y) Note: To change classes or grading periods, use the lists to make

L ' selections.

Figure 3.9 - Assignments List screen

2. Select the assignments requiring the change by checking the boxes for only those
assignment rows.

Tip: Select the All check box to select all assignments.

LESFILEEN | Grading Periods |

Correlations Action

Action |Measure | Assign Date Score Type Assignment Type | Due Date | Max.Val. | Pts.Poss. Type Parent Portal
Can l*_l \ N | [Peremriage Bl [e B ([ W l*_l [ o =l |E4

B [0s/06/2013] || [~ || Homewerk [=]| [0s/06/20] | [10 [|[10.00 | |[ Normal =]

L] [ss22 Dis| | [06/23/2013 ] || = | = [05/23/20] | [10 [|[2000 || o |@

Figure 3.10 - Assignment List screen, Assignments tab

3. Enter the change that you want applied to the assignments in the top row (example: Due
Date change to 08/08/2013).

4. Click the green down arrow to apply the change to all selected assignments.
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W —

(_save Changes ) (_undo_) ‘ 2 Unsaved Change(s) ‘

[C:rr’elatl:ns ][Actl:n [=] ]
Action | Measure | Assign Date Score Type Assignment Type] Due Date |Max.Val. | Pts.Poss. Type Parent Portal
[lan & || Percentage [l | | TPK [=]d 8/8/207% & | Nermal =l | Ede
+ +
Jason's I | |05/06/2013 Homework [=] 8/8/2013| § 10 10.00 Normal [=]
5522 Dis| | | 06/23/2013 8/8/2013|J 10 10.00

Figure 3.11 - Assignment List screen, Assignments tab

5. Click Save Changes.
Verifying or Change Grading Periods for Multiple Assignments

1. Select the Grading Periods tab. The Assignment Grading Period grid displays.

Assignments Grading Periods

Assignment Grading Periods

Sawe Gradeng Periods ) (. Undo
Progress [ i;t I Progress | 2nd [ sem1 | @ rogress ard | .Ilrngrass I [ sem 2

| Period 1 Qtr | Period2 | Otr | Final Period3 | Qtr | Period 4 4th otr | Final
Assignment Due Date | an I~ an ~an ™ an ~an " an e I~ an ran I an
Research & 4
| Report -EKES‘JEGID.J—.&.I-T— .r‘ _I' .l" _l' .l' _l‘ _r‘ ‘|-_r. O
;Elﬁ‘m""a:-" 3/19/2010 | M an| ] 5 o i r o - d| F
Midterm Exam | 4/2/2010 Can| O e 0 = O = - { d | O
Writing Project | 4/16/2010 | [T an| T (=] | | C r r [ & al o

Figure 3.12 - Assignments List screen, Grading Periods tab

2. Check the boxes to add an assignment to correct grading periods.

Note: The grading periods currently assigned are checked and labeled

Included.
——

3. Click Save Grading Periods.
Deleting Assignments

1. From Grade Book Main, click the assignment title. A menu displays.
2. Select Delete Assignment. A confirmation message displays.
3. Click Delete.

Caution: When deleting an assignment, student scores and resources that have
been issued for that assignment are also deleted. You cannot retrieve these scores
and resources.
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IMPORTING ASSIGNMENTS (ADVANCED/OPTIONAL)

There may be times when you need to import class scores into Grade Book. The Grade Book
Import screen enables you to use a pre-formatted Excel document to import your assignments
and scores to Grade Books.

You can generate the Excel document from the Grade Book Import screen - student names and
IDs are pre-populated in the document, along with a sheet providing instructions for completing
the process. The import screen validates all data and provides information to remedy any errors
prior to importing your assignments and scores.

1. On the Grade Book Menu, select Grade Book Import.

Grade Book Import

Upload Import File HEIP | Download Sample File
Optia [T Add Assignments Not Found in Current Class 1. Click "download sample file" button above
Cignore Unknown Columns in File 2 Follow instructions on second worksheet of file
Moverwiite E ting Scores 3. Upload file to check for errors

4. Click "Import Data” button to complete your assignment
import

e select a file to upload
[ Browse...

{__Upload import File
—

Figure 3.13 - Grade Book Import screen

2. Click Download Sample File. The system generates a formatted file with the student
information pre-populated.

AL - f  STUDENT_PERM_ID v

A ] B [ c o [ E [ F | G [ H | -

1 [STUDENT_PERM_ID STUDENT_NAME ASSIGNMENT_NAME ASSIGNMENT_DESCRIFTION OVERALL_SCORE WEIGHT MEASURE TYPE ASSESSMENT_DATE REPORT_CARD_ROWS SUBJECT |
"2 [s1ss0 Nathanisl Moore ofo "00
"3 [zesems Savana Hix ojo "00
"4 [e7eme Cayden Aldous ojo "00
"5 [enire Mzkayla Barkhurst ofo "100
"6 [2ss288 Thomas Bechtel ofo "00

"7 [2ssors Madison Bucknar ofo "00 3

"8 [2s8953 Coby Castile ofo "00 b
g [2sss7s 8rody Cohen ofo "00
10 [245092 ey e oo oo
111 [278451 Jzmac Cratwell oo oo
12 257879 Madisan Davis oo "0
13 |267397 Erick De La Tarre o/o 100

E'zsse:e Quaid Fehly ojo "100 —
|15 [267250 Allison Ferguson o/ "100
|16 278501 Justin Garcia o/ "100
|17 257850 Markeita Garman oo "100
|18 267400 Jacoh Grege oo "100
19 [266939 Rhett Haizh oo "100
|20 [257320 David Helm oo "100
|21 [268847 Alexandrea Hernandsz ofo "100
23 [285604 Kenyth Kettle ofo "100
23 f2e77Es Kagen Lawrence ofo "100

e A e e —— P 1l

4 4 » M| Import Template  Instructions .~ ¥ [Ta] i (a0

Figure 3.14 - Sample file

3. Select the Instructions tab. It displays instructions on how to complete the import
process.
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Note: The import template worksheet already contains the list of student
names and the SIS id's for your convenience. If you wish to import multiple

— assignments just copy and paste the student rows. The Instructions tab lists
the available Measure Types and Subjects that can be used for your file
import. Be sure the Import Template matches one of these values. To
correlate to multiple report card rows, separate them with two bar characters
(I)- EX. MATH||GEOMETRY

Complete the Import Template tab of the file.
Note: If importing more than one assignment, the students’ names and
student IDs can be copied and repeated on the worksheet.
Scores can be entered either using percentages (ex: 90%) or using points
earned/points possible (90/100). When using percentages, the ‘Points’ value
of the assignment is set to 100. When using points earned/points possible, the
‘Points’ value of the assignments is set equal to the points possible entered on
the worksheet. No other score types are supported at this time.
The assignment name, assignment description, measure_type,
assignment_date, and subject fields must be completed for each line that is to
be imported. If these fields are not complete, the corresponding line(s) will not
be imported.

| A 8 c | 3] E F G H

1 |STUDENT_PERM_ID STUDENT_NAME ASS GNT[,T;;I:A::E‘EM »;5:5((“::’:152‘7[}5('—! PTION ED:;;E;ALL}(DRE :‘LE:S:ZE:‘YPE ASSESS‘AE;J;ﬁ[{»;'-El ’E:AUEBtJEC'
i i:?j:z T:t‘fnr; l[\Ih:'hV:Z :Eztt;t Ass ;nn'ent Description 7;‘1[2 Hcmewar: E; 1 ;
5 Ti10525 Teory Amendarz moort Test Asignment |Destrintion a0 oo o
6 (113615 Shawn Boxrud mport Test Assignment Description 8/10 Homework 9/
7 [114542 Sean Whitaker mport Test Assignment Description 7/10 Homework 9
8 130983 Gregory Ambriz mport Test Assignment Description 9/10 Homework a/
9 [105573 Charles Bernal Neri mport Test Assignment Description B/10 Homework 9/
10 (148253 Carlos Bogan mport Test Assignment Description 7/10 Homework a/
11 (129032 Douglas Chamberlain mport Test Assignment Description 7/10 Homework af
12 (140093 Jonathan Leas mport Test Assignment Description 7/10 Homework ay
13 '1'.7631 Henry Ledesma mport Test Assignment Description 7/10 Homework 9/
14 'l:DGEE Roger Leeuw mport Test Assignment Description 9/10 Homework af
15 [122688 Fred Williams mport Test Assignment Description 8/10 Homework 9/
16 '1;7::51 Edward Wolgamot mport Test Assignment Description 9/10 Homewaork af
1370754 Sean Anderson mport Test Assignment Description 8/10 Homework 9/
18 '153151 Christopher Bunton mport Test Assignment Description 8/10 Homework af
335634? Arthur Tran mport Test Assignment Description 8/10 Homework 9/
20 '1;7635 Gerald Mancera Corone mport Test Assignment Description 8/10 Homework af
i}SﬁTGE Clarence Mancera Herrera Import Test Assignment Description 8/10 Homework 9/
22 (125533 Clarence Matter mport Test Assignment Description 8/10 Homework af
E\VI;CSGE Raymond Mendez Gonzales Import Test Assignment Description g8/10 Homework 9/
24 ’1;7641 Gary Mirelez mport Test Assignment Description 8/10 Homework af
_25 |997008 Joe Wilson mport Test Assignment Description 9/10 Homework 9/1/2011 Math

Figure 3.15 - Sample file

Save the Excel file.

On the Grade Book Import screen, click Browse.
Select the file and click OK.
Select uploads option in the Upload Import File box:

¢ Add Assignments Not Found in Current Class - only imports assignments that do
not currently exist in Grade Book for the class in focus.

e Ignore Unknown Columns in File —ignores any columns not required by the import

tool.
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e Overwrite Existing Score —overwrites any existing scores found for the assignment.

9. Click Upload Import File. When the system uploads the file, any errors with the file or

format display.

Note: In the Review Import File box, the status displays the number of errors, if
any. In the Import File Status box, each error displays, identifying the error and

the row number where the error is located on the import file.

Grade Book Import

Upload Import File

Pizase select a fila to

Cignare Unknown Columns in File

T Overrte Ex sting Scores

Cptions T g Assignments Mol Found in Current Class

upload I

Browsa..

i Upload import Fila |

Help

(. Download Sampic Fila. )

1. Click "download sample fil=" bution sbove.

2. Follow instructions on second worksheet of file.

3. Upload file 10 check for emors.

4. Click

“Impon Cata” button to complete your assignmant import

Import File Status

i

Alert Row number 2 cannot be imporizd. Could not locale

assignment: mpori Test Assignment.

=]

Review Import File

‘ A

Alatt Row number 3 cannot be importad. Gould nat locats
assignment Import Test Assignment

=

(lnipon Hata

Assignment Asgn Date Type Status
Selact | Import Test Assignmant | g4 90y44 Homewark | | & Alert: 24 Errors)
Dezcrption

Import Test Assignment

Student

Score

Fobart Chairaz
189213 B Aert Row: 2

810

-

710

Figure 3.16 - Grade Book Import screen

10. Resolve any errors. Once all errors have been resolved, the Review Import File status
changes to OK. Ready for Import and the Import Data button become available.

Grade Book Import

Upload Import File

Please select z fils to upload

Clignora Unknown Calumns in File

Moverwrite Exdsting Scores

Options: Miagd Assionments Mot Found in Current Class

Browse...

LUpload Impart Fiz

Help
1 Chck "download sample file" button above
2 Foliow instructions on second workshest of file

3. Upload file to check for emors.

™ Downioad Sample g |

4 Chek "Impor Data” button to complete your assignment import

Import File Status

i} OH: File Ready Fos Import

|\ ImportData |

\u
Review Import File
Assignment Asgn Date Type Status Import Test Assignment
5 Student Score
Impart Test Assignmeant i e 5
Select Deseription 91/2011 Homework D OK: Ready for impoit st rhar s

Figure 3.17 - Grade Book Import screen

11. Click Import Data. Once the import is complete, the Import File Status changes to OK:

File Import Success!
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Grade Book Import

Upload Import File Help W

Options: P Add Assignments Nat Found in Current Class 1. Click "download sample file” button ahove.

Cignare Unknawn Columrs in File 2 Follow instructions on second worksheet of fle

I Qverwrite Existing Scores 3. Upload file to check for erars.
4 Click "Import Data” buttan 1o complete your assignment import.

Fleass select a file to unload: I

Import File Status

Figure 3.18 - Grade Book Import screen

The assignment and score appear in Grade Book Main, tied to the appropriate grading periods
as defined in Grading Setup.

Alan Ornelss

Arthur Tran

Carlos Bogan
Charles Bernal Neri

Christopher Bunton

Clarence Mancers Hemers

Clarence Matter

=~ |ca|da |0 ||~ || @

Douglss Chamberlain

Figure 3.19 - Grade Book Main screen
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CREATING RESOURCES (ADVANCED/OPTIONAL)

You can add a link to a website or a document as a resource for an individual assignment or for
your entire class in general. Students and parents can download these resources through
StudentVUE and ParentVUE.

Gradehook Assignment Datail

Am God (3Z51) 0 Teachar User

AzEigrmenl Ty Diate e Cete
Assignmant Assignment [e07220038 0841372009

WO Seore Type Pors= [ i

180 out of 25.00 Raw Score 72001000

Cisx P

Fesources

Merne Dazeription

A pore Perfizct Linlan Pleage raad this wabpage aboul the drating ofthe Conatilution.
Froject Cuiling Plegse click here o download a Word docurment autlining the project

Figure 3.20 - StudentVUE, Gradebook Assignment Detail

Adding Assignment Resources

1. Click on the name of the assignment on the Grade Book Main screen. A menu appears.

Enter Scores

Edit Assignment

Delete Assignment

ICreate Assignment Resources

Figure 3.21 - Grade Book Main screen, Assignment menu
2. Select Create Assighment Resources. The Create Assignment Resources screen
displays.
3. Enter a name for the resource in the Resource Name field.
4. Enter a description in the Resource Description field (up to 500 characters.)

5. Select the Parent Portal check box, to display the resource in ParentVUE and
StudentVUE.

6. Select the classes or sections to which this resource will be available in the
Classes/Sections group box.

7. From the Resource Type list, select either Web Resource to add a link to a website or
Document Resource to upload a document for students to download.

a. If adding a Web Resource, enter the web address of the website in the New
Web Resource box. To test the link, click Test URL.
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b. To save the resource, click Insert Link. The resource displays in the table at the
bottom of the screen.

OR

a. If adding a Document Resource, click Browse to select the document to
upload.

Text files, Word documents, PDF files, and Excel spreadsheets are just some of
the files that can be uploaded.

b. To save the resource, click Upload Document. The resource displays in the
table at the bottom of the screen.

Viewing or Deleting Assighment Resources

Note: Once an assignment resource had been added to an assignment, it can only be viewed or
deleted. Unlike class resources, assignment resources cannot be edited.

1. From the Grade Book menu, click Resources.
2. Click the Assignment Resources tab. The Assignment Resources grid displays.

Assignment Resources

Oass M Subject RESpunce Descnplion — ASSaniment Shaw n Portal Rasbunoe Nama Added

7

=

Figure 3.22 - Resources screen, Assignment Resources tab

3. Click View Resource to open the resource.

Tip: Resources can be grouped by the different columns. If you would like to see

the resources by Subject for example, click on that column’s name and drag it to

| the top row where it states ‘Drag a Column Header Here to Group by That

A Column’. When grouped by a column, the resource can be viewed for each
value in the column by clicking on the plus sign next to the column title.

OR

1. Click Delete to delete the resource.

Caution: No confirmation box displays before the deletion.
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Adding Class Resources

Select Resources from the Grade Book menu. The Resources screen displays.
On the Class Resources tab, select a class or section from the Class/Section field.
Enter a name for the resource in the Resource Name field.

Enter a description in the Resource Description field (up to 500 characters.)

a bk wnh e

Select the Parent Portal check box, to display the resource in ParentVUE and
StudentVUE.

6. Select the classes or sections to which this resource will be available in the
Classes/Sections group box.

7. From the Resource Type list, select either Web Resource to add a link to a website or
Document Resource to upload a document for students to download.

a. If adding a Web Resource, enter the web address of the website in the New
Web Resource box. To test the link, click Test URL.

b. To save the resource, click Insert Link. The resource displays in the table at the
bottom of the screen.

OR

a. If adding a Document Resource, click Browse to select the document to
upload.

Text files, Word documents, PDF files, and Excel spreadsheets are just some of
the files that can be uploaded.

b. To save the resource, click Upload Document. The resource displays in the
table at the bottom of the screen.

