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Change Log

The following Change Log explains by Product Version, Heading, Page, and Reason where
changes have been made in the ProgressBook GradeBook Teacher Guide: Traditional.

Product Heading Page

Version

18.0.0 “Set Display Preferences on the 99
GradeBook Grid”

18.0.0 “Assignment 5-Day View” 102

18.0.0 “Classic Assignment 5-Day View” 126

18.0.0 “Change a Student's Password in 190
ParentAccess”

N/A “Period Attendance” 28

N/A “View Period Attendance on the 34
Classic GradeBook Grid”

17.3.1 “Enter Daily Attendance” 26

17.3.0 “Assignments and Marks” 68

17.3.0 “Seating Chart” 132

17.2.0 “Assignment and Assessment 85
Marks”

17.2.0 “Classic Assignment and 117
Assessment Marks”

17.1.2 “Class Roster Report” 147

17.1.0 “Set Up Default Preferences for 83
Assignments”

17.1.0 “GradeBook Grid” 94

171.0 “Classic Marks” 111

Reason

Updated procedure for setting default preferences for
the new GradeBook Grid.

Updated text and screen shots to reflect changes in
functionality and user interface on the 5-Day View
screen.

Added section.

Added note to indicate that you cannot change
passwords for students who log in using a different
service.

Added note indicating student names highlighted in
yellow were assigned calendars that ended prior to the
calendar assigned to the school.

Added note to indicate that you can view period
attendance only on the classic GradeBook Grid.

Added note to indicate that you cannot take daily
attendance for class groups containing students from
more than one school.

Reorganized chapter.

Updated text and screen shots to reflect change in desk
size and color functionality.

Updated text and screen shots to reflect changes in
functionality and user interface on the Assignment
Marks screen.

Renamed section and added classic Assignment
Marks screen information.

Updated text and screen shot to include new Include
Grade Level and Students/page formatting options.

Updated text and screen shot to include new Mark
Entry Options section on the Teacher Preferences
screen.

Updated text and screen shots to reflect change in
functionality and user interface on the GradeBook
Grid.

Added chapter with classic GradeBook Grid
information.
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Welcome to GradeBook

GradeBook is a classroom management solution that integrates grade book, lesson plan
development, attendance, special education, and parent communication into one comprehensive,
web-based system. GradeBook provides a user-friendly interface for teachers, school
administrators, cafeteria personnel, and other staff to track and maintain student information.
Class and student data is automatically populated into GradeBook from Studentinformation,
eliminating the need for data re-entry.

Log In to GradeBook
Before you can log into GradeBook, you must contact your GradeBook system manager for the
login address or URL of the GradeBook website as well as your login information.
1. On the login screen, in the Domain drop-down list, select your domain.

Note: Once you select a domain, the system remembers the last domain

accessed.

In the User Name field, enter your user name.

In the Password field, enter your password.

Note: By default, ProgressBook-authenticated password requirements are eight

characters with at least one uppercase letter, one lowercase letter, one number,
and one special character; however, your district may have different requirements.

4. Click Sign In.
ProgiessBook
@

User Name
hindsg

Password
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Welcome to GradeBook

Your password is expiring soon!

Your password will be expiring on 10/19/2012 12:23:36 PM. Would you like to change your password now?

v

Note: If your password is expired, CentralAdmin displays the Password expired
screen, and you must change your password to access ProgressBook
applications.

Note: If your account is locked, it remains locked for 5 minutes; however, your
district may have different settings.

Sign Out of GradeBook

When you click Sign Out in the top-right corner of any GradeBook screen, you are logged out of
all ProgressBook applications, and the CentralAdmin sign out screen displays.

Hogresssm = Teacher Home Page

s
Bﬁ Click SIGN IN to log in to

= ProgressBook applications.
YW
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Welcome to GradeBook

Find the Information You Need

The following sources of information are available to help you use GradeBook:

* Tool Tips — To view a description, hover your cursor over a button, icon, or option.

* GradeBook Help — Click the Help link on any screen to display information that
describes the main task being performed on that screen; for more information, see
“Use GradeBook Help.”

* ProgressBook Logo — Click the ProgressBook logo on any screen to send feedback to
your specified technical support staff.

Use GradeBook Help

GradeBook Help provides overview, procedural, and reference information about GradeBook.
View the help topic related to the screen you are viewing by clicking the Help link in the top-right
corner on any GradeBook screen.

GradeBook Help displays in a separate tab or browser window (depending on your browser
settings) where you can browse the table of contents for specific topic titles, search for information
in the index by using keywords, or enter a word or phrase in the search field to return a list of
possible help topics.

To print a help topic, click % located in the navigation pane of the GradeBook Help window, and
then click Print on the Print window.

Navigate GradeBook

The Teacher Home Page is the first screen that displays when you log into GradeBook and
provides access to the functions available to you. The banner located across the top of every
screen provides different links for navigating GradeBook.

* GradeBook — Return to the Teacher Home Page

* PA Admin — Opens the ParentAccess Administration screen for GradeBook teachers
with school web author and district web author privileges

* Help — Displays the help topic related to the screen

Note: This feature is temporarily not context-sensitive and displays the main
ProgressBook WebHelp screen.

¢ Sign Out — Ends all ProgressBook applications’ sessions

Progresém - Class Dashboard GradeBook | PA Admin | Help | Sign Out
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Welcome to GradeBook

On the left side of the Teacher Home Page, in the Classes area, click any class link to access
the Class Dashboard for that class. To access the Class Dashboard from most other screens
in GradeBook, click the Dashboard or Class Dashboard link that is located in the upper-left
corner below the GradeBook logo.

Pri ogreséBo%k ‘ Homework Search GradeBook | PA Admin | Help| Sign Out

Class: EIEEEY  GadingPeicd: IEEETY o«

Use the Application Quick Launch
You can use the application quick launch to easily navigate between ProgressBook applications.
1. In the banner, to the right of the GradeBook logo, click the application quick launch icon.

In the application quick launch area, logos display for all other ProgressBook applications
that are registered in CentralAdmin.

2. To open another application that you are authorized to use, click the application’s logo.

The application opens in another window or tab depending on your browser’s settings.

Progressbocks Tl Proresspck,
By SpecialServices & Studentinformation

gl GradeBook By Hsgg‘;:?;i'Servfces

ProgressBook.
| Studentinformation

Teacher Home Page

The Teacher Home Page is the first screen that displays when you log in to GradeBook. All items
in the Classes, Features, Average Calc Setup, and Administration menu areas are links. You
can hover your cursor over each link for more information about that item and click a link to
navigate to another screen to perform a desired task.