Modifying Class Resources
1. Select Resources from the Grade Book menu. The Resources screen displays.

Respurce Hame Resource Descipbon Show in Partal Added
Testng., M 1262011 Edit Daleta

Lesting t tasting o View ResuIce ] 282012 Edt pelete

Figure 3.23 - Resources screen, View Resources

2. Click View Resource at the bottom of the Class Resources tab to open the attached
resource.

OR

Resource Name Resource Descrpbion Show in Portal

Added
Test Resourca 1 Testng.., Wizwr Resourca | 12/6/2011 E-_

testng tw tasting two Vi AEsOUIce o) fajz0iz Edit Dl

Figure 3.24 - Resources screen, Edit
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1. Click Edit. The editable resource info displays in the grid.

Resgurce Mame Resource Description Show in Portal Added
Test Resource 1 Tastng... o 12/6/2011
Resource Mame | Test Resaurce 1 Resnuice Desciption | Testing..

Show in Poral [

Figure 3.25 - Resources screen, Edit Resources

Resource Name Resource Description Show in Portal Added
4 12/6/2011
M 2/8j2012

Figure 3.26 - Resources screen, Delete Resources

1. Click Delete.

Caution: No confirmation box displays before the deletion.
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SETTING GRADE BOoOK MAIN OPTIONS

Grade Book Main is where students’ assignments, scores, and overall grade display for each
class. The following section covers how to use filters on Grade Book Main, how to set your
Grade Book Main preferences, and how to change your student or assignment sort order.

By default, Grade Book Main sorts by student. It can also sort by students’ overall grades by
clicking the small gray square within the column header. Once sorted, the gray square at the top
of the column displays an arrow instead of an S. This arrow indicates the direction of the sort,
either ascending or descending. To switch the direction of the sort, click on the square with the
arrow again. The direction of the arrow and the direction of the sort reverse.

Using Grade Book Main Filters

The information on the Grade Book Main screen can also be filtered by using the menus at the
top of the screen.

|Tern|5 52 (Terms) =] || Class: | (52) Duncan, E /Barber Consumer Math(1) SEC:1570 [+ || Period: | Sem2 =] || Mode | Assignment [ | |

|Fi|lers:3_=:e All Dates Types| Show Al || Search |

Figure 3.27 - Grade Book Main filters

e Term - Filters by the school term, such as a semester or quarter.
o Class - Switch to the records for another class from the list.
e Period - Select the records for another grading period.

¢ Mode — If Standards Mode is selected, enables you to switch the display between
standard or assignment mode.

e Show Summary Score — This option only displays in Standard mode. It displays the
true calculated score for the standard.

e Date - Filters the assignments by date. The default shows all dates.

e Type - Displays a particular type of assignment such as a quiz or homework. The
default is to show all assignment types.

e Search - Use keyword searches to locate assignments. Enter all or part of the
assignment name in the Search box. As the name is typed, the potential matches will
appear in a drop-down list below the Search box.
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Setting Grade Book Main Preferences

Additional options are available on the Grade Book Options panel. Expand the panel by clicking
on the arrow next to the Grade Book Main grid. Once you have opened the options menu, the
following choices appear:

Grade Book Options Sort Students by - Enables teachers to
Sort Students by: change the order students are listed. By
Nickname [=] default, students sort by Last Name. They

can also be sorted by First Name, Student

SECHRNTER ID, Nickname, or custom sorting options..

Mewest to Oldest El

Show dropped students Assignment Order - By default

VHide class grade assignments display on the Grade Book grid
Show total missing from Oldest to Newest (left to right). This
Enable group editing can also be changed to either Newest to
Show grades by type Oldest, or the Custom Sort Order as set on
Show comment codes the Assignments screen.

Enable assignment note entry
Always Show Student D Show dropped students - Students t
Show: dropped from the class still display in the
Mormal [=] grid. A line through their name and the word
Analysis Bands: it bands drop in red indicates dropped students.
Jason's Band [=] Hide class grade - The Grade column,

Summary Mode: which shows the student’s overall grade in

Show Median L_JShow Mode the class, is not shown.

Row Size: | Large El
Show total missing - The Missing column

Atrisk highlight scores is added to the grid that shows the total
percentage 50 % number of assignments that a particular
Figure 3.26 - Grade Book Options student has not completed. Enable group

editing - Allows student groups to be edited
through Grade Book.

Show grades by type - The grid displays the grades for the assignment types in addition to the
grades for the individual assignments.

Show comment codes - Comment codes are displayed after the score for the assignment, and
the score and code are in bold.

Enable assignment note entry — Allows you to enter a public or private note associated with a
student’s assignment.

Always Show Student ID — Displays the Student ID next to their name.

Copyright© 2014 Edupoint Educational Systems, LLC 92



Chapter Three Grade Book Secondary User Guide

Show - Selects how the assignment scores display. Normal displays the raw score. Percentage
shows the score as a percentage of the total points. Points show the total points. Available
Comments (such as Late, Absent, Missing, Incomplete, Language, or Extra Credit) shows
scores with the selected comment highlighted in the grid in orange.

Analysis Bands — Applies the selected Analysis Band to the Grade Book Main screen.

Summary Mode - Select either Show Median and/or Show Mode to display the median score
or the mode for the class at the bottom of each assignment column.

Row Size - Adjusts the size of each row in the grid. The row size can be Large, Medium, or
Small.

At risk highlight scores percentage - By default, at risk students are defined as those
students with a score of 50% or below for either an assignment or overall. Change the
percentage used to determine an “at risk” student by entering the new number.

Changing the Student Sort Order on Grade Book Main

A custom student sort order can also be created by using either Custom Sorting First Name or
Custom Sorting Last Name from the Sort Students by menu in Grade Book Options.

Grade Book Options

Sort Students by:
Custom Sorting Last Name ~

Figure 3.29 - Grade Book Options

When using custom sorting, the student list first is sorted by either first name or last name
(depending on the custom sort option selected). You can then drag and drop the student names
c on screen into a different order.

Click on the student’s name, and drag it to its new position. Once the student list is in the
desired order, click Save Changes. When new students are added to a class, they appear at
the top of the list.
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Changing Assignment Sort Order on Grade Book Main

1. On the Grade Book menu, select Assignments.

2. On the Assignments screen, click Custom Assignment Sort . The Sort Assignments
screen displays.

|,'/ Undo .\',I I Unsawved Change(s)

Drag Assignment Rows to Sort

m

tewst

Transfer Standards
L&S
ADD 97-102

Practice standard 4.3.4

Practice standard 4.3 measurement
Area Practice by Standard Area 43.1/43.2/433
Winter Computation Check

Dacalina Moltinlicatine

Save

Figure 3.30 - Sort Assignments screen

3. Drag the assignment in the desired order.

4. Click Save. The system reorders the assignments on both the Assignments screen and
the Grade Book Main screen.
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CREATING STUDENT GROUPS (ADVANCED/OPTIONAL)

You can create student groups when you would like to break your Grade Book up by any type of
groupings. For example, you may have high, medium, and low reading groups in your class and
creating student groups for these will allow you to view, edit, or enter scores for each group
separately. Also, you can create Breakout classes using these groups to maintain separate
assignments for each group.

Creating Student Groups

1. From Grade Book Main, expand the Grade Book Options menu by clicking the right
arrow.

| Ciass: | CVR) Carroll M /Beverin 34 Grade(1) SEC:0102 [ H

[I‘.I'.--I'u Dwte | Al Dales - || Types| Show AN Eas] ]D

Aargn Bustamante | 833% | ]
Figure 3.31 - Grade Book Main screen

2. Under the Grade Book Options, check Enable group editing.
3. Inthe Student Groups section, click on the plus (+) sign. The New Group field appears.

Student Groups

To create a group click the +
below.

New Group

Add
Figure 3.32 - Student Groups

4. Enter the New Group name, and click Add. The new group displays in the Student
Group section.

Student Groups

To create a group click the +
below.

MNew Group
Reading Groups Add
Figure 3.33 - Student Groups

5. Click on the plus sign next to the group name to add a subgroup. Only subgroups are
used as filters.

Student Groups

& Reading Groups /K&

Figure 3.34 - Student Groups
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6. Enter a name for the subgroup and click the Add button. Run through the same step if
you have multiple groups

Student Groups

& Reading Groups =/ E3

Ada

Figure 3.35 - Student Groups

7. Click on the plus sign in front of the subgroup to begin assigning students to the
subgroup. The students then appear with a plus sign in front of their names.

Student Groups

& Reading Groups [+ E3
& RedEd
< Bluekd
< vellowEd

Figure 3.36 - Student Groups

8. Click on the plus sign next to the student name to assign the student to the subgroup.
As students are added, their names are added underneath the subgroup. The plus sign
turns into a minus sign, and their names are highlighted blue. Click the minus sign to
remove the student from the subgroup.

Grade Book Options

Sort Students by:
Last Mame -

ASBig nment Order:

Oldestto Newest

Show dropped students &« Acevedo.Sebasfian
[] Hide class grade

[] Show total missing
Enable group editing = Alvarado Rivera, Mayra
[ show grades by type

« Alcala. Shayla

[C] show comment codes

[7] Enable assignment note entry = Barroso, Diego
Show:
MNormal hd = Bustamante Roman. Ada Nelis
Summary Mode:
] show Median [ Show Mode &« Carrasco Marquez Desiree NIA
ize: Large -
Row Size- g & Castro. Gustavo-Adolio NFA
At risk highlight scores
percentage 50 % « Contreras Witron. Anthony NIA
« Elizarraraz. Ronald NfA
Student Groups
Flores. Daniel NIA
& Reading Groups [+ Ed —
@ RedEd w Gutierrez Lopez, Gabriela NfA
8 Mayra, Alvarado Rivera
# Diego, Barroso w Islas Ortega. Alfredo NIA
2 Ada Melis, Bustamante X . X
Roman « Martinez Lizarraga. Daniel NfA
© Blue B « Meza Quinonez Alan NIA
& YellowEd
dran RIFR

Figure 3.37 - Grade Book Main screen, Student Groups
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Viewing by Group in Grade Book Main

1. Once all students have been added to their correct groups, from the Grade Book
Options menu, uncheck Enable Group Editing.

2. Click on the name of the subgroup in the Student Groups section. Grade Book Main
displays only those students, their assignments, and scores.

Note: The averages at the bottom of the grid still display the entire class
average, not just the average for the group.

s (YR)Campoell, L Multl Grade (Requisr Combol1) SEC0026 * [ poriod: O3 + N Grade Leweds 7™ | Subject: All Sudjects + |
L | j

= "
fe MIDaE ¥ Types ShowAl | Report Card flems: All Repet Card Rems = || Search |

At risk highlight scores

percentage 50 %

There is no data to display for your current filters.

NIA

HBustamante Roman Ada Nelis | NA

4 '.'-. ¢ m = : __ __- : iﬁ.& .l
Figure 3.38 - Grade Book Main screen

3. Click the blue minus sign next to the active subgroup title to inactivate the current
subgroup and return to viewing all students in Grade Book Main.

|5tl.ldEl"lt Groups |

& Reading Groups [ ]
& Red E3
M Mayra, Alvarado Rivera
S Diego, Barroso

Ada Melis, Bustamante
Roman

Figure 3.39 - Student Groups

Creating a Breakout Class from a Student Group

1. With the subgroup active, click Convert to Class. A message box displays confirming
the conversion.

m Student Filter Active: Reading Groups / Red
Convertto Class

Figure 3.40 - Grade Book Main screen

2. Click OK to create the class. The class displays under the Class list on Grade Book
Main. See Managing Classes (Advanced/optional).

Message from webpage ‘ X |

'e Are you sure you want to create a class from this student group?

OK l l Cancel

Figure 3.41 - Confirmation Message
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SETTING UP A CLASS WEBSITE (ADVANCED/OPTIONAL)

Teacher Class Websites enables you 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. You also have the option to create custom topics to help organize
your postings. After a Class Website Post has been created it can viewed by parents and
students in ParentVUE and StudentVUE on the Website tab.

Calendar

Attendance

Class Schedule

Class Websites

Conference

Course History

Course Request

Discipline

Fee

Grade Book

Announcements

(YR) Carroll, N /Beverlin 3/4 Grade(1) SEC:0102 E

Welcome back!

I hope you all had a wonderful winter break

Resource
Welcome back letter.doex f]

Announcements

Figure 3.42: ParentVUE/StudentVUE - Class Website

A teacher can post directions, helpful hints, or additional resources.

Calendar

Attendance

Class Schedule

Class Websites

Conference

Course History

Course Request

Discipline

Fee

Grade Book

Homework

{YR) Carroll, N /Beverlin 3/4 Grade{1) SEC:01 02|Z|

Homework Post

Teachers can post instructions for their homework assignments as well as any documents
or hints the students might need. The homework tab will also contain all of the student's
hemework assignments that have yet to be scored during either the current year or the

current semester depending on the length of the section.

Homework

Figure 3.43: ParentVUE/StudentVUE - Class Website - Topic screen

The website displays all homework assignments that have yet to be scored during the current

year or current semester depending upon the length of the class.

Homework

(YR) Carroll, N /Beverlin 3/4 Grade(1) SEC:O1DZE

Student Blog #1

Students will set up/configure their

website/blog and write a short introductory

post.

Figure 3.44: ParentVUE/StudentVUE - Class Website -

W Syrergy-

v

Streams

Grade Book

Report Card LessonVUE

Carroll, N /Beverlin 3/4 Grade{1)

ss:| (YR) Garroll, N /Beveriin 314 Grade(1) SEC:0102[x] ][ Period: | 3rd Qtr [ ][ Grade: | All Grades [ ]

[ Cla: Sub
[F\Ilers Dsiz| AllDates  [w] Types| Show Al [=] ][ Report Card ltems: | All Report Card ltems [=]

167 - Reading Assessm

Reading Assessment | |Student Blog £1 Quiz - Science aQ
MAX:100.00 MAX:10.00 MAX:10.00 MA
PT5:25.00 PT5:10.00 PTS5:10.00 PT!
412452013 42372013 42472013 2z
Student[7] Grade Project Homewark Quiz [+
Aaron lan 93.0% A % :l 9

Alejandrez, Willie

87.6% B+

78

10

9

Ungraded Assignment

Figure 3.45: Grade Book - Ungraded Assignment
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Adding a Topic to the Class Website

Grade Book
Grade Book Main
Admin Reports

New Assignglent

report Cara Score ., pes

Standards Transfer

ITeacher Cl_ass Websites I
Figure 3.46 - Grade Book menu

1. Select the Teacher Class Website option from the Grade Book menu. The Class
Website page opens.

Topics Announcements
o% © NEW
Topic There are no posts in this topic. Click New to add a post.
Announcements
Homework

Classroom Documents
Figure 3.47: Class Website Post screen - add Topic

2. Click the New link under the Topics heading. The New Topic field displays.

Topics Announcements

x CANCEL © NEW

| There are no posts in this topic. Click New to add a post.

Topic

New >3 | Mew Topic

Announcements
Homework

Classroom Documents

Figure 3.48: Class Website Post screen - add Topic cont.

Enter a New Topic.

Click INSERT to save. The new topic appears under the Topics heading.

Topics New Topic
© NEW O NEW
Topic . . - .
There are no posts in this topic. Click New to add a post.
Announcements
Homework
Classroom Documents

Figure 3.49: Class Website Post screen - with New Topic

Note: You can only edit or delete topic you created. If you delete a topic all the
posts stored in that topic are deleted as well.
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Adding a Post to the Class Website

1. Select a topic under the Topics heading. Any posts related to the topic display.

Topic Announcements
@Help 3 items N 0 items N

=

Topic

There are no posts in this topic. Click New to add a post.
Announcements

Homewaork

Classroom Documents

Figure 3.50 - Class Website screen

2. Click NEW. A blank post displays.

Topics [Announcements)|

O NEW © INSERT X CANCEL
Topic Post Post Date
Announcements | New = L
Homework I:I

B @ @ = &

Classroom Documents

i
)

[ Source

B I §|L =

4= 99 || Styles - || Format -2

Figure 3.51: Class Website Post screen - new post

3. Enter a headline in the Post Headline field.
4. Enter the content in the Post Content field.

Announcements

[O meza | cnce,

Post Post Date

Welcome back!

New ==

« ® = ™| @

I
o)
LY.
[ &1

[ Source

B I S5 | I.| i 4 | 99 || Styles ~ | | Normal || ?

|I hope you all had a wonderful summer break.

Figure 3.52: Class Website Post screen - new post cont.

5. Select the Is Visible checkbox to make it visible to students and parents.
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Note: If you are not finished with your post or do not want it visible, unselect the

Is Visible checkbox.
—

6. Click the Insert link to save and post. The new post heading and content display under
the Announcements heading with green Posted label in Grade Book.

Announcements
© NEW
Post Post Date
Welcome back! 1/17/2013 11:20:55 AM
I hope you all had a wonderful summer break.
Figure 3.53: Class Website Post screen - posted
Editing a post
1. Move the mouse over the post until it is highlighted.
Announcements
© NEW
Post Post Date
in ﬁ Welcome back! 1/17/2013 11:20:55 AM
d't I hope you all had a wonderful summer break.
I
Figure 3.54: Class Website Post screen - edit post
2. Click Edit. The word edited appears shaded orange.
Announcements
% CANCEL
Post Post Date
|ﬂ| Welcome back!
*« = e mE=EQ R
[ Source
B I S I | = = 2 | 99 || Styles ~ || Mormal -2

| hope you all had a wonderfuf winter|break.

Figure 3.55: Class Website Post screen - edit post cont.
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3. Make the necessary changes to the post.
4. Click SAVE.

Note: Save any changes to the post before adding a document or picture. You
7 can only add documents from the Edit screen. You must create and save a new
—-— Class Website Post before adding a document or picture to the post.

Attaching a Document or Picture to a Post

@SAVE X CANCEL

Post Post Date

edited
Welcome back!

B B @ = AR == Q|| | B source

B I & L | = = “E | 99| Styles - || Format - || ?

| hope you all had a wonderful [Winter]oreak.

Figure 3.56: Class Website Post screen - add document
1. From the Edit screen, click Upload New Document. The Upload a Document window

opens.

Upload a Document

Figure 3.57: Choose Document

2. Click Choose Document.

Upload a Document

| Choose Document I Upload
15

Figure 3.58: Upload Document

3. Select a document and click Upload. Grade Book adds the document to your post and
you return to the Class Website Post page. The document icon appears under your
post.
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Announcements
© NEW
Post Post Date
Welcome back! 1/172013 1:13:05 PM
1 hope you all had 3 wonderful winter break
Documents
@ Wiedco DECK I&:: s v
Figure 3.59: Document added to Post
Deleting a Post
1. Move the mouse over the post until it appears highlighted.
Announcements
© NEW
Post Post Date
ileg Welcome back! 1/17/2013 1:13:05 PM
L I hope you all had a wonderful winter break
Documents
@ Welcome back latter.doct
12 KB
Figure 3.60: Class Website Post screen - delete post
2. Click Delete. The word deleted appears shaded red.
Announcements
[@sae [x cancer
Post Post Date
Welcome back! 1/17/2013 1:13:05 PM
I hope you all had a wonderful winter break
Documents

Figure 3.61: Class Website Post screen - delete post cont.

3. Click SAVE. A message confirms the deletion.
4. Click OK to delete the post.
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ENTERING SCORES

There are two ways to enter scores in Grade Book. You can enter scores in assignment mode
or in standards mode. You are able to toggle between these two modes on the Grade Book
Main screen.

Using Assignment Mode

There are two ways to enter scores in Assignment Mode. The first is to enter scores right into
Grade Book Main for each assignment. This method is best to use when you have just a few
scores to enter for just a few students. For example, when an assignment has already been
scored and you need to enter a few remaining scores for students who were absent or are
turning the assignment late. See Entering Scores on the Grade Book Main screen.

The second way to enter scores is by using the Assignment Score Entry screen. This method
is best to use when you want to be able to enter scores for multiple students at one time. This
method features a fill down feature that will save time when entering scores. See Entering
Scores on the Assignment Score Entry screen

The following items are things to keep in mind when adding student scores in Assignment
mode.

Blank Cells — The system assumes that blank cells are simply assignments that do not have a
score entered yet. If no score is entered, the student’s grade is not be affected by that
assignment. Blank cells do not automatically equate to a score of zero. Comment codes are
used to indicate if an student was absent, excused from the assignment, or if the assignment is
missing. See Configuring Grade Book Comments (advanced/optional) and Using Grade Book
Comments.

Extra Credit - Besides creating assignments that are marked with the Extra Credit assignment
category, teachers can also give students extra credit is by keying in more points than the
assignment is worth. For example, if the Max Score on an assignment is 20 and you want to
give the student 5 additional points for extra credit, key in 25 as the student’s score. The grade
book will figure out what percentage increase will apply to the student’s overall grade. This
method only applies to assignments with raw score or percentage scores. The extra credit
cannot be more than twice the high score value.

Red d’s - The red lowercase d’s on the Grade Book Main screen represent the assignments
that have been dropped. If a teacher has chosen to drop scores in Grade Book Setup, then the
red lowercase d's appear for the students for which that assignment is their lowest (Test, Quiz,
etc.)

Red downward pointing arrows - The red arrow on assignment scores indicate the
assignment has received an “at-risk” score. Teachers set an at-risk percentage in their Grade
Book options that will help them determine the students who are receiving low scores.
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Entering Scores on the Grade Book Main screen

Grade Book

Grade Book Main I

Admin Reports

New Assignment

| Grade Book Setup

i Report Card Preview

Figure 3.62 Grade Book menu

1. From the Grade Book menu, select Grade Book Main. The Grade Book Main screen

displays.
2. On Grade Book Main, select Assignments from the Mode field to switch to Assignment
Mode.
3. Click on any score box on the screen. The selected box turns yellow, and a cursor
appears.
4 and 5 spelling guiz| Cursive homework
MAX:-10.00 MAX 10.00
PT5:10.00 PTS5:10.00
1MM82010 - 62352011
I MD m Classwork Homework
Emmie Clayton 81.3% 5 10
Summer Braby £0.0% 5 10
Samuel Cotharin 50.0% 5 |
Matthew Duran 50.0% 5
Christopher Broesder | 50.0% 5
Jack Fry 50.0% 5

Figure 3.63 - Grade Book Main screen

4. Enter the score in the appropriate format (e.g. letter grade, raw score, percentage,
rubric).

Note: The system displays an error message if the score is in the wrong
format.

The scores appear red until they are saved.

5. Click Save Changes.
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Entering Scores on the Assignment Score Entry screen

1. Click on the name of the assignment on the Grade Book Main screen. A menu appears.

build a rocket
MAX:100.00

PTS:20.00
45272012 -
Student[ ) Grade Project 7
Ahlstrom, Linda g8% B+ | Enter Scores

Edit Assignment

Alarcon, Frank 78% C+
| Delete Assignment

Amos-Brown, Patrick 85% B Create Assignment Resources
Figure 3.64 - Grade Book Main screen, Assignment menu

2. Select Enter Scores. The Assignment Score Entry screen for the selected assignment
displays.

Note: The Exclude, Hide in Portal, Comment, and Notes fields may
not be available in Standards Mode, depending your district’s settings.

oo [ommeom somee ccin =] |[ peres [ srace =] || ssimeneos | susa a rocket coroiect) (=] |

Assignment Subject Score Type | Points | Max Value Correlations

busld 3 rocket Letter Grade (Hope) 20,00 100,00 T s

Save } (. Save ! Retum to Grads Book ) | Cancel | Retwn to Grade Book )

buiss m rocat |
| | MAX 10000 | |

| Student| | | Class Grage | Frojes | Box | Exctode | Hide in Portal | Comment i Hotes.

Anistrom, Linda 88% B+ Be [ ¥ -]

Alarcon, Frank 78% C= c- =] L] e

Amos-Brown, Patricc 5% 8 8 =¥ (=l

Bamene. Richard 78% C= ce [w] ¥ e

Bravo, Benjamin 100% A+ A [ 4 -]

Figure 3.65 - Assignment Score Entry screen

3. Enter the student scores for the assignment in the column underneath the assignment
name.

y % Tip: To enter the same grade for all students for the assignment, enter the
L WY ) grade in the first student’s line and then click the green arrow ONCE to copy
. that score to all students below that line.

If a majority of students received the same score except for a few, first enter
the scores for the students with different scores, click Save, then from the top
of the list enter the score all of the rest of the students earned and click the
green arrow. Clicking the green arrow once fills in the rest of the blank cells
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without overriding the scores that had already been saved.

Clicking the green arrow TWICE overrides all previously entered scores.

Select Exclude to exclude a score from the final class grade calculation.
Select Portal to display this score on ParentVUE and StudentVUE.
Select any applicable comment code for the assignment from the Comment list.

N o g &

Enter any applicable notes about the assignment in Notes. Public Notes display in
ParentVUE and StudentVUE. Private Notes are only available to school personnel.

8. Click Save.
Editing Scores on the Grade Book Main screen

1. Click on any score box on the Grade Book Main screen. The selected box turns yellow,
and the text in the box becomes highlighted.

4 and 5 spelling guiz| Cursiwve homework
MAX10.00 MAX:10.00
PTS10.00 PT5:10.00
MNIe20I0 - _Br23r2011
Student_| Grade Classwork Homework
Emmie Clayton 81.3% 5 10
Summer Braby 81.3% 5 10
Samuel Cotharin 81.3% 5 10 LA
Matthew Duran 81.3% 5 10 M
Chnstopher Broesder 50.0% 5 LA

Figure 3.66 - Grade Book Main screen

2. Edit the score.
3. Click Save Changes.
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Editing Scores on the Assignment Score Entry screen

1. Click on the name of the assignment on the Grade Book Main screen. A menu appears.

build a rocket

MAX:100.00
PTS:20.00
45272012 -

Project

Ahistrom, Linda 88% B+ | Enter Scores
Edit Assignment
Alarcon, Frank 78% C+

Delete Assignment
Amos-Brown, Patrick 85% B Create Assignment Resources
Figure 3.67 - Grade Book Main screen, Assignment menu

2. Select Enter Scores. The Assignment Score Entry screen for the selected assignment
displays.

3. Make appropriate changes to the student’s scores.
4. Click Save Changes.

Using Standards Mode
The following items are things to keep in mind when adding student scores in Standards mode.

Scores shown for each standard will be the calculated average of all assignments graded by
standard using the calculation method selected in Class Standards screen.

When entering scores for an assignment with standards tied to it, only the overall assignment
grade is used for overall grade calculations and for output on reports. Scores entered for
Standards are used for analysis on the Standards tab of the Student Summary.
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Entering Scores on the Score Entry screen

The system calculates the student’s performance on the standard, based on their assignment
score.

1. Click on the name of the standard on the Grade Book Main screen. A menu appears.

i i i i
0002 o002 46 2RLT
MAX:4.00 MAX:4.00 MAX:4.00 MAX:4.00
PT5:1.00 PT5:1.00 PT5:1.00 PT5:1.00
711012012 7102012 71912012 71912012
Student[ ] Ovwerall Standard | Overall Standard | Overall Standard | Overall Standan
Enter Scores
Aldous, Cayden 4 4
Edit Assignment L
Barkhurst, Makavla 4 4 Delete Assignment
Bechtel. Thomas 4 4 Create Assignment Resources

- . . . I
Figure 3.68 - Grade Book Main screen, Assignment menu

2. Select Enter Scores. The Score Entry screen displays the selected standard.

<
aLz

MAX:4.00 Winter Computation Assignment Name

FTE:1.00 Check See Spot Run I

7122013 31152013 7i9/2013 AL

Student[ ] Class Grade Test Grganization EODS [

Aldous, Cayden 33 4 4| ¥ 3] ¥ [=] ¥
Barkhurst, Makayla 55 4 4| ¥ 3] ¥ (=] ¥
Bechtel, Thomas 22 + 4= ¥ 3] ¥ [=] ¥
Brown, Walter 22 + 4= ¥ 3] ¥ (=] ¥
Buckner, Madison 22 4] & (=]l -

w
Figure 3.69 - Assignment Score Entry screen

3. Enter the student scores for the assignment in the column underneath the assignment

name.

J

W

Tip: To enter the same grade for all students for the assignment, enter
the grade in the first student’s line and then click the green arrow ONCE
to copy that score to all students below that line.

If a majority of students received the same score except for a few, first
enter the scores for the students with different scores, click Save, then
from the top of the list enter the score all of the rest of the students
earned and click the green arrow. Clicking the green arrow once fills in
the rest of the blank cells without overriding the scores that had already
been saved.

Clicking the green arrow TWICE overrides all previously entered scores.

4. Click the arrow next to the standard column to expand the scoring columns.
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>
3Lz
T80
Tman1a [ Jaiy [l
student[] Class Grade Exclude | Hide in Portal Comment Notes

Aldous, Cayden 33 + a a =] &
Barkhurst, Makayla 55 + a a =] &
Bechtel, Thomas 22 + a a =] &
Brown, Walter 22 + a a =] &
Buckner. Madison 22 4 &l &l [l

Figure 3.70 - Assignment Score Entry screen

Select Exclude to exclude a score from the final class grade calculation.
Select Hide in Portal to hide this score from ParentVUE and StudentVUE.
Select any applicable comment code for the assignment from the Comment list.

Enter any applicable notes about the assignment in Notes. Public Notes display in
ParentVUE and StudentVUE. Private Notes are only available to school personnel.

© N o u

9. Click Save. A message displays confirming that the system saved the scores, and the it
populates the standard’s score based calculations of the assignment scores.

Your scores have been saved!

( ) (_ Delete Assignment )
L AN S
Class:| (¥R) Adams, S Fourth Grade(1) SEC:400-000000001 ][ Period: | Semester 2 [+ ][ Assignment | 3L2()  [=] ]

Standard Subject | Score Type | Points Correlations Actions
3L2 sh
Conventions of Standard English: Demonstrate command of the conventions of standard English capitalization, punctuation, and LegruﬂVuE
spelling when writing. a. Capitalize appropriate words in titles. b. Use commas in addresses. ¢. Use commas and quotation marks 4Point Mo Report card Content
in dialogue. d. Form and use possessives. e. Use conventional spelling for high-frequency and other studied words and for adding Rubric 1.00 Correlations Anal
suffixes to base words (e.g., sitting, smiled, cries, happiness). f. Use spelling patterns and generalizations (e.g., word families, Defined ét_‘d@d
position-based spellings, syllable patterns, ending rules, meaningful word parts) in writing words. g. Consult reference materials, ﬁ
including beginning dictionaries, as needed to check and correct spellings. —_—

\ Save _J \_ SaveReturn fo Grade Book ) (_ CancelReturn to Grade Book )
<
aLa

MAX-4.00 Winter Computation

PTE:1.00 Check See Spot Run

71212013 31512013 719/2013

Student[ ] Class Grade Test Organlzation

Aldous, Cayden 33 3 |w =] v =] ¥
Barkhurst, Makavla 55 3 | 4| ¥ 3= ¥ +
Bechtel, Thomas 22 3 ¢ =¥ ¥ v

Figur(;3.71 - Asggnment Score Entry screen

% Tip: You can view assignments that are associated with the standard on the
we Grade Book Main screen by clicking the arrow at the top of the standard.
' However, you cannot enter assignment score on Grade Book Main.

i E i £ i
Winter Computation
312 3.L2 Checﬁ See Spot Run

MAK-4.00 MAX:4.00 MAX:E.00 MAX:6.00
PT51.00 PTS:1.00 PTS:6.00 PTS:6.00
711212013 TM2/2013 2/15/2013 TI3/2013
Orwerall Standard Owerall Standard Test ‘Organization

3 3 4 3

3 3 4 3

3 3 4 3

Also, if you hover over the i symbol in the left corner, a description of the
assignment or standard displays.
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7 X
Ci i of English: D
of the co i of
English capitalization, punctuation, and
spelling when writing. a. Capitalize appropriate
words in titles. b. Use commas in addresses. o
Use commas and guotation marks in dialogue.

d. Form and use possessives. e. Use
conventional spelling for high-frequency and
other studied words and for adding suffixes to

base words (e.g., sitting, smiled, ories,
happiness). f. Use spelling patterns and
generalizations (e.g., word families,
position-based spellings, syllable patterns,
ending rules, meaningful word parts) in writing
words. g. Consult reference materials, induding
beginning dictionaries, as needed to check and

comect spellings.

.
Y
i i >
3L2 0002
MAX:4.00 MAX:4.00
PT5:1.00 PT5:1.00
7122013 7110/2013

ie Owerall Standard Owverall Standard

3 4
3 4
3 4

Note: After scores have been entered for the standard, the results can be
analyzed by clicking the Analyze Standard Results on the Score Entry
screen. See Using the Standards Summary Screen (advanced/optional).

l\ j' l\ Delete Assignment

400-000000001 [=] ][F‘ericﬂ: Semester 2 [ | ][Assignmem: 35LQ) E|]

act Score Type Points Correlations Actions
. Show LessonVUE Content
Percentage 1.00 Mo Report card Correlations Defined Analvze ctandard Results
Q Save ) (__save Return to Grade Book ) (_Cancel / Return to Grade Book
<
Core Study
a5 Zoo Dilema - guestions

Overriding Calculated Standard Scores on the Grade Book Main screen
You can override the student’s system-calculated score on the standard associated.