* While classic reports are always available, if the Reports feature is enabled, you can
select and run Report Builder Reports.

* While you can always search for a student within your own classes, if the Student
Search feature is enabled, you may be able to search for any students within your entire
school building or district.

* If you are assigned to more than one district, you can change the district in the Select a
district drop-down list.

ProgressBook GradeBook Teacher Guide: Traditional 4



Welcome to GradeBook

For your convenience, many of the same tasks that you access from the Teacher Home Page,
you can access from the Class Dashboard as well. However, you can only access several of the

GradeBook administrative tasks from the Teacher Home Page.

Progresé?Bo%k ~ Teacher Home Page

GradeBook | Help | Sign Ouf

GradeBook

Classes

Intermediate Linguistics: 1
Introduction to Linguistics: 1
Psychology- 24

Sociology: 1

Class List

Class Administration
Seating Chart
Daily Attendance (HR)

Lunch Counts

Period Attendance

Post Homework

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

& Day Planner

Import Lesson Plan Schedules
Online Learning

Dashboard
Assignments & Marks

Details / Assignment Marks

Add a Recurring Assignment / Assignment

GradeBook Grid / 5-Day View
Enter Report Cards / Enter Interims
Students

Student Information

Submit Discipline

Reports

Selecta Report - Run
Student Search
Student Name Search

Average Calc Setup

Set Up Assignment Types

Set Up Calc Methods & Weights
Set Up Grading Scales

Administration

Set Up GradeBook Access
Set Up Lesson Plan Sharing
Set Up Groups Within Classes
Set Up Preferences

Set Up Classes for ParentAccess
Group Classes Together
Transfer Student Marks
Exclude | owest Mark

Update Email Address

Bank Maintenance

Change Your Password

Class naming conventions and scheduling are set up in Studentinformation. However, you can
change the display name and order in GradeBook for your classes using the Edit List option. You
can also hide a class that does not meet in the current grading period.

Edit Class List

1. On the Teacher Home Page, in the Classes area, click Edit List.

2. Perform any of the following optional steps for a class:

* Onthe Class Setup screen, in the Class Alias (Optional) column, enter the new

name for the class.

* In the Order column, enter a number to designate the order in which you want the

class to display on the Teacher Home Page.

* In the Hide column, select the check box to hide the class from your GradeBook.
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Welcome to GradeBook

3. Click Save.

o) Click to open the Class
Lot List
Setup screen.

Classes

intermediate Linguistics: |
introduction to Linguistics: 1

Hsychology. 24

- Class Setup

s ths farm fa ude classies fom your gradebook and Lo change the oder that clsses appear in your GradeHook Yoo can alse assign ahis names to you classes

These aliases only apply 1o your gradebook and will not be reflected on report cards

Class Courss ID School Class Alias (Optlonal) Order Hide?
Intermedsate Linguistics, 1 WOHS [Imermediate Linguistics Ii} | O
Introduction to Linguistics: 1 WOHS [intro to Linguistics ] O
Psychalogy 24 SCR WOHS [F | l
Sociology, 1 4084 WOHS [Socialogy 2 | O

Select a District

If you have access to more than one district, in the Select a district drop-down list, you can
change the district.

Note: By default, the system automatically remembers the last district you
accessed.

GradeBook | Help

Teacher Home Page

GradeBook

Welcame Wendy Cobalt Select a district:
Ashland City (ashc)

A+ Arts Academy (Beta)
Green Local (gren

‘Wooster City (wstr)

Search for a Student

When you want to access information about a particular student, you can quickly search for the
student within any of your classes. Depending on your district’s settings, you may also be able to
search for a student in your school or district who is not in any of your classes.

1. On the Teacher Home Page or Class Dashboard, in the Student Search area, enter a
full or partial name in the Student Name field, and then click Search.

Student Search

Student Name Search

The Student Search screen displays a list of students matching your search criteria.

ProgressBook GradeBook Teacher Guide: Traditional 6



Welcome to GradeBook

2. Next to the name of the student whose information you want to access, click €.

The row expands to display a quick view of basic information about the student.

Note: The student picture displays only if enabled by an administrator.

GradeBook | Help | Sign Out

ProgreséEo%’k ~ Student Search

GradeBook
Search

Student Name ID Grade School Homeroom ~
© Addis, Angeline 28523 10 LVHS 112
©  Addis, Carl 26524 09 LVHS 230
@ Addis, Thomas 35 10 LVHS 200
@ _Student Profile  y Student Roadmap
Primary Contact
Name Type Address Contact
) . \ 349 E North St (123) 456-78390
Gloria Addis Parent(s) Lakeview, OH 44555 FakeAddress(@ Software-Answers_com
Personal Information
Status Enrollment Birthday Gender Notes
Thomas Addis A 8/20/2002 8/26/1995 M
Present Today
©  Ader, Hana 39 10 LVHS
© Administrator, Aziza 40 12 LVHS
© | Adryan, Colin 53 12 LVHS
© | Adsit, Tara 41 12 LVHS 100 v
7

Click on © to expand the row and view additional details

3. (Optional) To view more information about the student, click Student Profile.

* If the student is in one of your classes, the Student Profile screen displays, and you
can click any tab to view more information. See “Tabs Available on Student Profile
Screen.”

* If the student is not in one of your classes, the Student Search Details screen
displays only the Personal, Contacts, and Schedule tabs from the Student Profile.

4. (Optional) If your district uses DataMap, you can view assessment and intervention data
about the student by clicking Student Roadmap.

Class Dashboard

The Class Dashboard is the main work area in GradeBook for teachers. On the left side of the
Teacher Home Page, click the class link to access the Class Dashboard for that class.

On the Class Dashboard, the column on the left side of the screen displays the students in the
selected class. The middle column provides access to various functions including attendance,
lesson plans, curriculum, assignments, marks, grading scales, calculations setup, reports, and
student search. The column on the right displays assignments and lesson plans for the selected
class and grading period.

7 ProgressBook GradeBook Teacher Guide: Traditional



Welcome to GradeBook

Links to some of the functions may or may not display on the Class Dashboard depending on
whether or not a specific feature has been enabled for your district or school.