1. From the Grade Book menu, select Grade Book Main. The Grade Book Main screen
displays.

2. On Grade Book Main, select Standards from the Mode field. Only assignments aligned
with standards display.

3. Click on any score box on the screen. The selected box turns yellow, and a cursor
appears.
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i i >
0009 oooe
MAX:6.00 MAX:6.00
PTS:1.00 PTS:1.00
6/10/2013 611012012
Student[] Grade NIA NIA

Alexandrea Hernandez | 33 5

Allie Detweiler 0 NIA

Allison Fergusaon 55

Figure 3.72 - Grade Book Main screen

4. Enter the score to override the calculated standard score.
5. Click Save Changes.

Editing Scores in Standards Mode

1. Click on the name of the assignment on the Grade Book Main screen. A menu appears.

i i >

Enter Scores

Edit Assignment =

Student[] Grade - d

Delete Assignment =
Aldous, Cayden 33 Create Assignment Resources
Barkhurst, Makayla 55 4 4
Bechtel. Thomas 22 4 4

Figure 3.73 - Grade Book Main screen, Assignment menu

2. Select Enter Scores. The Assignment Score Entry screen for the selected
assignment displays.

3. Make appropriate changes to the student’s scores.
4. Click Save Changes. The system recalculates the standards score.
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Scoring Drop Box Assignments

If students have turned in assignments through the StudentVUE Digital Drop Box, you can
access and score these assignments on the Assignment Score Entry screen.

1. On Grade Book Main, click the assignment header for the assignment with a drop box. A
menu displays.

2. Select Enter Scores. The Assignment Score Entry screen for the selected assignment
displays and the Box column indicates which students have submitted the assignment
using the digital drop box.

Edit Assignment ) (Ll nent
Class: [ (ST Jacksar, KA Govt T4 (0) SEC0071 7] I Period: [ st atr 2| I Assignment: | Dros Bux (Homewark)
Assignment Subject Score Type Points Max Value Correlations
Drop Box Raw Scare 10.00 10.00 | |
Q Save ) (8 Siade Book | ncel / Retum Ly Grade Bogk

Abbott. Billy | 0.0% i ~d B o -l ‘m“: HTI'IH |
Barker, Jusn | 0.0% ‘ 4 ‘ ] ‘ t ‘ [ =+ ‘ ‘7 H;E‘-' | ‘

Figure 3.74 - Assignment Score Entry screen

3. Click on the icon in the Box column. The file information displays.

r : 1 o
{I| Ctlara&ter Count.doc I11r301201 012:00:90 P ﬁﬁpkl_LcationIunknown

Figure 3.75 - Drop Box info

4. Click on the document name to open the document.

5. View and score the document. See Entering Scores in Assignment Mode.
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Using Grade Book Comments

Using Grade Book Comments is a great way for you to track why assignments might have a

blank score or if a student turned in an assignment late. See Configuring Grade Book

Comments (advanced/optional).

Entering Comments on the Grade Book Main screen

1. From the Grade Book menu, select Grade Book Main. The Grade Book Main screen

displays.

2. Open the Grade Book Options by clicking on the arrow next to the Grade Book Main

grid.
Select Show comment codes.

Click on any score box on the screen. The selected box turns yellow, and a cursor

appears.

4 and 5 spelling quiz

Cursive homework

MAX:10.00 MAX:10.00
PT5:10.00 PTS:10.00
11182010 - 6/2312011
I Student[] Grade Classwork Homework
Emmie Clayton 81.3% 5 10
Summer Braby 50.0% 5
Samuel Cotharin 50.0% 5 I |
Matthew Duran 50.0% 5

Christopher Broesder | 50.0%

wm

Jack Fry 50.0%

5

Figure 3.76 - Grade Book Main screen

5. Enter the score and/or comment code.

Note: If no score is available, the comment code can be entered

alone.
—
4 and 5 spelling quiz| Cursive homework
MAX-10.00 MAX:10.00
PT5:10.00 PTS:10.00
11872010 '~ B6/23/2011
Student|_| Grade Classwork Homework
Emmie Clayton 81.3% 5 10
Summer Braby 81.3% 5 10
Samue| Cotharin 81.3% 5 10 LA
Matthew Duran 81.3% 5 10 M
Christopher Broesder | 50.0% 5 LA

Figure 3.77 - Grade Book Main screen

6. Click Save Changes.
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Clearing Comments with Scores on the Grade Book Main screen

1. Click on the comment to edit.

2. Re-enter the score, followed by a space, followed by an exclamation mark”!”.
101

3. Click Save Changes. The comment is removed and the score remains.
Clearing Comments without Scores on the Grade Book Main screen

1. Click on the comment to edit.
2. Enter an exclamation mark™!”.

3. Click Save Changes. The comment is removed and the cell is blank.

Clearing Excluded Comments with Scores on the Grade Book Main screen
1. Click on the comment to edit.

. 1
2. Re-enter the score, then a space, then an exclamation mark and ex “lex” it

3. Click Save Changes.

Clearing Excluded Comments without Scores on the Grade Book Main screen

1. Click on the comment to edit.
2. Enter an exclamation mark and ex “lex”.
3. Click Save Changes.

Entering or Editing Comments on the Enter Scores screen

1. Click on the name of the assignment on the Grade Book Main screen. A menu appears.

:

build a rocket

MAX:100.00
PTS:20.00
452/2012 -

Student[ ) Grade Project
e —
Ahlstrom. Linda g8% B+ | Enter Scores

Edit Assignment

Alarcon, Frank 78% C+

Delete Assignment
Amos-Brown, Patrick 85% B Create Assignment Resources
Figure 3.78 - Grade Book Main screen, Assignment menu

2. Select Enter Scores. The Assignment Score Entry screen for the selected assignment
displays.
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Cians: | £52) Rocket Science SECHUA =] J[ perios [3raw =] l;,.wq bukd a rocket (Propect) [=]| _
build a rocket Letter Grade (Hope) 20000 100,00 Sl i PR Mot |

(esave ) (sove semm toGrooe ook ) {_ Cancel | fietw 1o Grade Book )

Anistrom, Linda 8% 8- o=l L] i [ =¥ | .
|

Atarcan, Frank 7e%Ce e[ B |B [ | = ]
|

Amos-Brown, Patrice 85% B 5 =i L] £ [ =l | = ]
(L |

Bamene. Richard TE% Cm [ = = s} [ G| S :
| i ,

Erave, Benjamin 100% Av [ae =l s s} 1T =+ _— _J

Figure 3.79 - Assignment Score Entry screen

3. Enter, edit, or remove the comment from the Comment menu.
4. Click Save.
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TRANSFERRING STUDENT SCORES
(ADVANCED/OPTIONAL)

A student’s assignment scores can be transferred between classes taught by the same teacher.
This is especially useful when a student transfers from one section to another after homework or
projects have already assigned.

1. From the Grade Book menu, select Transfer Scores. The Transfer Student Grade Book
Scores screen displays.

Transfer Student Grade Book Scores

Copy From Class To Class Student

(52) Gray, K Social Studies 8(4) SEC.SS1085M52-03 El (52) Gray, K Social Studies 8(5) SEC.S51085M52-04 lz‘ ==Select=> El tf Copy Student Scores )
<<Select==
Chavez, Kimberly
Finerty, Joanna
e Cheo: MMENT in the destination g ck will automatically ceate a new assignment b Fox, Brian
comelatio i res for that assignment. Martin, Croy

1 grade book assignment definition (points,

Assignments

Copy From Assignment Date Assignment Type Points To Assignment
learning target quiz 2/5/2013 Formative Assessment 1.00 learning target quiz -2/5/2013 Iz‘
learning target quiz 2 2/712013 Formative Assessment 1.00 learning target quiz 2-2/7/2013 [=]
Literacy Standard 201312013 Formative Assessment 1.00 Literacy Standard-2/13/2013 [=]
Giver Map 2i20/2013 Summative Assessment 1.00 Giver Map-2/20/2013 [=]
Chapter 8 vocabulary 2/2512013 Homework 1.00 Chapter 8 vocabulary-2252013 [ ]
Geography and History 8 2i28/2013 Homework 1.00 Geography and History &2!23!2013@
Economics and History 8 21282013 Homework 1.00 Economics and History 8-228/2013 |E|
Content Vocab 9 31112013 Formative Assessment 1.00 Content Vocab 9-3/11/2013 =]
Academic Vocab 9 31212013 Formative Assessment 1.00 Academic Vocab 8-3/112/2013 [=]
homework check 4/3i2013 Quiz 1.00 homework check-4/3/2013 [=]

Figure 3.80 - Transfer Student Grade Book Scores screen

2. Select a class to transfer scores from in the Copy From Class field. Assignments for the
selected class display in the Assignments grid.

3. Select a class to transfer the scores into in the To Class field.
Select the student from the Student field.

In the To Assignment field, select how you would like the assignment score to be
transferred. Options include:

o Do not Copy — The assignment score is not copied to the new class.

e <Assignment Name> - Copies the score earned on the original assignment to the
assignment selected in the new class.

¢ Add Assignment — Copies the original assignment and score, and adds them to the
new class as a new assignment.

6. Click Copy Student Scores. The student scores transfer to the new class.
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USING THE CALENDAR (ADVANCED/OPTIONAL)

The Calendar screen provides you with a convenient overview of all previous or upcoming
assignments for a particular class or for all your classes. The assignments can also be
managed from the Calendar screen.

The Calendar screen is accessed by selecting the Calendar option from the Grade Book
menu.

Grade Book Calendar

HW 2
Assigned: 522011
Paints: 30.00

Figure 3.81 - Grade Book Calendar

Filtering the Calendar

You can use the filters at the top of the calendar to select the information displayed.

Figure 3.82 - Grade Book Calendar filters

e Select Class filters the which class’ assignments are displayed on the calendar.
o Category (assignment types) filters the type of assignments that are displayed.
e Assign Date displays the date the assignment was distributed to students.

e Points Possible displays the total number of point the assignment is worth when
calculating the final grade.

¢ Month selects the calendar month and year.
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Entering Assignment Scores from the Calendar screen

1. Click on the assignment on the Calendar screen. A drop-down menu appears.

(Test

Assigned: 5122011
Points: 100.00

Enter Scores Test -- test

Edit Assignment

Create Assignment Resources

Figure 3.83 - Calendar screen, Assignment Drop-Down Menu

2. Select Enter Scores. The Assignment Score Entry screen for the selected assignment
is displayed.

C\ass:i E” Period ‘ /ﬂ‘

Ass\gnmenr‘ EH

Assignment Subject | ScoreType | Points Max Value Correlations
Standards Report Card Items
4 and 5 spelling quiz Reading Raw Score 10.00 10.00 No Standards Correlations Defined  Accepts responsibity
Technology

Emmie Clayton 81.3% lIl'& ‘ [=]¥ \st—
\ |
Public

Summer Braby 31.3% lII-y ‘ [=]¥ |:|
1
Public

Samuel Catharin 813% [0 ¥ B g || =¥ I:'
L 1
Fublic

Matthew Duran 81.3% [3 & B |8 |] [ I:
\ |
Public

Christopher Broesder | 50.0% lIl-& ] ] ‘ [=]¥ I':J
\ |

Figure 1.2 — Figure 3.9 — Enter Scores screen

3. Enter the grades and other details for the assignment. See Entering Scores on the
Assignment Score Entry screen.

4. Click Save.
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Editing Assignments from the Calendar screen

1. Click on the assignment on the Calendar screen. A drop-down menu appears.

Test
Assigned: 5192011
Points: 100.00

Enter Scores Test -- tEi]

| Edit Assignment L

| Create Assignment Resources [
Figure 3.84 - Calendar screen, Assignment Drop-Down Menu

2. Select Edit Assignment. The Assignment Summary screen for the selected assignment

is displayed.
Assignment Summary Assignment Hame Assignment Settings
TVPE POINTS | #ASGN Date of Assignment
8/8/2013 Z|
Homewark  10.00 1 Description .
Assignment Category
Test 10.00 1 Normal El
[¥Ishow in ParentiStudent Portal
Due Date
8/8/2013 ]
Type <= sglect = E| Assignment Drop Box
[CEnasle Drop Box
Score Type Raw Score [=] Drop Box Open Date
Max. Score Z|
z Drop Box Close Date
Poinis ::|
v
Document Count Limit
Unlimited [+ |

Standards Correlations Sections Grading Periods

Assignment Standards

£ Options

Figure 3.85 - Assignment Summary screen

3. Modify the assignment as needed. See Editing Assignments.
4. Click Save Assignment.
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Adding Resources to Assignments from the Calendar screen

1. Click on the assignment on the Calendar screen. A drop-down menu appears.

Test

Assigned: 5/18/2011

Points: 100.00

Enter Scores Test -- tEi|
| Edit Assignment
| Create Assignment Resources |

Figure 3.86 - Calendar screen, Assignment Drop-Down Menu

2. Select Create Assignment Resources. The Create Assignment Resource screen for
the selected assignment is displayed.

Back to Grade Book
Create Assignment Resources

Assignment: Testing

Resource Name

Resource Description

Parent Portal

[Ocheck to show in parent portal

Resource Type

<< gelect => [=]
Resource Name Resource Description

| | Show in Portal

Added

Figure 3.87 — Create Assignment Resources screen

3. Add resources to the assignment as needed. See Adding an assignment resource. Once
it has been successfully uploaded, it will appear below in the resource list.
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TRANSFERRING STANDARDS RESULTS

The Standards Transfer Screen enables you to transfer a student’s attained proficiency level on
standards in another class to your current class for a given grading period. The system looks for
any standard results for the currently selected grading period in other classes that match a
standard in your Class Standards list.

1. From the Grade Book menu in Grade Book, click Transfer Student Standards. The
Transfer Standards Proficiency Levels screen displays.
athamatics Leck | Senouw |
| =
Figure 3.88 — Transfer Standards Proficiency Levels screen
Select the Subject.
Click on the selected student’s name. The Transfer Standards chooser opens. All the
student’s standards results for all their classes display.
n —
Aaron’ lan C Transfer Standards )
3rd Qtr Ferformance for standards in the current class
[“lan Area Mark | Notes
[CITransfer Understands the connection between fractions and decimals
[Tiransfer §strand 1: Number and Operations o 85
[CITransfer Compare and order whole numbers through six digits by applying the concept of place value. : 65
[Cransfer Jcreate and solve simple one-step equations that can be solved using addition and multiplication facts. - : 60
[Cransfer Record equivalent forms of whole numbers to six digits by constructing models and using numbers. 90
[Cransfer Use a symbol to represent an unknown guantity in @ given context. : 80
|'/. Transfer Standards I
Figure 3.89 - Transfer Standards screen
NOTE: To view the assignments associated with the standard, click Show
Assignment.
Select the Transfer check box to indicate the standards to transfer for this student.
Click Transfer Standards. You are returned to the Transfer Standards Proficiency
Levels screen.
6. Click Save. Your grade book contains the selected standards and assignments.
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USING THE ANALYSIS TOOL (ADVANCED/OPTIONAL)

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

r i
Analysis Bands Perf. Band 1 Details
5 items O NEW @Help £ Options 3 items O NEW
Bands Mark Low Score High Score Display Color

Perf. Band 1 High 75.00 100.00 High

Medium 50.00 74.00 Medium

iz Low 0.00 49.00 =

Figure 3.90 - Analysis Bands screen

2. Click New under the Analysis Bands heading.

Analysis Bands
Sitems @ INSERT ¥ CANCEL

Bands

New ==
Perf. Band 1
Jason's Band

Rubric Band

Brian's Analysis Band

Another New Band

Figure 3.91 - Analysis Band screen

3. Enter a name for the band.
4. Click Insert. The new band appears on the list.

5. Select the new band from the list.
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6. Click New under the Band Details heading.

Analysis Bands Perf. Band 1 Details

5 items O NEW @Help £3Options 3 items O INSERT % CANCEL
Bands Mark Low Score High Score Display Color
Perf. Band 1 New == Default
Jason's Band
Rubric Band High 75.00 100.00 High
Brian's Analysis Band
Another New Band Medum =i e Medium

Low 0.00 49.00 e

Figure 3.92 - Analysis Band screen

7. Fillin the Mark, Low Score, High Score, and Display Color fields.
8. Click Insert.

Applying Analysis Bands

Grade Book

Grade Book Main !
New Assignment

Grade Book Setup

Final Grade Config

Figure 3.93 Grade Book menu, Grade Bbok Setup option

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

Grade Book Setup

Other Setup Areas

| My Class Setfings I

My Assignment Types

My Grade Book Score Types
My Report Card Score Types
My Grade Book Comments

Figure 3.94 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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Class Settings
16 items QSAVE X CANCEL
Class Standards Mode Overall Grade From Overall Grade Type Analysis Band
(81) Duncan, E Consumer Math T/A (3) SEC:1572 | o | PESSSSSER  Grading Periods
Post Grades | GenesisGrading E”
| GenesisProgressPeriod E”
(51) Duncan, E Consumer Math(3) SEC:1572 e — Grading Periods
Fost Grades m _ GenesisGrading
Frogress Periods
GenesisProgressPeriod
(81) Duncan, E Individual Instruction(3) SEC: 1480 —— G
oubune O  Assignmens o
Progress Periods
GenesisProgressPeriod
(51) Duncan, E Listening/Speaking/SocSkills(6) SEC:1579 Assignments Grading Periods
Post Grades E _ GenesisGrading
GenesisProgressPeriod
(51) Duncan, E Writing(4) SEC:1574 e — Grading Periods
Fost Grades m _ GenesisGrading
GenesisProgressPeriod
(51) Duncan, E /Barber Consumer Math T/A (1) SEC: 1571 @

Fost Grades

Figure 3.95 - Class Setting screen

Select a class from the list.
Click Edit.

o g b~ w

Using the Analysis Tool

Select the band from the Analysis Band list.

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

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

Grade Book Analysis Tool Selup Analysis Bands
Analysis By My Views Create a New View
Assignment [=] c=selects» (=] Show Performance Bands
ResetGrid ) @ Remove View . Save View

Export XLS FOF

[Tishow All Classes

Student ID (|  School [l | Class Name [  Ethricity (]

Points  Possible | | %

Student Name

Arlam Stapley
Brian Dugaw
Deborah Rosales
John Reinoso
Karen Sema
Nicholas Gonizalez
Patricia Figueroa
Patrick Johnson
Phillip Heaty

Ruby Gunnell

Ryan Packer

Gender

2

Points

Assignment Type [v]

Drop Colurnn Fields Here

29,6000
24.8000
36.4000
44,8000
31,2000
13.2000
40,8000
32.4000
25,2000
28,8000
20,4000

Bssignment v Subject v
Grand Total
Possible %
50,00 59.20 %
50,00 72.80 %
50,00 B9.60 %
50,00 62.40 %
50,00 81.60 %
50,00 64,80 %
50,00 50,40 %
50,00 57.60 %

Figure 3.96 - Grade Book Analysis Tool screen
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2. Use the Analysis By list to select to analyze items by assignment, report card item, or
standard.

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

4. Check Show All Classes 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.

Class Name [~ ||| Ethnicity [~]| | Assignment [~ ]| | Subject [~]|| Assignment Type [~ ]| | Gender [~ |

| Points | [ Possivle | Drop Column Fields Here

L4
| stugentiame & [~ [ stugentiD & [~ [ School 4 Gender [~
%

St corus 140187 | Adams Elementary 6.0000|  10.00| 60.00%
Gari Neighbors 14585 | Adams Elementary 100000/  10.00| 100.00%

Figure 3.97 - Grade Book Analysis Tool screen

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

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

Assignment Type A El

¥|(Show All)

| Z]Assignment '
J/|Bell Work -
|/ Homework fo
J|Project
|V |Quiz
J[Test

=T

- - =
ws =

Figure 3.98 - Grade Book Analysi:s Tool screen

7. 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.

Assignment Typel Al+]

Figure 3.99 - Grade Book Analysis Tool

8. Hide columns by right clicking on the column heading, and selecting Hide from the list.
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‘ Points | L Possible l |_%]
i Refresh Data

| StudentName [~ ]| | Hide

Aaron Bustamante | Show Field List

Figure 3.100 - Grade Book Analysis Tool

9. Show column headings by right-clicking and selecting Show Field List from the list. The
PivotGrid Field List box displays. 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 Create a New View.

2. Click Save View. The My Views list includes the saved screen.
Accessing a previously saved screen
e Select the previously saved screen from the My Views list.
Deleting a screen

1. Select the screen from the My Views list.
2. Click Remove View.

Exporting data from the current screen

e Export the screen as by clicking either XLS or PDF.
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UTILIZING THE STUDENT SUMMARY

The Student Summary screen presents a detailed overview of both student performance in your
class, and student performance in other classes (if scheduled to other sections).

Accessing the Student Summary

1. From the Grade Book Main screen, click on a student’s name. The student’s names are
underlined links. The Student Summary screen opens.

Crsns: | YRy Caol N Beverin 364 Grace(t) SECO102 ] || perics | 3ot [=] || oesce | Ancrases [o]] || swwiect | sasuicts [ || moce | Assizment [2]
Fiters: Oate| ANDates  [w]| Troes| Show Al [o] | meport cacdtons | AtRepotcomatems [ol| f| seaws|
1 of 3-test

>

Aaron Bustamante 116.6% W 75 Av 0

Alan Johnson BEE% =] Be 10

Bonnie et 67.3% % A s

Brian Esfrella Acuna S6.0% 59 A 5

Carl Chave 826% @ as s

Carbps Baker TEE% 0 Be 5

Dorothy Jacksan T0.0% a0 B

Eugeng Williamg 733% &5 5

Figure 3.101 - Grade Book Main screen
The Class tab of the Student Summary screen displays the following:

e Category Summary - A graph of the student’s score by assignment type.

o Detailed Score List - A list of all individual assignments for the student for the
current class & current grading period.
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Student:| Awerson kaie  [=] Backlo Grade Book
Al Classes |

Show Summary Details

Category Summary
100 [T summative Assessment
100 M cuiz
a0 - -
Total Points Score

0 Student Points 48.46
Points Possible 57.00

40 - Current Mark B

20

o I
Summative Assessmant Quiz

Detailed Score List

School Year | 2012-2013 [ || Filter | Current Class/Grading Period =] || Export: x5 pOE @

Drag a column header here to group by that column

Date |A55ignrnenl | Category | Excluded ‘ Drop ‘ Score | Points | Possible ‘ Performance Indicator | Public Notes
4/3/2013 homework check | Quiz O O 100 100 6

"Figure 3.102 Student Summary screen, Class tab
The Show Summary Detail link at the top of the screen displays the Scores by Assignment

Type table. The table offer a detailed view of the information presented in the Category
Summary graph.

Viewing Student Summary for All Classes

The All Classes tab lists a summary of all the student’s classes. Clicking the plus sign opens
the Class detail, which lists the student’s scores and grade by assignment.

Student:| seon ket [+] Back 1o Grade Haok

Assignment Type Grade Points Points Possible Weight Weighted Score
Summative Assessment A 0.8333 1.0000 65.0000 54.1645

Assignment Type Grade Points Points Possible Weight Weighted Score
Summative Assessment B 8.3333 10.0000 11.1111 9.2592
Quiz A 1.0000 1.0000 11.1111 11.1111

Figure 3.103 - Student Summary screen, All Classes tab
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Viewing Student Summary by Standards

The Standards tab on the Student Summary screen displays the student’s performance based
on the selected standards associated with the class assignments. Each column displays a
different standard, with the Mean, Mode, Last Score, Highest Score and Power Law totals for
the standard at the bottom of each column.

Student;| Anderson, Kalie [l Backto Grade Boot

Class All Classes Standards

| Apply Analysis Band: [=]| | pisptay score Type: = ||
[lSubjEds: | | Parent tems: ||
EL.01.L1.03 EL.01.L1.04 EL.01.L1.0S ELO1.LLO6 | 55.08.EC.04.01
Describe the Retell the | Sequence the | Understand
rolesof  Recollect, talk, main events | events in the how decisions
authors and and write | of the story story. about
illustrators. | about books = describing | (Classroom  production are
Measure een read during... the... Asse... made...

Chapter 3 Vocabula

Tgst{gnst\tut\on 1(25%)

ﬁ(s&amendment es 2 (50%)

lesson 22/23

E:prjﬁt{t_utmn Summa 3 (75%)

Guided Reading Que
03/14/13

Academic Vocabular
it

Spelling Quiz
04/03/12

Brand New Assignme
04/12/13

N ssignment
o >

J:.ESSP:D;mgIe 3 (75%)

New Azgian m

Figure 3.104 - Student Summary screen, Standards tab

Additional filters can be applied to help with analyzing the information displayed. These include:

o Display Score Type - By default, scores display by Points Earned/Points Possible
(Percentage). This filter allows the selection of a different score types by selecting
from this menu.

o Apply Analysis Band - Using this filter highlights the scores that fall within selected
Analysis Band.

e Subjects - Filters the standards by Subject.

e Parent Items - Filters the sub-categories by the Parent standard.

Note: Power Law is a mathematical formula that looks at how students
performed on previous assessments and tries to predict how a student would
score if they were assessed today. As a result, this formula can be used as an
indicator of a student’s current mastery of standards. In order to return a Power
Law score, more than one assignment must be present and no assignments can
be scored a ‘0’. Scoring Standards using a Rubric is helpful, though not required,
when using Power Law to calculate overall grades.
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CREATING PROGRESS REPORTS (ADVANCED/OPTIONAL)

The Progress Report screen enables you to create customizable progress reports, which 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. You can filter the assignments displayed in the progress report using the Filter
Assignments functionality.

Generating Progress Reports

Grade Book
Grade Book Main
Admin Reports

New Assignment

Grade Book Setup
Wt CArd PR Vi amhinn

Ldlendar

Class Standards

Progress Report

Comments

Grada Rnnk Imnnrt

Figure 3.105 - Grade Book menu

1. Inthe Grade Book menu, select Progress Report. The Progress Report screen opens.

Progress Report There is no data for this student.

Student

Betty Kanaga [=]
Grading Period

Progress Period 1 El

No Data has been generated for this student
Summary Method:

By Section [=]

Options:
[Fzhaw Poinss
[Fshow Bar
I:lShmv ‘Areas with No Results
[Fsnow Assignment Detsil
DShmv ‘Standards Datsil
Requesl Signsture
[V zhow cstegory Breskdown
[Clshow ciass Average
[ shaw assignment % of versll Score

Filter Assignments

Delivery

Print_)

Data

( Generate Al )

( Refresh This Report .‘,l

Figure 3.106: Progress Report

2. Select a student from the Student field.
3. Select a Grading Period.
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4. Select a Summary Method. Options include:

Report Card Rows — Typically used by elementary schools (Standard Based
Report Cards)

By Section — Typically used by secondary schools (Report Cards from Synergy
SIS)

By Standard — Used by both elementary and secondary schools (Summary
Method)

5. Select report output options: (options vary depending on the Summary Method
selected):

Show Overall Grade- Adds a row at the top that shows Overall Class Grade

Show Points- Adds a column that shows points earned/possible by assignment,
category, and class.

Show Bar- Adds a column that provides a visual indicator for performance by
assignment, category, and class.

Show Areas with No Results- Includes rows on the progress report when no results
are found.

Show Assignment Detail- Includes assignments results on the progress report.
Show Standards Detail- Includes standards results on the progress report.
Request Signature- Adds a signature line for parents to sign acknowledging receipt.

Show Category Breakdown- Includes category level detail on the progress report
output.

Show Class Average- Adds a column that displays the class average for each
assignment, category, and class.

Show Assignment % of Overall Score- Adds a column that displays the impact of
each assignment and category in the overall grade.

Options:
¥|show Oversil Grade

¥\ show Standsrds Detsil
V|Request Signature

¥l show Categary Breakdown
V|

Figure 3.107: Progress Report screen - Filter Assignments link

6. Click Filter Assignments (optional.) The Filter Assignments screen opens.
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Start Date End Date
- ZI ' Apply ™ Back to Progress Report Data

Assignment Name Category Assignment Date Points/Weight

3rd Qir Test Test 61272012 10.00

Hi Mom! Test 6/12r2012 10.00

Test Test 62072012 10.00

Test-Jackson-d Test 722012 100.00

Quiz-Jackson Quiz 7122012 10.00

Test-Jackson Test 722012 100.00

Figure 3.108: Filter Assignments screen

Select the Start Date and End Date by which to filter assignments (optional.)
Select assignments to include in the report output.
Click Apply.

10. Click Back to Progress Report Data.

11. Click Generate All to produce/refresh progress reports for all students in the current
class.
OR

Click Refresh This Report to produce/refresh data for the selected student.
Removing Items from the Progress Report

This data was generated on 1i21/2013 9:46:44 AM

Area Points. Mark Mi_ssinp ?i__l_)f g‘mgie Chﬁs Avg. Notes

Overall Class Grade a0% 116.0/130.0 S 76.0% | || remove.
Homework (25.00%) a0% 27.0/300 A 250% 85.0% remove
Quiz (25.00%) 0% 0.0/00 25.0% 0.0% remove
Assignment (10.00%) 02% 23.0/250 A- 10.0% 64.3% L || remove
Project (15.00%) we% 2400250 A+ 15.0% 89.3% remove
Test (20.00%) sa% 42.0/500 B 200% 76.0% remove
Senvice Leaming (5.00%) % 0.0/0.0 5.0% 0.0% L |
Test#2 (Test) 142013 50% 20.0/25.0 20 10.0% 80.0% [ ]| emove
HW 1 (Homeviork) 21132013 0% 90/100 9 83% 30.0% remove

add new item

Figure 3.109: Progress Report screen

¢ Click Remove to remove the selected item from the report output. The removed item

does not display on the printed or emailed report

Note: Removed items are restored to the report when it is refreshed.
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Adding Custom Items to the Progress Report
You can add custom items to appear on your individual student’s progress reports.
1. Scroll to the bottom of the Progress Report screen. The new item row is the last row on
the screen.
Enter an item name.

Add Notes, if desired.

Click Add New Item. This new item appears on the currently selected student’s
progress report.

Project (15.00%) 6% 2407250 A+ 15.0% 69.3% remove
Test (20.00%) 34% 4201500 B 20.0% 76.0% remove
Service Learning (5.00%) 0% oo/oo 5.0% 0.0% remove
Assignments remove
Test # 2 (Test) 1/4/2013 80% 2007250 20 10.0% 80.0% remove
HW 1 (Homewort] 2/18/2013 203 0.0/10.0 9 3.3% 30.0% remove
—_—

add new item

Figure 3.110: Progress Report screen - New Item

Tip: To reposition the newly created item (within other custom items only), click
within the row, and drag up or down to the desired position. You only can
reposition custom items.

Delivering Progress Reports

(Test) ouT
Delive: Quiz- 06/
(an) Jackson 77212012 0% oo | 24 40.0% 86.5% remove
(Quiz)
Test- 820/
Data Jackson  Ti2/2012 82% - 82 31% 89.2% remove
P o—— (Test) 100.0
Generate All =
Project- 38/
— Jackson 7122012 23% 100 22 10.0% 84.0% remove
| Refresh This Report ) (Project} i

Figure 3.111: Progress Report - Print

1. Click Print on the Progress Report screen. The Progress Report Status screen opens.

Selected Delivery Options
p———— —
Print Email [ 1| Student D
(_Print Non Emailed ) A Collum sAe
Evelyn

ag
Report Header Text Davis A
Sleaze ravisw your studsnts progress for this ] ooren se|
ag
W A
Report Footer Text B %‘-EI& el
If you have any questions regarding this progress bnian ag|
] Eigueroa, sAe
Email Patricia ag
[FIinclude Parents ) A
“linclude Students = g‘:r‘?h 5¢)
[“linclude Copy to = ag)

Figure 3.112: Progress Report - Header and Footer Text

2. Enter Report Header Text (optional.) This text appears on all generated student
progress reports.
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3. Enter Report Footer Text (optional.) This text appears on all generated student
progress reports.

Filters Miller. Stephanie 3 minutes a

[linciude Student Marks Packer, Ryan 2 minutes a
GenesisGrading Reinoso. John 2 minutes a
Fas [Ea [ A- Rosales, Deborah 2 minutes a
Fe+ [B CB- Serna, Karen 2 minutes a
Oc+ [ Oc COc- Stapley, Adam 2 minutes a
Op+ Hp Ob-
OF  Owr O

Figure 3.113: Filters

4. Click Include Student Marks (optional.) The Overall Grade marks display.

5. Select marks. The system emails or prints progress reports for students with the
selected marks only.

Tip: If emailing reports, select Include Parents, Include Students, Include Copy to
in order to identify which individuals should receive the progress report email. If
Include Copy to is selected, add Copy Email To email address(es) to the
appropriate students within the grid. Multiple email addresses can be added,
separated by a comma or semicolon.