Grade Book | Help | Sign Out

ProgreséBo'd’k = Class Dashboard

Students (23) Miss Att Classroom Administration [ Assignments | Flost Assign || Lessans
© Addis. Thomas 4 Seating Chart Lunch Counts 731 HW  Weekly Review x
© Adler Hana 4 Daily d by Seating Chart 7/28 HW Practice Questions B (]
g ﬁw g : Period by Seating Chart 724 HW  Weekly Review %
o H!\al:nnu,Adam ¥a - Post Homewark Post Class 77 HW  Weekly Review x
© Hornis. Loren ra Class Notifications T Q7 Quiz72? x W
© Koski. Lauren rd View ParentAccess Web Site 710 HW  Weekly Review x
© MacBoyle Brian [# Lesson Plans 719 Q7  Quiz71 x w
© Ravada. Michael 7 Add a New Lesson Search for Lessons 78 HW  Practice Questions A X w
© Reilly. Timothy 7 5 Day Planner Import Schedule 77 CW  Another Assignment v w
0 Rictmond, Rachl 4 Online Loarming 70 W Pcce x w
© Roble. Katherine i d Dashboard 713 HW  Weekly Review x
© Rothermel. Meghan 7 Assignments & Marks 626 HW Page 222 - Odd 7w
© Rueter Laura [# Grade Book Grid 5-Day View 6/26 HW  Weekly Review X
© Sadeghi. Nicole 7 Add an Assignment Recurring Assign 624 HW  Page 210 - Even vow
g %re g Enter Report Cards Enter Interims 6/19 HW  Weekly Review x
© ;L‘the‘ ort. Michael 7 Assignment Maintenance 6/17  HW  Page 202 - Odd VoW
° T 7 e e s S 612 HW  Weekly Review 'Y
© Si.David a @ Assignment Types Grading Scales Ei Y Erie i S e 7 U
© Smelzer, Zachary & Cale Methods & Weight 6/5  HW  Weekly Review x
Calculste Averages 530 HW Page 175 0dd VoW
debook Admin i 5/29  HW  Weekly Review x
—— _— 5122 HW  Weekly Review x
Set Up GradeBook Access 615 HW  Weekly Review %
Set Up Groups within Classes 508 HW  Weekly Review x
Transfer Student Marks
Exclude Lowest Mark
E— Add an Assignment Import Assignments
Selecta Report ~  Run

Student Search

Student Name Search

The “Class Dashboard Symbols” table provides a brief description of the symbols that may
display on the Class Dashboard.

Class Dashboard Symbols

Symbol Description

General Navigation

Q1,Q2, Q3, Q4 Grading Period Symbols: Indicates the grading period of the school year.
+ “Holding” category for assignments in future grading periods that are not yet available,
assignments that are dated outside of all grading periods, and floating assignments.
Student

o

Click to view more details about the student.

Indicates student has medical concern(s). Click the symbol to open the Student Profile
screen Personal tab and view information about the medical concern(s).

+

Indicates student has custody notice(s). Click the symbol to open the Student Profile
screen Personal tab and view the custody notice(s).

>

Indicates student has disability concern(s). Click the symbol to open the Student Profile
screen Personal tab and view information about the disability concern(s).

[~

o Indicates student has miscellaneous note(s). Click the symbol to open the Student
) Profile screen Personal tab and view the miscellaneous note(s).

I

Indicates student birthday.
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Symbol Description
Indicates that student has forms that need to be viewed. Click the symbol to open the
E Completed Tasks screen in SpecialServices.
Note: The SpecialServices symbol appears for 13 months after the last task was
completed.
W (red) Indicates that student has withdrawn from the class.
Addis, Thomas Mansfield . . )
Current Mark: | 95.70 (A) 67/70 Hover window: Displays student’s current mark for the class; year to date (YTD) average
YTD Average:| 94.30 (A) . . .
L L if the year to date grade calculation has been enabled for the report card used in the
System 1D: 48125 class; date of birth, district ID, system ID, grade level, and group, if applicable. Hover
U your cursor over the student’s name to see the information.
Letter e " .
e R eers Based on the district’s attendance codes, indicates whether a student is absent or tardy
in “Att L .
column for the day. Hover cursor over the code to see the description, reason, and times.
Number . . . . . .
in “Miss” Indicates number of missing assignments for the grading period. Click the number to
view a list of missing assignments.
column
B’ Select to enter a daily comment for student.
@ Indicates that a daily comment has been added for student. Hover cursor over symbol to
read comment. Select to edit comment.
Assignments
? One or more student is marked as missing this assignment.
Assignment is linked to a VirtualClassroom quiz.
Assignment is linked to a VirtualClassroom discussion.
W (orange) Assignment marks have been posted to the Web.
y" All marks have been entered for the assignment.
(red) All marks have not been entered for the assignment.
) The assignment has been excluded from student averages for all students.
Lesson Plans
= Opens the Lesson Plan View and Print windows.
a Opens the Reschedule a Lesson window.
Opens the Lesson Plan Maintenance screen for editing, printing, deleting, file
ﬁ attaching, and rescheduling lesson plans.
(blue) Removes the lesson schedule from a class but does not delete the lesson plan.
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Class Dashboard

H@msJ

Grade Book

Students (15)
Devore. Keti
DiAlberti. John
Haver. Douglas
Hormyak, Alexandria
Hudson. Coco

%}

Husseman_Kristi

Hutchinson Phi\lig@
Koski. Lauren

“ - ALGEBRA 2 HONORS v

Classroom Administration
Seating Chart Lunch Counts
Daily Attendance by Seating Chart
Period Attendance by Seating Chart
Post Homework Post Class Information
View ParentAccess Web Site

T Lesson Plans

Tardy

Arrived-5:00 A ew Lesson Search for Lessons
Planner Import Schedule

N NNINSININEN

MacBoyle Brian

Rey nolds, Edward

Current Mark:  90.50 (A-) 86/95
YTD Average: | 90.30 (A-)
Date of Birth- 8/20/1999

Online Learning

View My Library Actties to Grade

Prctivity Builder View Active Discussions
Assignments & Marks

rade Book Grid 5-Day View

District ID: | 999884490
System ID: | 693

Btandards Based Grid Progress By Student
frdd an Assignment Recurring Assign.

Grade Level: 10
Group:

Fnter Report Cards Enter Interims

1t 1

?  Click on © to expand for more options.