Progress Report Progress Report Status
Selected Delivery Options
(Print ) {_Email ) [] Student | DataAge | Status | Print Date | Email Date | Copy Email To )
s - B Afew
Print Non Emailed ) B E\‘r’gm seconds [ print emai
Eveln ago
Report Header Text TriE Afew [
Fizase revisw your studsnts progress for this B | virgin: seconds print gmail
Virginia ago
Afew
Report Footer Text B %;1?4 seconds [ print emai
If you have any questions regarding this progress ago
Afew
Email O | patricia :‘Sg"”ds [ print emai
[linclude Parents Afew
[#include Students (=] g!rl?h seconds [ print emai
[Finclude Copy to ago

Figure 3.114: Copy Email To

6. Select students for whom the progress reports are printed or emailed by clicking the
check box next to their names.
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Progress Report Progress Report Status
Selected Delivery Options
(P“"') (_Email ) []| Student | DataAge | Status | Print Date | Email Date Copy Email To
‘" = ) Afew
Print Non Emailed ) 5l E?Qm ceconds it Hinail
Evelyn ago
Report Header Text Davis Afew
Flease review your students progress for this | Virginia seconds print email
Virginia ago
Afew
Report Footer Text B ST'}EI% seconds print email
if you have any questions regarding this progress = ago
Afew
Eiqueroa S
Email E | patricia gzgonds print email
Zinclude Parents Afew
Minclude Students ] g:rlzh seconds print email
Vinclude Copy to - ago
A faw

Figure 3.115: Print Progress Report

8. Click Print to produce PDF version progress reports.

Tip: To produce a PDF version of the progress report for a single student, click
Print in the student’s row.

Progress REpOH- Progress Report Status
Selected Deliverv Options
p; ~
G L ]| Student | DataAge |Status | Print Date | Email Date Copy Email To
———— . A few
Print Non Emailed B Esgrr;] seconds prin
EVelvn ago
Report Header Text B A few
Fiaase raviaw your studenls progress for this a Virginia seconds print email
Virginia ago
A few
Report Footer Text ] ST'}E‘EL seconds print email
If you have any questions regending this prograss = ago
A Tew
Figueroa ;
R = Figueroa, seconds print email
Email Patricia ago
[Zlinciude Parents Afew
[“linclude Stugents ] g':::h seconds print email
[#include Copy to ago
A T

Figure 3.116: Email Progress Report

Click Email to email progress reports to the recipients identified in the Email group box.

Tip: To email the progress report for a single student to the recipients
identified in the Email group box, click Email in the student row. Selected
student and parent recipients must have valid email addresses on the Parent
and Student screens in Synergy. Also, parents must have Educational Rights
checked on the Parent/Guardian tab of the Students screen for parents to
receive emails.

After emailing progress reports, any students without valid email addresses are flagged
in the Status column. Click Print Non Emailed to generate PDF versions of the progress
reports for these students.
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USING THE STANDARDS SUMMARY SCREEN
(ADVANCED/OPTIONAL)

The Standard Summary screen presents a detailed overview of the standards used in your
class and the class’ performance on the standards.

Accessing the Standards Summary

Grade Book
Grade Book Main
Admin Reports

ur-r*-'\-n

Analysis Tool

I Standards Summary

Resources

Figure 3.117 - Grade Book menu

o Select Standards Summary from the Grade Book menu. The Standards Summary
screen opens.

Al Ttems

Class Standards
M

£ Options © New Assignment

Standard Count Performance Indicator

My Objectives
Students wil use simple multiplication
Student learn to build a volcano L 50.00
Social Studies standards

Strand 1: Writing Process

Concept 1: Prewriting

01 Generate ideas through 2 variety of activities (e.g.,
brainstorming, graphic organizer, drawing, writer?s notebook,
group discussion, printed material).

02 Determine the purpose (e.g., to entertain, to inform, to
communicate, to persuade) of a writing piece.

03 Determine the intended audience of a writing piece.

04 Use organizational strategies (e.g., graphic organizer, KWL
chart, log) to plan writing.

05 Maintain a record (e.qg., list, pictures, journal, folder,
noteboaok) of writing ideas.

06 Use time-management strategies, when appropriate, to
produce a writing product within a set time period.

Figure 3.118 - Standards Summary screen
The Standards Summary screen displays the following:

o Class Standards list — displays the standards selected or created on the Class
Standards screen. See Setting Up Academic Standards (advanced/optional).

e Standards Summary table — display the standard, the count of assignments tied to
the standard and the class’ performance on the standard.
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Filtering the Standards Summary

Class Standards
My Objectives
Strand 1: Writing Process

ept 2: Drafting
ept 3: Revising
t 4: Editing

©

Al Irems == Strand 1: Reading Process

£} Options © Mew Assignment
Standard Count Performance Indicator
Strand 1: Reading Process
Concept 4: Vocabulary
wselect 02 Use context to determine the relevant meaning of a 2] £3.38

word.

1: Changes in
ts

d History

1: Research Skills for

ry
Strand 1: Number and Operations
Concept 1: Number Sense

Figure 3.119 - Standards Summary screen

¢ Under Class Standards, select a specific standard. That standard and any related
concepts displays in the Standards Summary table.

You can also filter so that only standards with results display.

1. Click Options.

£} Options

Wshow Codes

Wshow Only Standards With Results

Figure 3.120 - StandFa'rdSISuhma& screen

2. Select Show Only Standards With Results. Only standards with performance
indicators display in the Standards Summary table.
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Create Assignments from the Standards Summary Screen

Al Ttems

£} Options O New Assignment

Standard Count Performance Indicator

My Objectives
Students wil use simple multiplication
Student will learn to build a volcano 1 EE— £0.00
@ Social Studies standards

Strand 1: Writing Process
Figure 3.121 - Summary Standards screen

1. Click on a standard to select it. The word Selected displays.

2. Click New Assignment. The New Assignment screen displays with the selected
standard pre-populated on the Standards Correlations tab. See Creating Assignments.

Assignment Summary Assignment Name Assignment Settings

Date of Assignment

#
TYPE POINTS ~ ASGM 8/30/20132 ~

Description
Homewark 16000 7 Assignment Category
Normal
Assignment  1.00 1 ””"a [=]
v
Test 20.00 P Show in ParentiStudent Portal
Retest 20.00 2 Due Date
| 8/30/2013 "
Type <« select »» [+]|| | Assignment Drop Box
[“lEnable Drop Box
Score Type Jason 1-4 [+ Drop Box Open Date
Max. Score Y |
Points 1 Drop Box Close Date

hd |

Document Count Limit:

Unlimited [ ]

Standards Correlations Sections Grading Periods

Assignment Standards
£ 0ptions

Standard

Language Standards

L.1 Demonstrate command of the conventions of standard English grammar and usage when
writing or speaking. a. Print all upper...

Figure 3.122 - New Assignment screen
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Viewing Standards Details

The Standards Detail screen displays the standard, and the class’ performance on the standard
as a whole and as individuals.

Al Ttems == Strand 1: Reading Process
£ Options © New Assignment

Standard Count Performance Indicator

Strand 1: Reading Process

Concept 4: Vocabulary

w
e

————— 02 Use context to determine the relevant meaning of a 83.56

ord

Figure 3.123 - Student Summary screen, All Classes tab

¢ On the Standards Summary screen, click the standard link. The Standard Detail
screen displays.

Note: Only standards with assignments and results are available as hyperlinks.

Back to Standards Summan

Standard: Band: | myband 1[=]

. Slandards Proficiency Band Analysis
02 Use context to determine the relevant
meaning of a word.
High: 77 %
\ Medium: 23 %
. . Auto Select: Power Law Results: T
Assignment Details Create Breakout Class )
Student Name HW1 Proficiency Level

& | Alvarado, Brynn 94.00 34.00

& | Beuoy, Erick 82.00 £2.00

& | Bowman, Rose 72.00 72.00

& | Canfano, Clara 82.00 £2.00

& | Dorsey, Le'Lonni 70.00 70.00

& | Duarte, Philip 80.00 80.00

& | Emerson, Savannah 100,00 100.00

Figure 3.124 -Standard Detail screen
The Standard Detail screen displays the following:

e Standard — displays the full text of the selected standard.

e Band - select the analysis band to apply to the standard’s proficiency results.
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e Standards Proficiency Band Analysis — displays the class’ proficiency on the
standard based on the selected analysis band.

¢ Assignment Details — displays individual students’ performances on the
assignments associated with the standard and their proficiency on the standard itself.

Creating a Breakout Class from the Standard Detail screen

You may want to create a breakout class based on students’ proficiency level on the standard,
in order to provide additional instruction or support. You can select students individually

Back to Standards Summar

Standard: Band: | myband 1 [w]

. Standards Proficlency Band Analysis
02 Use context to determine the relevant

meaning of a word.

High: 77 %

‘ Medium: 23 %

Assignment Details Auto Select: Power Law Resufts:
Student Name HW1 Proficiency Level
@ [|Aharado, Brynn 94.00 54.00
& [[Beuoy, Erick 82.00 82.00
& |[Bowman, Rose 72.00 72.00
« [[Cianfano, Chra 82.00 82.00
& (|Dorsey, Le'Lonni 70.00 70.00
& ([Duarte, Philip 80.00 ED.00
salFmerson, Savannzah 100.00 100.00

Figure 3.125 - Student Summary screen, Standards tab

3. Select the students to include in the breakout class by clicking the blue plus (+) symbol
next to their name.

OR

Use the Auto Select slider. The system automatically selects students whose
proficiency level falls in the designated range.

4. Click Create Breakout Class. The Class Manager screen displays and the Students tab
is prepopulated with the students selected. See Creating Breakout or Intervention
Classes.
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RUNNING ADMIN REPORTS (ADVANCED/OPTIONAL)

Admin Reports are SQL-based reports created by your district and made available to
specific users (such as Teachers, Principals, Specialists.) Your district sets your ability to
access Admin Reports and which reports you can run.

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

Admin Reports

teport Duscription

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

Bk 1z Fepons List

i) SOHOOUNAL ADDRESS]  ADDRESS2 CITY STATE ZIPCODE  PHONE WEBSITE | PRINCIPALE SOOOLTYF DESTRICTID DATEADDEC PERIOOTYFI DELETEDAT DELETEUSE STATESCHC GENESISGU

3 - =

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

Back to Reports List

S o | |
D SCHOOLNAN ADDRESS1 ADDRESSZ CITY STATE  ZIPCODE PHONE  WEBSITE  PRINCIPALIl SCHOOLTYF DISTRICTID DATEADDEC PE
-
Ad 125 Fount
1 29MS  pobinson ountain | a7 85101 949-555-24; 46417 8/11/2009
Elementary Valley
AV
o | Hope High | 123 Main Phoenix | AZ 85694 949-555-12 2896 8/11/2009
School St
Grant 1450 Fountain
3 Az 85101 24578 9/11/2009
’ Elementary Cedar S5t Valley
4 King High | 200 th ay Fountain |, 85101 9/4/2012
School Valley
Kennedy
5 | Hinh 54 St Fountain AT Aas1m a/Ri7n172

4. Export the report in xIs format by clicking the XLS link.
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Chapter Four:
POSTING REPORT CARDS

This chapter covers:
BASIC USER:

» Viewing and Editing Final Grades
» Posting Grades
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VIEWING AND EDITING FINAL GRADES

At the end of each grading period, you check that all assignments are graded and then view,
edit, and post grades. The final grades for each grading period are copied from Grade Book to
Synergy SIS. Report Cards print from Synergy.

For assignments to be counted towards the overall grade, all assignments must be added to the
correct grading periods. It is very important to check that you have included assignments to the
grading periods in which they belong.

1. From the Grade Book menu, select the Assignments option.

2. Onthe Grading Periods tab, check that all assignments have been included in the
correct grading periods.

Checking this before posting grades ensures all necessary assignments are included on
the progress reports or report cards.

3. Click Save Grading Periods.

Also before posting grades, verify that that all your students have scores and/or comments
added for all assignments on the Grade Book Main screen.

Viewing Final Grades

Report Card

Students

Term Weighting
RC Delegation
Missing Mark

Figure 4.1 - Report Card menu

1. From the Report Card menu, select Students. As long as the teacher has entered at
least one assignment with scores for students, calculated final grades display on the
Student Final Grades screen.
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Backto Grade Book
Student Final Grades

Teacher Edited Grade

Contains Incomplete Assignment(s)

Postsble Periods [f] only show postable grading periods Valid Posting Dates: 5:23/2013 through 12/7/2012 [

Edit Final Grade and Comments Edit Final Grade and Comments
Qir 4 Exam Sem 2
past Bryce Johnston Grade 09 5 . N',‘iq ., ~ Nfiq )
[@lpost | Matthew Wilson Grade 08 :N".A s N,A
Fpost Randy Quinonez. Grade 12 & N"‘:A o Ca N":A_
pnst JasonCarter Grade 09 :;;Nj;q'-. . . )N,’f\ .
Fpost Caitlin Grimh Grade 12 . N-":A . - N":A_
Flpost Spence Jacobson Grade 10 . :;;fo\--. . . N'rf\ .
Figure 4.2 - Stud ht Final Grades screen
e The current grading period displays by default.
Unchecking “only show postable grading periods” displays all grading periods.
o If Term Weighting has been setup for the class, the weighting calculation will
appear beneath the final grade.
[ )

Clicking on a student’s name link will display the Student Summary for that
student.
2. Click on the current grade link to see a breakdown of the student’s overall grade calculation

for the selected grading period.

Assignments affecting the Qtr 4 grade for Matthew

| Grading Period | Points ‘ Points Possible ‘ Score ‘
[ars | 5868 |81.00 [4354 |
Assignment Type Points Score Grade Excused? Drop Score?
Jason 2
Homewaork — oo Not Graded
Homework —— 000 Not Graded
Testing Missing
Homework —F 7000 7
Homework — 70.00 7
Homewaork — 3500 85
Homework — 92.00 9.2
Homework — 10000 100
Test — 80.00 8
Math Test
n Tes B Test — 100,00 10
Assignment —— 89800 98
test
Retest — 000 0
Retest —  80.00 8

Figure 4.3 - Grade Breakdown screen
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Editing Final Grades and Comments

1.

2.

3.

4.

5.

From the Report Card menu, select Students. As long as the teacher has entered at
least one assignment with scores for students, calculated final grades display on the
Student Final Grades screen.

Backto Grade Book

Student Final Grades

Teacher Edited Grade

Contains Incomplete Assignment(s)

Edit Final Grade and Comments
Qir 4 Exam
past Brvce Johnston Grade 09 M?; N m\N"‘A, . e
pnst Matthew Wilsan Grade 09 ~ _N"‘A_ N -
past Randv Quinonez Grade 12 - N"‘A N - N,’A N
pnst JasonCarter Grade 09 - _N"‘A . o
Fpost Caitlin Grimh Grade 12 N N-"A . - NfA .
pust Spence Jacobson Grade 10 ~ N"‘A N - N.’A N

Figure 4.4 - Student Final Grades screen

Click the Edit Final Grade and Comments link. The Student Grades screen for the
selected grading period display.

backto report card
Student grades for Qtr 4 2012-2013 in Darber Consumer Math(1)

Postable Pericds Valid Pesting Dates: 523/2013 through 12/7/2013

T r——
Student Calc % | Current Grade | Final Grade Free Form Comment
SRR, [4se |4 L W
o |a —""
g 402 |4 B
- w s —
s (3 . %
435 |4 L B
e L ]

Select the new grade from the Final Grade field to override or change a student’s final
grade.

Enter a comment in the Free Form Comment field. Click the green arrow to fill the
comment down to all the other students.

OR

Select the comment from the Comment field, if available.
Click Save Changes.
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POSTING GRADES

Once all final grades have been reviewed, edited (if necessary), and comments have been
entered, the teacher can post grades from the Student Final Grades screen or the Student
Grades screen.

Report Card

Students

Term Weighting
RC Delegation
Missing Mark
Figure 4.5 - Report Card menu

1. Click the Report Card menu, and select the Students option. The Student Final
Grades screen displays.

2. Select the students to post grade by selecting them in the Post column.

Back to Grade Book
Student Final Grades

Teacher Edited Grade  Contains Incomplete Assignment(s)

Edit Final Grade and Comments
Otr 4 Exam Sem 2
Zpost | Bryce Johnston Grade 09 5  NIA - ~ NA -
[#post Matthew Wilson Grade 09 HNJ"A _ _ NfA _
pnst Randy Quinonezr Grade 12 _ NJ‘A _ N NfA _
pust JasonCarter Grade 09 A__!\.IJ‘A. 7 -NJA 7
Wlpost | caitlin Grimn Grade 12  NIA - ~ NA -
post Spence Jacobson Grade 10 ~ N"‘A . - N"A .
2 inoo Cale: N/A (NI&) Cale: M/A (N/A]

Figure 4.6 - Student Final Grades screen

3. Click Post. A confirmation message displays when grades post successfully. An error
message displays if there is a problem posting grades.
OR

1. From the Report Card menu, select Students. The Student Final Grades screen
displays.
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Backto Grade Book

Student Final Grades

Teacher Edited Grade

Contains Incomplete Assignment(s)

Edit Final Grade and Comments

Edit Final Grade and Comments

Qtr 4 Exam Sem 2
Fpost Bryce Johnston Grade 09 . 5 L B \r‘r”!q. . N \|\'|fAr i
;mst Matthew Wilson Grade 09 _‘NIA_N N . |\’|‘IAN .
Fpost Randv Quinonez. Grade 12 N r\rl-"A' . - |\'|fAr i
alc: NiA (N/A) Cale: NiA (NIA)

[#Jpost | JasonCarter Grade 09 N/A N/A
ale: NiA (N/A) Calo: N/A (Nid)
Fpost Caitlin Grimh Grade 12 . ‘N-"A_' ) . J\'UA.’ .
Flpost Spence Jacobson Grade 10 B ‘r\HAN N N ‘I\FI‘.'AN__‘

Figure 4.7 - Student Final Grades screen

2. Click the Edit Final Grade and Comments link. The Student Grades screen for the
selected grading period display.

backto report card
Student grades for Qtr 4 2012-2013 in Darber Consumer Math(1)

Postable Periods Valid Posting Dates: 522/2013 through 12172013 |8 poet. )

Class | (52) Darber Consumer Matn(1) SEC1570 m Lol

Student Current Grade | Final Grade Free Form Comment

e Jass |4 —"
s |4 ——"

a2 |d B

442 |4 L B
é?!,"i‘?%&!f%e 399 13 - B
o o 420 |4 —
3 L ]

3. Click Post. A confirmation message displays when grades post successfully. An error
message displays if there is a problem posting grades.
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Chapter Five:
CREATING REPORTS

This chapter covers:

» Running Grade Book Reports
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ive

RUNNING GRADE BOOK REPORTS

1. Navigate to the Grade Book Main screen.

e

Class: | (¥R) Carroll, N fBeverlin /4 Grade(1) SEC:0102 []| || Perioa:| 3rdair ]| || Grade:| AlGrades [v]| || subject| Alsutiects [=] || wode| Assignment [<]|

S — T =

Filters: Date| AlDates ]| Types | Show Al

O ———

Figure 5.1 Grade Book Main screen

2. Click Grade Book Reports. The Grade Book Reports screen opens.

Gradebook Reports

Grade Book Reports

| Detailed Progress Report E”

Font Size

®Run report for current Class @ Run report for all students @Run report for all Assignments
(D Run report for "=t risk” students ()Run report for selected Assignments
(@ Run report for sslected students

Rowr Height

-

(D use Student Name
Cluse Student Nickname
D use Student IO

[Flinclude Sub Class Assignments

repart,

Note: this option may not apply to your currently sslected

Student Progress Options

Request Parent Signature

[#Ishow Points
[#show Percentage

[#show Signature Box

Header Text

Report Detai @petalled

©Summary Only
Include Assignment/Grade Notes  [@IShow Notes
and Comments [Flshow Comments

Eshow Assignment Description
Include Mot For Grading = )
Assignments [Flinclude Not For Grading Footer Text
Class Average Chart [Elshaw Chart
Show Score Type Options [#Ishow Mark

(cancel )

Figure 5.2 Grade Book Reports screen

3. Select a report from the report list.

4. Select the report options.
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Note: The options displayed vary based on the report selected.

&
%

5. Click Run Report.

Detailed Progress Report

The Detailed Progress Report displays each student’s current overall progress in class, as well
as overall progress by assignment category. Assignment details can also be included in this
report.

Filter this report using the following settings:

Gradebook Reports

Detailed Progress Report [=] ®Run report for current Clz== @) : @Run report for all Assignments
rt for "zt risk” students (C'Run report for selected

_/Run report for selected students

signments
Output report as PDF El

Font Size | 10 Row Height |15

D use student Name

se Student Nickname

@ Use Student 1D
[Minclude Sub Class Assignments

Note: this option may not apply to your currently selectad

repart.
Student Progress Options
- Header Text
Report Detail @Detailed
@ Summary Only
Include Assignment/Grade Notes  [@IShow Notes
and Comments [Flshow Comments
Eshow Assignment Description
Include Mot For Gradin )
Assignments g [Flinclude Mot For Grading Footer Text
Class Average Chart [Elshaw Chart
Show Score Type Options [#Ishow Mark

[#Ishow Points
#show Percentage

Request Parent Signature #show Signature Box

Cancel ) Run Report )

L 4
Figure 5.3 - Detailed Progress Report Interface

o Output — Outputs the report to a PDF file.
o Font Size - Font size must be between 8pt and 14pt.

¢ Row Height - Row Height for the report grids must be between 15 pixels and 45
pixels.

e Use Student Name - Student identified by name.
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e User Student Nickname — Student identified by nickname.
e User Student — Student identified by student id.

¢ Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.
e Run Report for all Students - Includes all students in the selected class.

e Run report for “at risk” students - Includes only “at risk” students (as defined by
the teacher on the Grade Book Options tab.)

e Run report for selected students — Includes only selected students in the report.
e Run report for all Assignments — Includes all assignments.

e Run report for selected Assignments — Includes only selected assignments in the
report.

e Report Detail:

o Detailed - adds Assignment Detail below Summary area, displaying a list of
assignments with date, mark, points, percentage, assignment category, and
assignment name.

0 Summary Only - excludes details.
e Include Assignment/Grade Notes and Comments:
o0 Show Notes - displays “Public” notes for assignments on report output.

o Show Comments - displays comments teacher assigned to student for a given
assignment.

0 Show Assignment Description - displays assignment description.

e Include Not For Grading Assignments - Filters report output to hide/display Not
For Grading Assignments.

o Class Average Chart - Show Chart adds chart to top of report indicating selected
student’s overall class performance in relation to overall class average.

e Show Score Type Options - Select options/details to display for each assignment.

e Request Parent Signature - Shows Signature Box adds “Parent Signature” line to
bottom of report.

o Header Text - Text entered in this text box appears above the Assignment Detail.

o Footer Text - Text entered in this text box appears below the Assignment Detail.
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Detailed Progress Report
oyMS2013
Grading Perod: Gir 4

Student: Class:
Teacher:
Arga Grads 5 0rg
Tesl £ 500
Homework e | 1m0
ouz F [al]
Assgrmen! [ [+ [ T+00
Crverall Clae e Grade L) w4
Cata Catagary Asslgnmant Palnts Mark I Com mant I Hixta
1112013 Hoomnewark Social shiles 720/ 1000 T2 (72 00%)
1112013 oz . Mah ' 400 1000 0 40 )
112013 Assdgrmen] Reaxdirg B0/ 1000 5 EE 00%)
112013 Assdgrmen] Trkence 200/ 1000 =0 (50 00%)
72013 Tesl | ment | poos om 10 {100 00
3E2013 Homewark HAH 200/ 1000 S (90 00%) his I public:
SHE2013 Tesl - Malor Tes ks . 00/ 1000 B (20 00%) - - 15 I public:
[ T E] Asdgrmen] A sgrienl Mal)
THIVZO3 Asdgrmen] Rezxlirg A5 slgramen|

Parent Signature

Figure 5.4 Detailed Progress Report
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Summary Progress Report

The Summary Progress Report displays the student’s current progress in class. Progress by
assignment category can also be included in this report.

Filter this report using the following settings:

Gradebook Reports

Grade Book Reports

Summary Progress Report [=] @ Run report for =il students
Run report for sslected studsnts
Output report as PDF El

DUse Student Name
Ciuse Student Nickname

®Use Student 1D
[Flinclude Sub Class Assignments

Note: this option may not spply to your currently sslected report.

Class Progress Report Options

Header Text
Missing Assignments Option Fshow Missing Assignments
Category Detail Option Flshow Category Detai
Order by ‘?'StL_ldant Name/ Student ID Footer Text
EIPoints
Parent Signature Option Request Parent Signature
( Cancel ) (_ Run Report )

Figure 5.5 Summary Progress Report Interface

e Output — Outputs the report to a PDF file.

e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.
e User Student — Student identified by student id.

e Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

e Run Report for all Students - Includes all students in the selected class.
e Run report for selected students — Includes only selected students in the report.

e Missing Assignments Option - Selecting Show Missing Assignments adds a
“Missing or Absent Assignments” box to the report. This box shows the date,
assignment type, and assignment name of any assignment that is missing.

e Category Detail Option - Selecting Show Category Detail adds an assignment
category-level detail to the report. This includes information about the number of
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assignments; points earned/points possible, percentage of points earned, and mark
earned, by assignment category.

e Order by:

o Student Name/Student ID - prints the Summary Progress Reports in alpha or
numeric order. If “Hide Student Name” is selected, the report will print in numeric
order, by Student ID.

o0 Points — prints the Summary Progress Reports by student, in order of student
points earned, highest to lowest.

Request Parent Signature - Shows Signature Box adds “Parent Signature” line to
bottom of report.

Header Text - Text entered in this text box appears above the Assignment Detail.

Footer Text - Text entered in this text box appears below the Assignment Detail.
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Summary Progress Report

Parent Signature

TASRO1Z

Elernentary Grading Feriod: Gir 4
T4 Cs
Cakgory:Tesl Welgh! 10000 Told Asdgrme nls: 2 1900 /2000 aso0 At
Cakgory : Homework Wlghl 10000 Toll Asdgrme nls .2 162012000 2100 B-
Cakgoy:auz Welghl 10000 Tol Asdgrmenis: 1 +00 11000 +0.00 F
Cakgoy: Assgnmen Welgh! 10000 Tokld Assdlgrme nls i 2 1+20/Z000 T 400 c

Figure 5.6 Summary Progress Report
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Print Grade Book

The Print Grade Book Report displays a printable version of the Grade Book. Students are listed
on the report as well as their performance on each assignment.

Note: If Grade Book is set to Standards mode on the Grade Book Main screen,
the Grade Book prints standards. If Grade Book is set to Assignments on the

- Grade Book Main scree, the Grade Book prints assignments.

Filter this report using the following settings:

Gradebook Reports

Print Grade Book [=]

Cutput report as PDF E|

©O)use Student Name
©)use Student Nickname

'@'L,sa Student I
[Flinclude Sub Class Assignments

Meote: this option may not apply to your currently selected report.

-~ -~

| Cancel \J | Run Report \J

Figure 5.7 Print Grade Book Interface

o Output — Outputs the report to a PDF file or an Excel spreadsheet.
e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.

e User Student — Student identified by student id.

¢ Include Sub Class Assignments - Includes Sub Class Assighments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.

e Run report for selected Classes — Includes selected classes in the report.
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Figure 5.8 Print Grade Book
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Blank Grade Book

The Blank Grade Book Report displays a blank, printable version of the Grade Book. Each
student is listed on the report as well as blank columns to add new assignments and scores.

Filter this report using the following settings:

Gradebook Reports

Grade Book Reports

Blank Grade Book [=] @Run report for current C
JRun report for sele:
Output report as PDF E| Note: tix oplion can L

'?'RLI" report for all students
"_'Run report for selected students

mintes longer to execute.

©Uze Student Name
©Uze Student Nickname

@ use Student 1D

[Flinclude Sub Class Assignments

Note: this option may not apply to your currently selected report.

Blank Gradebook Options

Print Extra Lines at the bottom of Fshow
W

the report Extra Lines
Print In Landscape [Eprint 1n Landscape
Include Overall Grade Mlindude Overall Grade
( cancel ) C RunReport.:l

Figure 5.9 Blank Grade Book Interface

Output — Outputs the report to a PDF file or an Excel spreadsheet.
Use Student Name - Student identified by name.

User Student Nickname — Student identified by nickname.

User Student — Student identified by student id.

Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

Run Report for current Class - Includes only the current class.

Run report for selected Classes — Includes selected classes in the report.

Run Report for all Students - Includes all students in the selected class.

Run report for selected students — Includes only selected students in the report.

Print Extra Lines at the bottom of the report - Adds blank lines to the bottom of
the report. This allows you to write in new or transferred students’ names.

Print in Landscape — Displays the report in Landscape orientation.

Include Overall Grade — Includes the students’ current overall grade in the class.
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Grade Book Grid

Elementany TH52013 Grading Period: Otr 4
ZFZ 41 TT.04 G+
ZI04EZ 2243 B-
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Figure 5.10 Blank Grade Book
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Assignment Detail Report

The Assignment Detail Report displays each student’s performance, by assignment. The
students’ marks, points earned/points possible, and notes are displayed in this report.

Filter this report using the following settings:

Gradebook Reports

Assignment Detail Report [=] ®Run repert for current @Run report for all students @Run report for all Assignments
©Run report # ORun report for "at risk” students ORun report for selacted Assignments
Qutput report as POF =l SEleT (©Run report for selected students

min.ti=s long=
©use Student Name
Duse Student Nickname
'Q;'Lsa Student ID

[Flinclude Sub Class Assignments

Mote: this option may not apphy to your currenthy

selected report.

Report Options

MNote: these options are generic and may not apply to your currently selected report.
Header Text
Request Parent Signature [Fshow Signature Box Footer Text
( Cancel ) ( Run Report )

Figure 5.11 - Assignment Detail Report Interface

Output — Outputs the report to a PDF file or Excel spreadsheet.
Use Student Name - Student identified by name.

User Student Nickname — Student identified by nickname.
User Student — Student identified by student id.

Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

Run Report for current Class - Includes only the current class.
Run report for selected Classes — Includes selected classes in the report.
Run Report for all Students - Includes all students in the selected class.

Run report for “at risk” students - Includes only “at risk” students (as defined by
the teacher on the Grade Book Options tab.)
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e Run report for selected students — Includes only selected students in the report.
e Run report for all Assignments — Includes all assignments.

e Run report for selected Assignments — Includes only selected assignments in the
report.

e Request Parent Signature - Shows Signature Box adds “Parent Signature” line to
bottom of report.

o Header Text - Text entered in this text box appears above the Assignment Detail.

e Footer Text - Text entered in this text box appears below the Assignment Detail.
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Assignment Results
OvASE013
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Figure 5.12 Assignment Detail Report
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Student Missing Assignments Report

The Student Missing Assignments Report displays a list of all Missing or Absent Assignments,
by student. The date, assignment type, assignment name, and notes display for any assignment
marked as “Missing” or “Absent” in the Grade Book.

Filter this report using the following settings:

Gradebook Reports

Grade Book Reports
Student Missing Assignments Report E| 2 it @Run report for all students

DRun report for selected students
Qutput report as PDF E|

Cluse Student Name
(DUse Student Nickname

'@‘L,sa Student I
[Flinclude Sub Class Assignments

Note: this option may not apply to your currently sslected report.

Report Options

Mote: these options are generic and may not apply to your currently selected report.
Header Text
Request Parent Signature Mshow Signature Box Footar Text
| Cancel | RunReport )

Figure 5.13 Student Missing Assignments Report Interface

o Output — Outputs the report to a PDF file or Excel spreadsheet.
e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.

e User Student — Student identified by student id.

e Include Sub Class Assignments - Includes Sub Class Assighments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.
e Run report for selected Classes — Includes selected classes in the report.
e Run Report for all Students - Includes all students in the selected class.

e Run report for selected students — Includes only selected students in the report.
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e Request Parent Signature - Shows Signature Box adds “Parent Signature” line to
bottom of report.

o Header Text - Text entered in this text box appears above the Assignment Detail.

o Footer Text - Text entered in this text box appears below the Assignment Detail.

Student Missing Assignments Report

THAREMS Otrd

Cats | asslgnment Ty pe | subpet | Axelgnm ent Notas |
013 |T¢s| | Larguege Arls ||.uor Tesk |

Parent Signature

Figure 5.14 Student Missing Assignments Report
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Missing Assignments Summary Report

The Missing Assignments Summary Report displays a list of all students with Missing or Absent
Assignments. The student name, date, assignment type, assignment name, and notes are
displayed for any assignment marked as “Missing” or “Absent” in the Grade Book.