1

Ruppert._Jennifer
Schweigert. Michael

Si. David

Smelzer. Zacha[y

OO0 OOOOOO000ROCOOO

I ) B

Update Roster Hide Attendance

Average Calc Setup

1t Types Grading Scales
Calc Methods & Weights
Calculate Averages

Gradebook Administration

Set Up GradeBook Access
Set Up Groups within Classes
Transfer Student Marks
Exclude | owest Mark

Reports
Select 3 Report ~
Student Search

Student Name Search

731
7/28
7i24
mnr
7
710
79

I8

o

713

713

6/26
6/26
6/24
6/19
617
6/12
6/10
6/5

530
529
5122
515
5/8

HW

cw [
HW |

HW
HW

HW =

HW
HW
HW
HW
HW
HW
HW
HW
HW
HW

Welcome to GradeBook

Float Assign || Lessons

Weekly Review
Practice Questions B
Weekly Review
Weekly Review
Quiz7.2

Weekly Review

Quiz 71

Practice Questions A
Another Assignment
Practice

Weekly Review

Page 222 - Odd

= Sample Discussion
- Upload file with discussion

Weekly Review
Page 202 - Odd
Weekly Review
Page 188 - Even
Weekly Review
Page 175 Odd
Weekly Review
Weekly Review
Weekly Review
Weekly Review

Add an Assignment

Grade Book | Help

Grading Period: BRI

XK KK NK UK UK UK DK NS NN LA XD X
=

Import Assignments

Enter Daily Comments

1. Click E next to a student’s name.

2. On the Daily Comments window, enter your comment in the text area.

3. You may perform any of the fo

llowing optional steps:

Daily comments may refer to a student’s behavior or class participation on a specific date. You
can enter comments about a student from the and GradeBook Grid. These comments can be
displayed in ParentAccess and on Student Progress Reports.

* To display the comment in ParentAccess, select the Publish to the Web? check box.

* To check the spelling of the comment text, click Check Spelling.

ProgressBook GradeBook Teacher Guide: Traditional
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4. Click Update.

Daily Comments

Student:  Atwell, Levi ~ Date: 51312016 A

You may enter up to 2000 characters

Levi has not been able to stay focused for the past week. He has not responded to
offers of additional help before or after school. He is also missing an assignment,
which is affecting his grade average.

Publish to the Web? 1797 characters left

Check Spelling Update

5. Close the Daily Comments window.

6. (Optional) Refresh the browser window and hover your cursor over = next to the
student’s name to view the comment.

Students (24) Miss = Att Classroom Administration
i Seating Chart Lunch Coun
© DiMino Nadja & < Fg 2und :
© Dipolis. Taylor FZ Daily Attendance by Seating
© Divish. Keiara [# Period Attendance by Seating
© Duffy Brendan W & 1 Post Homewark Post Class
© Householder, Morgan [# View ParentAccess Web Site
© Howard. Jack 7 1 Lesson Plans
© Hujarski. Kyle Fg Add a New Lesson Search for L
© M‘Ba—c.h 5 Day Planner Import Sche
© Huller Julia 4 Online Learning
© Humerickhouse. Emma . .
Humphrev. Eric E Julia has nok been able to stay Ffocused For the past week, View
© —p—y— She has not responded to offers of additional help before Lring Al
(3] Hunt. Jaymie Auar after school, She is also missing an assignment which is
© Hunter. Lauren daffecting her grade average. r Interi
€ Hupper. Elise [# | Average Calc Setup
Accinnment Twnes (Grading Se

7. (Optional) To view all the daily comments entered for a student, select the student on the
Class Dashboard, and then click the Progress tab on the Student Profile screen. Daily
comments are listed below assignments.

Edit Daily Comments

You can enter and modify comments about a student from the Class Dashboard and GradeBook
Grid. To edit a previously entered daily comment, select the appropriate student and date of the
comment on the Daily Comments window.

1. Click ¢ next to a student's name.
2. On the Daily Comments window, enter the date of the comment you want to edit in the

Date field, or click & to select the appropriate date on the calendar.

3. Make the necessary changes to the comment text.
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4. Click Update.

Daily Comments

Student: Dietrich, Amanda ~ Date: 51312016 =]
You may enter up to 2000 characters
Participated well in class; however, caught chewing gum.
Publish to the Web? 1944 characters left

Check Spelling Update

5. Close the Daily Comments window.
6. Refresh the browser window.
Note: To view all the daily comments entered for a student, select the student on

the Class Dashboard, and then click the Progress tab on the Student Profile
screen. Daily comments are listed below assignments.

Delete Daily Comments
To delete a daily comment, select the appropriate student and date of the comment on the Daily
Comments window and then remove all of the text.
1. Click | 4 next to a student's name.
2. On the Daily Comments window, enter the date of the comment you want to delete in the
Date field or click £ to select the appropriate date on the calendar.
Highlight the comment text.
Press the DELETE key.
Click Update.
Note: To view all the daily comments entered for a student, select the student on

the Class Dashboard, and then click the Progress tab on the Student Profile
screen. Daily comments are listed below assignments.

ProgressBook GradeBook Teacher Guide: Traditional 12
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View Missing Assignment Details

You can view missing assignment details for a student and print a list of missing assignments. On
the Missing Assignments window, assignments display with the most recent date at the bottom
of the list.

1. On the Class Dashboard or GradeBook Grid, click the number in the Missing
Assignment column next to a student.

Missing Assignments for Berenstain, Thelma

Date Type Assignment Points Comments
05-12-2016 CW  Motes 10

The Missing Assignments for [student name] displays.

2. Onthe Missing Assignments for [student name] window, you can view the assignment
date, type, name, possible points, and comments, if any were entered.

Note:

Change Password

If your district allows staff password changes, the Change Your Password link displays on your
home page. ProgressBook applications recognize each user by individual login, so changing your
password in GradeBook changes your password in all ProgressBook applications.

1. Onthe Teacher Home Page, in the Administration area, click Change Your Password.
The CentralAdmin Change Password screen displays.

2. On the Change Password screen, in the Current Password field, enter your current
password.

In the New Password field, enter your new password.

In the Confirm New Password field, re-enter your new password.
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5. Click Change Password.

ProgressB®k

CentralAdmin > Change Password

Change Password

Current Password | ==sssees
New Password = sss=ees

Confirm New Password | ssssssss |

Change Password [gechle

The system returns you to the Teacher Home Page.

Note: For ProgressBook authenticated users, by default, you must wait 360 days
to reuse a password; however, your district may have different requirements.

Update Email Address

The email address you enter here displays in ParentAccess and is used mainly for communication
purposes.

Note: You must enter an email address to use Class Notifications.

1. On the Teacher Home Page, click Update Email Address.

2. On the Update Your Email Address window, in the Email Address field, enter your full
email address.

Click Update.

Close the Update Your Email Address window.

Update Your Email Address

Email Address: name@emailaddress.com

Update

ProgressBook GradeBook Teacher Guide: Traditional 14
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Use Spell Check

You can use the spell check to check the spelling of text that appears in lesson plans, daily
comments, the Class Information screen in ParentAccess, and homework posts. Spell check
functionality varies depending on the browser and operating system you use.

1. On the Lesson Plan Maintenance screen, Class Information Page Maintenance
screen, Homework Setup screen, Forms Maintenance screen, or Daily Comments
window, click Check Spelling.

If a word is misspelled, it displays highlighted on the Dictionary Popup window.
2. You may perform any of the following options:

* Click Ignore to ignore the suggested misspelling or Ignore All to ignore all of the
instances of the word.

* Click Add to add the word to your dictionary.

* Select the correction in the Suggestions list and click Change, or click Change All
to change all the incorrect instances of the word to the suggestion.

* Click Finish when you have finished checking the spelling to close the Dictionary
Popup window.

A branch of mathmatics that deals with the
measurement, properties, and relationships

of points, lines, angles, surfaces, and solids; |
broadly: the study of properties of given
elements that remain invariant under

specified transformations. -

Change To: lgnore
[mathematics] Bl
Suggestions: JE—
= Add
T | i)
mathematic = Change
automatics
matriarchs Change All
mathematical

mathematician - Finish

3. When the Spelling Check is complete message displays, click OK.
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Add Dictionary Entries

You can personalize the GradeBook dictionary so that the Spell Check feature recognizes words,
proper names, and abbreviations not common in the dictionary.

1.

o &~ 0N

On the Teacher Home Page, below Administration, click Set Up Teacher Preferences.

H‘og’ﬁs&%ﬁ ~ Teacher Home Page

GradeBiook

Classes Efiiin| Class Administration Reports
. Suating Chast

Daily Atendance (HR) Select aReport w Run

Lunch Counts Stusdent Search

3 13 Saarch

Paost Clags Information Average Cale Setup

Lesson Plans 531 Up Assignmant Typss

Enter Lesson Flang Sel Up Calc Methods & Waights

Seach Lesson Plans 581 Up Giradng Scples

& Dy Flanner

|mgent Lesson Plan Schedules Adminkstration

Online Learning

Dashboard

Assignment Maintenance

GradeBook Gad /5 Diry View
Enter Regot Cards / Enter nbenms

Exclude Lovwst Mk
odate Emaid Addrass

Bank Maintenance

Change Your Password

On the left side of the Teacher Preferences screen, click Edit Your Dictionary.
On the Dictionary screen, click Add New Word to Dictionary.

Enter the new word in the Word field.

Click Save.

Grade Book | Help | Sign Out

ProgresS%k - Dictionary

‘Grade Book

Teacher Home Page

Edit My Dictionary Words Delete

Edit your Dictionary Word: SpecialSenvices|

Edit Teacher Preferences

&

Canvas Final Grade

Passback

ProgressBook GradeBook Teacher Guide: Traditional
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Edit Dictionary Entries
To modify an entry that you added to your GradeBook dictionary, do the following:

1. Onthe Teacher Home Page, below Administration, click Set Up Teacher Preferences.

Classes Edtind Class Administration Reports
Acad AsgisiHo Suating Chart
Jgily Atendance (Hi Select 3 Report = Run

Lunch Counts Student Search

Banod Al

Poat Hi Saarch
Appli abra 11 Bast Clags Information Averoge Calc Setup

Lesson Plans S Up Assignmeant Typss

Enter Leszon Plang Sel Up Calc Methods & Waights

Seach Lesson Plang Sia1 Up Girading Scales

5 Dy Flanner

|mgor Lesson Plan Schedules Adminkstration

Online Learning 521 Up Cradelook Access

Dashboard

Assignments & Marks

Agsgnemgnt Detads /- Azsgnment Marky

Add a Recuming Assignment / Assignment Maintenance

GradeBook Gad /5 Diry View
Enter Raport Cards / Enter Inlerms
Students

Student Information

Subimit Disciphne Bank Maintenancs

Change Your Password

2. On the left side of the Teacher Preferences screen, click Edit Your Dictionary.

3. Onthe Dictionary screen, click @ inthe Edit column next to the entry you want to modify.
The icon changes to M | and the Word field displays so you can edit your entry.
Make the necessary changes.
Click Save.

B icti Cra ok p | Sign O
ProgressBook| - Dictionary Grade Book | Help | Sign Out

Grade Book

Teacher Home Page

Edit My Dictionary Words Delete

Word: | SpecialSenices

Edit your Dictionary F- C | *
Save ancel

) Add New Word to Dictionary
Edit Teacher Preferences

¢
Canvas Final Grade
Passback

Note: To delete an entry, click X in the Delete column next to the entry.
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Use Text Editor

You can use the text editor to format and edit text that may appear in lesson plans, on your Class
Information screen in ParentAccess, and homework posts. Text editor functionality varies

depending on the browser and operating system used. Hover your cursor over an icon to see the
description.

B I UGS x. x* L i =

= ~ collapse tools

:

Font | Me. ~|| A- I} = BEO an || = E || [0 Source
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Class Groups and Class Rosters

Set Up Groups Within Classes

You may want to create groups within classes that represent students working on different
assignments or working on different projects. You can create a group that includes students from
a single class or students from multiple classes. The number of groups you can create in
GradeBook is limitless. However, a student can only belong to one group in a class at a time.

1.

o &~ W

On the Teacher Home Page or the Class Dashboard, click Set Up Groups Within
Classes.

On the Student Groups screen, if the desired class does not display in the Select a Class
list, select it.

Click Add a Group.

In the Name field, enter the name of the group.

(Optional) In the Description field, enter a description for the group.

In the Available column, click Show Students to display all the students in all the classes.
Select students in the Available column, and then click to move them to the Selected
column.

Click Update to save the group.

The new group displays in the Group list on the Class Roster screen.

GradeBook | Help | Sign Out

Pro_qmsé'Bo'b'k - Student Groups

GradeBook

Select a Class: Use this page to create groups of students. Delete this group

Science: 3 -
Name: Advanced Science

Student Groups
(Click to Edit) Students who do above average work in science.
Description:

Advanced Science

Check the classes that will use this group. You may also assign students to the group.