Filter this report using the following settings:

Gradebook Reports

Grade Book Reports
Missing Assignment Summary Report E| 2 it "?'Rl.r- report for al students

DRun report for selected students
Qutput report as PDF E|

Cluse Student Name
(DUse Student Nickname

'@‘L,sa Student I
[Flinclude Sub Class Assignments

Note: this option may not apply to your currently sslected report.

Report Options

Mote: these options are generic and may not apply to your currently selected report.
Header Text
Request Parent Signature Mshow Signature Box Footar Text
| Cancel | RunReport )

Figure 5.15 - Missing Assignment Summary Report Interface

o Output — Outputs the report to a PDF file or Excel spreadsheet.
e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.

e User Student — Student identified by student id.

e Include Sub Class Assignments - Includes Sub Class Assighments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.
e Run report for selected Classes — Includes selected classes in the report.
e Run Report for all Students - Includes all students in the selected class.

e Run report for selected students — Includes only selected students in the report.
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e Request Parent Signature - Shows Signature Box adds “Parent Signature” line to
bottom of report.

o Header Text - Text entered in this text box appears above the Assignment Detail.

o Footer Text - Text entered in this text box appears below the Assignment Detail.

Mis=ing Assignment Summary Report

Missing or Abszent A= signrents FASR013 Grading Period: Gtr 4
ghudant Dats Type Asslgnment Hotas
EE0ER DSHEE013 Tesl Maor Tesk
=) O3EE0 13 Homewcrk H
240737 03013 Homewcrk HW1

Figure 5.16 - Missing Assignment Summary Report
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Class Summary Report

The Class Summary Report summarizes each student’s performance in class. Overall Grade
(percentage and mark), performance in each assignment type (percentage and mark), and
number of missing assignments are displayed on this report.

Gradebook Reports
: rou cl

Class Summary Report El @run report for all students

Z)Run report for selected students

r o mo=cuile.

Qutput report as PDF El
Font Size |10 Row Height |15

©Uze Student Name
D use Student Nickname

@)yze Student 1D

[Finclude Sub Class Assignments

Note: this option may not apply to your currently selected report.

Vs Vs

(_ Cancel \J \_Run Report .\J

Figure 5.17 - Class Summary Report Interface

e Output — Outputs the report to a PDF file.
¢ Font Size - Font size must be between 8pt and 14pt.

¢ Row Height - Row Height for the report grids must be between 15 pixels and 45
pixels.

e Use Student Name - Student identified by name.
e User Student Nickname — Student identified by nickname.
e User Student — Student identified by student id.

¢ Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

¢ Run Report for current Class - Includes only the current class.
o Run Report for all Students - Includes all students in the selected class.

e Run report for selected students — Includes only selected students in the report.
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Class Summary Report
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Figure 5.18 - Class Summary Report
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Chart: Assignment Student Performance

The Chart: Assignment Student Performance displays a graphic chart of a class’ performance
on an assignment. The chart is broken down by student.

Gradebook Reports
Grade Book Reports

Chart: Assignment Student Performance El @Run report for current Class @Run report for all students _
(D)Run report for sslected students @ select assignment to Chart:
Qutput report as PDF El

D= Student Name

(©Uze Student Nickname [[escior -
s 1883
@ use Student ID [ =
[Flinclude Sub Chss Assignments Assignment (Math)
w1
Mote: this option may not apply to your currently selected QMEJEF Tests i
os
report.
Cancel ) (  Run Report

Figure 5.19 - Chart: Assignment Student Performance Interface

Output — Outputs the report to a PDF file.

Use Student Name - Student identified by name.

User Student Nickname — Student identified by nickname.
User Student — Student identified by student id.

Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

Run Report for current Class - Includes only the current class.
Run Report for all Students - Includes all students in the selected class.
Run report for selected students — Includes only selected students in the report.

Select assignments to Chart — Includes only selected assignments in the report.
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Student Assignment Results Chart
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Figure 5.20 - Student Assignment Results Chart
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Chart: Class Grade

The Chart: Class Grade displays a graphic chart of all the students in a class’ performance as a
whole to date. The chart is broken down by student.

Gradebook Reports
Grade Book Reports

Chart: Class Grade El '@'RLI" report for current Class '?'RLI" report for all students
Z)Run report for selected students
Qutput report as PDF El
©)Use Student Name
©)Uze Student Nickname
®)use Student 1D

[Flinclude Sub Class Assignments

Note: this option may not apply to your currently selected report.

. Cancel .J t. Run Report )

Figure 5.21 - Chart: Class Grade Interface

o Output — Outputs the report to a PDF file.

e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.
e User Student — Student identified by student id.

e Include Sub Class Assignments - Includes Sub Class Assighments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.
e Run Report for all Students - Includes all students in the selected class.

e Run report for selected students — Includes only selected students in the report.

Copyright© 2014 Edupoint Educational Systems, LLC 172



Chapter Five

Grade Book Secondary User Guide

Class Grade Chart

240777
45004
44812
2an2
240742
2045a4

240744 -

TETIE

0 15 20 2 30 35 40 45 50 55 60 BS5 70 75 B0 B5 490

Figure 5.22 - Class Grade Chart
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Chart: Class Category Summary

The Chart: Class Category Summary displays a graphic chart of a class’ performance on
assignment types to date. The chart is broken down by student.

Gradebook Reports

Grade Book Reports

Chart: Class Category Summary El ®@Run report for current Class @run report for all students

_JRun report for selected students
Output report as PDF El
DO use Student Name
U= Student Nickname

@)z Student 1D

[Flinclude Sub Clss Assignments

Meote: this option may not apply to your currently selected report.

(.Cancel.ll i'RunReport'll

Figure 5.23 - Chart: Class Category Summary

o Output — Outputs the report to a PDF file.

e Use Student Name - Student identified by name.

e User Student Nickname — Student identified by nickname.
e User Student — Student identified by student id.

e Include Sub Class Assignments - Includes Sub Class Assignments, as well as
main class assignments.

e Run Report for current Class - Includes only the current class.
e Run Report for all Students - Includes all students in the selected class.

e Run report for selected students — Includes only selected students in the report.
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Figure 5.24 - Class Category Summary Chart
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Index

Admin Reports creating breakout or intervention, 66
running, 142 creating linked, 65
Analysis creating resouces, 72
applying bands, 124 managing, 65
setting up bands, 123 modifying resources, 89
using the tool, 123, 125 setting assignment weights by, 71
Assignment Score Entry screen sharing, 68
editing scores, 108 viewing student summary, 129
entering scores, 106 Class Mark
Assignment Types rounding, 31
adding, 21 Class Percentage
creating, 20 rounding, 30
deleting, 24 Class Website
editing, 23 adding a document or picture to a post, 102
viewing deleted, 25 adding a post, 100
Assignments adding a topic, 99
adding, 75 deleting a post, 103
adding resouces from the calendar, 121 editing a post, 101
adding resources, 87 setting up, 98
changing grading period, 82 Comments
changing sort order on Grade Book Main, 94 Grade Book
configuring scoring settings, 27 adding, 38
copying, 79 configuring, 38
create from standards summary, 139 deleting, 41
creating, 75 editing, 40
deleting, 82 viewing deleted, 42
editing, 80 District Created Assignments
editing from the calendar, 120 inheriting, 25
editing multiple, 81 removing, 25
importing, 83 Drop Box
scoring Drop Box, 113 scoring assingments, 113
setting default grading period, 20 Final Grade
setting default points, 28 setting rounding, 29
setting dropped scores, 28 Final Grade Defaults
setting weight for class, 71 configuring, 54
setting weights, 28 Grade Book
viewing or deleting resources, 88 accessing as principal, specialist or district staff, 16
weighting using points, 78 accessing as teacher, 13
Calendar configuring final grade defaults in district wide
adding assignment resources, 121 version, 54
editing assignments, 120 overview, 11
entering scores, 119 running reports, 150
filtering, 118 setting alerts, 73
using, 118 setting focus, 17
Class setting notifications, 73
adding resources, 89 setting term weighting in district version, 53
adding students to breakout or intervention, 69 using, 74
creating a breakout from standard summary Grade Book Comments
detail, 141 clearing on Grade Book Main, 115

Copyright© 2014 Edupoint Educational Systems, LLC 176



Index

Grade Book Secondary User Guide

clearing scores without comments on Grade Book

Main, 115
editing on Enter Score screen, 115
editing on Grade Book Main, 114
entering on Enter Scores screen, 115
using, 114
Grade Book Main
changing assignment sort order, 94
changing the student sort order, 93
clearing Grade Book comments, 115
clearing Grade Book comments without scores,
115
editing Grade Book comments, 114
editing scores, 107
entering scores, 105
overriding standards scores, 111
setting options, 91
setting preferences, 92
using filters, 91
viewing by group, 97
Grade Book Score Types
adding, 32
copying, 34
defining, 32
deleting, 36
editing, 35
viewing deleted, 37
Interpretation Scale
setting, 51
Overall Grade
setting, 50
Progress Reports
adding items, 134
creating, 131
delivering, 134
generating, 131
removing items, 133
Report
running, 150
assignment detail report, 161
blank grade book, 159
chart
assignment student performance, 170
class category summary, 174
class grade, 172
class summary report, 168
detailed progress, 151
missing assignments summary reports, 166
print grade book, 157
student missing assignment report, 164
summary progress, 154
Report Card Score Types, 43
adding, 43

copying, 45
deleting, 48
editing, 47

viewing deleted, 49

Resources

adding assignment, 87

adding assignments from the calendar, 121
adding class, 89

creating, 87

creating for class, 72

modifying class, 89

viewing or deleting assignment, 88

Score Entry screen

entering scores, 109

Scores

clearing comments on Grade Book Main, 115

editing in standards mode, 112

editing on Assignment Score Entry screen, 108

editing on Grade Book Main, 107

entering, 104

entering from the calendar, 119

entering on Assignment Score Entry screen, 106

entering on Grade Book Main, 105

entering on Score Entry screen, 109

overriding calculated standards on Grade Book
Main, 111

using assignment mode, 104

Standards

accessing summary, 137
adding from district bank, 59
calculating final grade using, 64
creating breakout class from summary detail, 141
creating your own, 61

editing, 62

enabling, 56

filtering summary, 138

loading district created, 57
selecting proficiency, 63
setting up, 56

transfering results, 122

using summary, 137

viewing student summary, 130
viewing summary detail, 140

Standards Summary

accessing, 137

creating a breakout class from detail, 141
creating assignments, 139

filtering, 138

using, 137

viewing details, 140

Student Groups

creating, 95
creating a breakout class from, 97
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viewing Grade Book Main by, 97
Student Summary

accessing, 128

using, 128

viewing all classes, 129

viewing by standard, 130

Term Weighting
setting up, 53

Total Points Method
using, 27

Weighted Categories Method
using, 27

Copyright© 2014 Edupoint Educational Systems, LLC

178



	Chapter One:  Introduction
	Overview of Grade Book
	Using this Guide
	Logging in as a Teacher
	Accessing Grade Book as a Teacher

	Logging In as a Principal, Specialists, or District Staff
	Accessing Grade Book from within Synergy SIS
	Selecting the focus of Grade Book


	Chapter Two:  Setup
	Setup Overview
	Creating Assignment Types
	Setting the Default Grading Period for New Assignments
	Adding Assignment Types
	Editing Assignment Types
	Deleting Assignment Types
	Viewing Deleted Assignment Types
	Inheriting District Created Assignments
	Removing District Created Assignments

	Configuring Assignment Scoring Settings
	Using the Total Points Method
	Using the Weighted Categories Method
	Setting assignment weights, dropped scores, and default points
	Final Grade Rounding Setting
	Rounding Class Percentage
	Rounding Class Mark


	Defining Grade Book Score Types (advanced/optional)
	Adding Grade Book Score Type
	Copying Grade Book Score Types
	Editing Grade Book Score Types
	Deleting Grade Book Score Types
	Viewing Deleted Grade Book Score Types

	Configuring Grade Book Comments (advanced/optional)
	Adding Comments
	Editing Comments
	Deleting Comments
	Viewing Deleted Comments

	Creating Report Card Score Types (advanced/optional)
	Adding Report Card Score Types
	Copying Report Card Score Types
	Editing Report Card Score Types
	Deleting Report Card Score Types
	Viewing Deleted Report Card Score Types
	Setting Overall Grade Type
	Setting the Interpretation Scale

	Setting up Term Weighting (advanced/optional)
	Configuring Final Grade Defaults (advanced/optional)
	Setting Final Grade Defaults for New Students

	Setting Up Academic Standards (advanced/optional)
	Enabling Academic Standards
	Loading District Created Standards
	Adding Standards from the District Standards Bank
	Creating Your Class Objectives (Standards)
	Editing Standards
	Select Standards Proficiency
	Calculating Final Grade by Standard

	Managing Classes (advanced/optional)
	Creating a Linked Class
	Creating Breakout or Intervention Classes
	Sharing Classes
	Adding Students to a Breakout or Intervention Class
	Setting Assignment Weighting for Classes
	Creating Class Resources for Classes

	Setting Grade Book Alerts and Notifications

	Chapter Three:  Using Grade Book
	Creating Assignments
	Adding Assignments
	Copying Assignments
	Editing Assignments
	Editing a single assignment
	Editing multiple assignments
	Verifying or Change Grading Periods for Multiple Assignments

	Deleting Assignments

	Importing Assignments (advanced/optional)
	Creating Resources (advanced/optional)
	Adding Assignment Resources
	Viewing or Deleting Assignment Resources
	Adding Class Resources
	Modifying Class Resources

	Setting Grade Book Main Options
	Using Grade Book Main Filters
	Setting Grade Book Main Preferences
	Changing the Student Sort Order on Grade Book Main
	Changing  Assignment Sort Order on Grade Book Main

	Creating Student Groups (advanced/optional)
	Creating Student Groups
	Viewing by Group in Grade Book Main
	Creating a Breakout Class from a Student Group

	Setting up a Class Website (advanced/optional)
	Adding a Topic to the Class Website
	Adding a Post to the Class Website
	Editing a post
	Attaching a Document or Picture to a Post
	Deleting a Post

	Entering Scores
	Using Assignment Mode
	Entering Scores on the Grade Book Main screen
	Entering Scores on the Assignment Score Entry screen
	Editing Scores on the Grade Book Main screen
	Editing Scores on the Assignment Score Entry screen

	Using Standards Mode
	Entering Scores on the Score Entry screen
	Overriding Calculated Standard Scores on the Grade Book Main screen
	Editing Scores in Standards Mode

	Scoring Drop Box Assignments
	Using Grade Book Comments
	Entering Comments on the Grade Book Main screen
	Clearing Comments with Scores on the Grade Book Main screen
	Clearing Comments without Scores on the Grade Book Main screen
	Clearing Excluded Comments with Scores on the Grade Book Main screen
	Clearing Excluded Comments without Scores on the Grade Book Main screen
	Entering or Editing Comments on the Enter Scores screen


	Transferring Student Scores (advanced/optional)
	Using the Calendar (advanced/optional)
	Filtering the Calendar
	Entering Assignment Scores from the Calendar screen
	Editing Assignments from the Calendar screen
	Adding Resources to Assignments from the Calendar screen

	Transferring Standards Results
	Using the Analysis Tool (advanced/optional)
	Setting Up Analysis Bands
	Applying  Analysis Bands
	Using the Analysis Tool
	Saving a screen
	Accessing a previously saved screen
	Deleting a screen
	Exporting data from the current screen


	Utilizing the Student Summary
	Accessing the Student Summary
	Viewing Student Summary for All Classes
	Viewing Student Summary by Standards

	Creating Progress Reports (advanced/optional)
	Generating Progress Reports
	Removing Items from the Progress Report
	Adding Custom Items to the Progress Report

	Delivering Progress Reports

	Using the Standards Summary Screen (advanced/optional)
	Accessing the Standards Summary
	Filtering the Standards Summary
	Create Assignments from the Standards Summary Screen
	Viewing Standards Details
	Creating a Breakout Class from the Standard Detail screen

	Running Admin Reports (advanced/optional)

	Chapter Four:  Posting Report Cards
	Viewing and Editing Final Grades
	Posting Grades

	Chapter Five:  Creating Reports
	Running Grade Book Reports
	Detailed Progress Report
	Summary Progress Report
	Print Grade Book
	Blank Grade Book
	Assignment Detail Report
	Student Missing Assignments Report
	Missing Assignments Summary Report
	Class Summary Report
	Chart: Assignment Student Performance
	Chart: Class Grade
	Chart: Class Category Summary