Available Selected
_.Hovanec, Grace - Science: 3*
_._Howard, Jack _._Dawood, Supta
. Howatt, Jacqueline __Day, James
-...Howe, Daniel > - DeCapite, Jarred
-..Howell, Matthew _.Decrane, Jayla
-...Howells, Andrea -...Deem, Jordan
Science: 3* L ....Denes, Clair
....Dielman, Xhesi 3 ....Diehl, Mary
-...Diem. Steven

....Dienes, Taylor

-...Dies, Melissa

....Dietrich, Kaylee <

-...Dietrick, David

-...D'Souza, Jack

Advanced Math 2

Hide Students * = not all students selected

Add a Group

19
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Edit Groups Within Classes

Once you have created a group, you may modify the name or description, or you may add or
delete students or classes.

1. On the Teacher Home Page or the Class Dashboard, click Set Up Groups Within
Classes.

2. On the Student Groups screen, if the appropriate class does not display in the Select a
Class list, select it.

In the Student Groups list, select the group to edit.

Modify the group as needed.

Note: To delete classes or students from a group, select the classes or students

in the Selected column, and then click to move them out of the Selected
column.

5. Click Update to save changes.

Note: To delete a group, select the group from the Student Groups list, and then
click Delete this group at the top right of the screen.

g GradeBook | Help | Sign Out
ProgressBook| -  Student Groups ¢ el

GradeBook

Select a Class: Use this page to create groups of students. Delete this group
Science: 3 -

Name: Advanced Science
Student Groups
(Click to Edit) Students who do above average work in science. -
Advanced Science = Description:

Check the classes that will use this group. You may also assign students to the group.

Available Selected

- Hovanec, Grace - Science: 3"
....Howard, Jack ....Dawood, Supta
- Howatt, Jacqueline . Day, James
....Howe, Daniel = ....DeCapite, Jarred
_Howell, Matthew _Decrane, Jayla
-...Howells, Andrea ....Deem, Jordan
Science: 3* L _...Denes, Clair
....Dielman, Xhesi 3 ...Diehl, Mary
_Diem, Steven w

_...Dienes, Taylor

....Dies, Melissa

- Dietrich, Kaylee <
... Dietrick, David

- D'Souza, Jack

Advanced Math =

Hide Students * = not all students selected

Add a Group
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Group Classes Together

You may want to group several classes together to create a single roster of students. This feature
is often used by Special Education teachers who have students scheduled in several classes
because it lets them use a combined class roster and create a single seating chart. Once the
classes have been grouped together, the individual classes can be hidden from the Teacher
Home Page, if desired. From the grouped class, you can enter attendance, enter report card
grades, create a seating chart, and, in some cases, maintain assignments from a single location
for all of the students.

1.

S S

On the Teacher Home Page, click Group Classes Together.

On the Class Groups screen, click Add a Group.

In the Name field, enter the name of the group.

Select the check boxes next to at least two classes you want to include in the group.
Click Update.

The new group displays in the Class Groups list on the left side of the screen and below
the list of Classes on the Teacher Home Page.

Note: You cannot take daily attendance for a class group.

Note: To delete a group, on the Class Groups screen, select the group from the
Class Groups list, and then click Delete this group.

Progresé]Book\ - Student Groups

Student Groups Use this page to combine classes in your gradebook. Delete this group @
(Click to Edit)

Advanced Math B Name: Advanced Math

S (o Ssems fm e i g
[¥|Math - Gr 02 1 [VIMath - Gr 02 6
["Iscience 3

Add a Group
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Update Class Roster

1. On the Class Dashboard, click Update Roster below the list of students.

© Sicari, Ryan 7 1
© Sladik, Jillian P 5
Ed

© Slates, Tiffan }
< Hide Attendance

2. On the Class Roster screen, you can update the class roster by performing the following
options:

* Sort students in a specified order — Default order is alphabetical

* Group students together — Groups must be created in the Set Up Groups Within
Classes option on the Teacher Home Page

* Hide students — Use to hide students no longer in your class
* Add students — This option may not be available depending on administrator settings
3. Click Save.

Note: The red W displays to indicate students who have withdrawn from the
class. Hide the student to prevent the name from displaying on a class roster.

Note: The & icon may display on the Class Roster screen when a student is
scheduled to begin your class at a future date. The student automatically displays
on the Class Dashboard upon the enroliment date.

Pr J.‘BO."(‘%’. - Class Roster GradeBook | Help | Sign Out
Name Order Group Hide? Name Order Group Hide?
D'Souza, Jack - B Keene, John - B
Dawood, Supta - {al Keester, Oliver - ]
Day, James - ] Keim, Sage - ]
Decrane, Jayla - 1l Keiser, Fiona - [}
Deem. Jordan - B Keith, Jefirey - ]
Denes. Clair - F Kelewae, Rebecca - =]
Dielman, Xhesi - [ Keller, Liky - ]
Diem, Steven - |l Kelley, Chad - (=]
Dienes, Taylor - [ Kellogg, Thomas - (=]
Dietrich, Kaylee - (= Kellon, Noah - (=]
Dietrick, David - ] Kelly, Mark - [
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Sort Students in Class Roster

By default, students are listed in alphabetical order on the class roster; however, you can use the
sort option to sort students in a different way.

1. On the Class Dashboard, click Update Roster below the list of students.

2. On the Class Roster screen, in the Order column, enter numbers next to students to
denote the order in which they should display.

3. Click Save.

Note: Once the roster has been sorted, students with identical numbers display
alphabetically within the roster. Names that have not been assigned numbers
display before those that do have numbers.

ProgmssB%k: ~ Class Roster

GradeBook
Welcome Valerie Trudeau
Name

Howatt, Jacqueline
Householder, Morgan
Houck, Kasie
Hostettler, Cailin
Hosta, Hannah
Houk, Riley

Houston, Eric

Order

@ @ R W N =

Group

44 e

Eams

Hide? Name
Hosmer, Anna
Hovanec, Grace
Howells, Andrea
Horwitz, Sereen
Howard, Jack

Howell, Matthew

OooooO0Og

Howe, Daniel

Group

444

GradeBook | Help | Sign Out

Hide?

(Y Y Y

Assign Students to Groups in Class Roster

You can assign students to groups on the Class Roster screen; however, groups must have
already been created on the Student Groups screen to display in the Group list.

1. On the Class Dashboard, click Update Roster below the list of students.

2. On the Class Roster screen, in the Group drop-down list in the row of a student, select
the desired group.

3. Click Save.

ProgreséB%k: - Class Roster

GradeBook

Welcome Valerie Trudeau
Name Order Group Hide? Name Order Group Hide?
Howatt, Jacqueline Advanced Math = B Hosmer, Anna 7 Advanced Math = B
Householder, Morgan 1 - & Hovanec, Grace 8 - =]
Houck, Kasie 2 - B Howells, Andrea 9 - B
Hostettler, Cailin 3 - B Horwitz, Sereen 10 Advanced Math = B
Hosta, Hannah 4 Advanced Math = B Howard, Jack 10 - B
Houk, Riley 5 - &l Howell, Matthew " - [a]
Houston, Eric 6 - (=] Howe, Daniel 12 Advanced Math - &)
=1

=EEH Math - Gr 02: 8 ~

GradeBook | Help | Sign Out
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Hide Students in Class Roster

Use the Hide? option to prevent students who are no longer in the class from displaying in the
class roster. You cannot delete a student from the class roster if the student has assignments,
report card grades, period attendance, or comments in your GradeBook. Once you have hidden
a student from the class roster, the name no longer displays on attendance, assignment, or other
screens for that class.

1. On the Class Dashboard, click Update Roster below the list of students.

2. On the Class Roster screen, in the row of a student, select the check box in the Hide
column.

3. Click Save.

Note: At any time, you can return to the Class Roster screen and de-select the
Hide? check box for a student to display that student on the roster again.

ProgreséB%k ~ Class Roster

Math - Gr 02: 6 ™

Name Order Group
Howatt, Jacqueline
Householder, Morgan
Houck, Kasie Howells, Andrea 9 -
Hostettler, Cailin Horwitz, Sereen 10 Advanced Math ~
Hosta, Hannah Howard, Jack 10 ~

Houk, Riley

Advanced Math -
Howell, Matthew " -

DDDDDDI%

ide?
O
O
O
]
]
]

@ o] B w| k] o

Houston, Eric Howe, Daniel 12 Advanced Math ~

Add Students to the Class Roster

Class roster additions are made in Studentinformation; however, for non-graded classes, such as
study hall, you may have the option to add students in GradeBook, if your system administrator
enables that option.

1. On the Class Dashboard, below the list of students, click Update Roster.

2. On the Class Roster screen, below the list of students, click Add Students.

3. On the Add Students screen, in the School drop-down list, verify that the appropriate
school displays.

Note: If you do not enter anything in the Grade, HR, and Last Name fields, and

then click Go, all the students in the school display in the list.

In the Grade list, verify that the appropriate grade level displays.

In the HR list, select the appropriate homeroom.

In the Last Name field, enter the last name of the student you want to add to the roster,
and then click Go.

Note: You can type just the first few letters of the student's last name and a list of
possible matches displays.

7. Next to the student you want to add, select the check box.
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8. (Optional) To select additional classes to update with the added student(s), select the
check box next to the name of each class you want to update.

9. Click Save.
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Attendance and Activities

Daily and Period Attendance

The Daily Attendance screen uses red shading while the Period Attendance screen uses blue
shading. The available absence type codes used for taking daily and period attendance are set
up in Studentinformation (but can also be added or updated by the GradeBook system manager)
and may vary for each school.

Daily Attendance

In the absence of a formal homeroom, teachers can take daily attendance using a class
designated by office administrators. If you take daily attendance in GradeBook, you should take it
every day, even if you do not select any of the attendance codes. Clicking Save on the Daily
Attendance screen denotes that daily attendance was taken. Once daily attendance has been
saved, most schools require the school attendance personnel to make necessary changes to the
attendance.

The available attendance codes are set up by the GradeBook system manager and may vary for
each school.

Note: If a student has withdrawn from a class, a red W displays next to the
student.

Enter Daily Attendance
1. On the Teacher Home Page or Class Dashboard, click the Daily Attendance (HR) link.
2. On the Daily Attendance screen, in the Class drop-down list, select the appropriate
homeroom/class for which you want to take attendance.

Note: You cannot take daily attendance for a class group containing students
from more than one school.

3. Inthe Date field, verify that today's date displays. If it is not the correct date, click £ to
select it, or enter it in the field.

4. In the Daily Att drop-down list, select the appropriate absence type.

Note: If the class is not scheduled to meet that day, a phrase such as “Not
Scheduled” or “Off Day” displays in the Daily Att column.
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5.

Click Save.
Note: If your district uses live attendance data integration and GradeBook is not

able to connect to Studentinformation while you are taking attendance, an error
displays.

GradeBook | Help | Sign Out

Pro_qresébo‘gk -~ Daily Attendance

GradeBook

*Homeroom 100 v 6/7/2016
Save
Attendance has not been taken in ProgressBook.

Student Grade Class Attendance Student Grade Class Attendance
Adkins, Arpad 12 Masxwell, Terrence 12
Blake, Lily 12 Period Absence - Moody, Jessica 12 ~
Cobb, Charlotte 12 ~ Pope, Wendy 12 v
Conner, Inga 12 v Quinn, Oakley 12 “
Flowers, Benjamin 12 ~ Rios, Dickinson 12 Field Trip ~
Hammaond, Mendel 12 ~ Smith, Ferris 12
Hodges. Solange 12 ~ Webster, Gretel 12
Malone, Peg 12 v

Enter Daily Attendance on the Seating Chart

You can enter homeroom attendance from the seating chart if this option was selected during the
creation of the seating chart. If your school uses GradeBook to record daily attendance, you
should take it every day, even if you do not select any of the attendance codes. Clicking Save on
the Seating Chart screen denotes that attendance was taken. Once daily attendance has been
saved, most schools require changes made to attendance to be made by school attendance

personnel.

1. On the Class Dashboard, next to Daily Attendance, click by Seating Chart.

2. Onthe Seating Chart screen, in the Seating Chart list, verify that the correct seating chart
displays.

3. Inthe Date field, verify that today's date displays. Ifit is not the correct date, at the top right
of the screen, click & to select it, or enter it in the field.

4. In the list on each student's desk, select the appropriate absence type code.
Note: Leaving the absence type blank indicates that the student is present.
Note: The available absence type codes are set up by your district's GradeBook
system manager and may vary for each school.

5. Click Save.

Note: The absence types selected here also display on the Daily Attendance
screen.
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Note: If your district uses live attendance data integration and GradeBook is not
able to connect to Studentinformation while you are taking attendance, an error
displays.

GradeBook | Help | Sign Out

Pragfesé]Bo‘ék ~ Seating Chart

GradeBook

Claea e e ] 714

Period Attendance

If your school has enabled the ability to take period attendance, teachers may enter period
attendance for the class on the Period Attendance or Seating Chart screens. Absence type
codes may display on the Period Attendance screen if period attendance was already entered
on the Seating Chart screen or previously entered by the attendance staff.

If the class is not scheduled to meet that day, a phrase such as “Not Scheduled” or “Off Day”
displays in the Class Attendance column and you cannot enter attendance.

If a student’s name is highlighted in yellow, the calendar assigned to that individual student has
ended prior to the calendar assigned to the school.

Enter Period Attendance by Class

Note: If you want to enter period attendance by block, please see “Enter Period
Attendance by Block.”

1. On the Teacher Home Page or Class Dashboard, click Period Attendance.

2. On the Period Attendance screen, if you entered from the Teacher Home Page, in the
Class List, select the appropriate class. If you entered from the Class Dashboard, that
class displays in the Class drop-down list.

3. In the Date field, verify that today's date displays. If it is not the correct date, click inside
the field to select the appropriate date.
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Note: If the option to enter or modify period attendance for prior days is enabled,
then you cannot enter or modify period attendance on the Period Attendance
screen or Seating Chart on a day that is past the number of days set to allow for
period attendance. The list of attendance codes is not available in the Class
Attendance list on the Period Attendance screen, and the following message
displays: “Altering period attendance in the past is only available for [X] day(s)
prior to the current date.”

In the Class Attendance drop-down list, select the appropriate absence type. Leaving the
absence type blank indicates the student is present.

Note: The available absence type codes are set up by your district's GradeBook
system manager and may vary for each school.

Note: For districts that run live period attendance, if the attendance staff entered
an absence type code in Studentinformation that has not been imported yet into
GradeBook during the data integration process, “DASL code” displays in the
Class Attendance list.

GradeBook | Help | Sign Out

HogressBo‘é’k + Period Attendance

| Sociology: 2 - 02/06/2017
Action: Save
Attendance has not been taken in ProgressBook.
Student Grade Class Attendance Student Grade Class Attendance
Brady, Larissa 12 DASL Code ~ Mclaughlin, Gaston 12
Biggs. bor 2 Moran, Bram 2

Note: When users save an absence type code for a student that was manually
added in GradeBook rather than imported from Studentinformation, the code
cannot be saved into Studentinformation but is saved in GradeBook. In this
scenario, once the user saves, the code does not display in the Class
Attendance list on the Period Attendance screen, and the following message
displays: “Attendance data for one or more students did not save successfully.”
Absence type codes that have not been saved in Studentinformation do not
display on the Period Attendance screen. However, absence codes that have
been saved in GradeBook do display in Period Attendance view on the
GradeBook Grid.

Note: If a student has been marked absent in daily attendance, make sure to
enter the absence on period attendance as well to ensure that attendance
displays correctly in ParentAccess and to prevent students from displaying on the
Potential Skip Report in error.
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Click Save.
The message “Your changes have been saved” displays at the top of the screen.

The absence types selected here also display on the GradeBook Grid, the Student
Profile screen Progress tab, the Seating Chart screen, and in ParentAccess.

GradeBook | Help | Sign Out

| Sociology: 2 - 02/06/2017

EETE Save
Attendance has not been taken in ProgressBook.

Student Grade Class Attendance Student Grade Class Attendance
Black, Theola 05 Tardy ~ Morales, Stephanie 05 ~
Burns, Paris 05 Ramos, Gwendolen 05
Daniels. Wylie 05 Rice, Julius 05
Dixon, Addison 05 Robertson, Onenn 05 Suspended
Gordon, Marshall 05 Shaw, Brenda 05
Holmes, Carlo 05 Smith, Fairfax 05
Hunt, Lamar 05 Field Trip Warren, Ida 05
Kennedy, Daimon 05

RS S RS KNS
SIES K ENIES(ES

Enter Period Attendance on Seating Chart

You can enter period attendance from the seating chart if this option was selected during the
creation of the seating chart—but only if period attendance has been enabled in your school. If the
option to enter or modify period attendance for prior days is enabled, then you can enter period
attendance for a date prior to today's date up to that specified number of days. Absence type
codes may display on the students’ desks if period attendance was already taken on the Period
Attendance screen or previously entered by attendance staff.

If your school has enabled period attendance but the class or class group is not scheduled to meet
that day, then “Not Scheduled” displays on the students’ desks, and you cannot enter attendance.

1.
2.

On the Class Dashboard, next to Period Attendance, click by Seating Chart.

On the Seating Chart screen, in the Seating Chart list, verify that the correct seating chart
displays.

In the Date field, verify that today's date displays.
Note: Leaving the absence type blank indicates that the student is present.
In the list on each student's desk, select the appropriate absence type description or code.

Note: The available absence type codes are set up by your district's GradeBook
system manager and may vary for each school.

Note: For districts that run live period attendance, if the attendance staff entered
an absence type code in Studentinformation that has not been imported yet into
GradeBook during the data integration process, “DASL code” displays in the
Class Attendance list.
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5. Click Save.

The absence types selected here also display on the Period Attendance screen;
GradeBook Grid; the Student Profile screen Progress tab; and on the Period
Attendance screen in ParentAccess.

Note: If your school has enabled period attendance by block, then the Take
Attendance by Block link displays in the website banner. To enter period
attendance by block, click Take Attendance by Block and enter period
attendance on the Period Attendance screen.

GradeBook | Help | Sign Out

H‘agreséb&"k - Seating Chart

GradeBook

hlarcia lsrae! Simba Wanita
Peterson Ramirez Richardson Rivera Sanders
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Period Attendance by Block

If your school has enabled period attendance and period attendance by block, and a class or class
group meets for multiple blocks, you can enter a separate absence type for each block the class
or class group meets.

You also have the option to set a default view on this screen for each of your classes so that it
displays your desired view when you enter the screen. You can click the Show Blocks or Hide
Blocks links at any time to switch between the Block and Class views.

Absence type codes may display on this screen if period attendance was already entered on the
Seating Chart screen or previously entered by the attendance staff. Multiple daily attendance
codes may also display below a student's name.

If the class is not scheduled to meet that day, one of the following messages may display: “The
class is not scheduled to meet on [date].” or “The class is not scheduled to meet for the selected
date.” If you are entering period attendance in Class view for a class that is not scheduled to meet
that day, “Not Scheduled” displays in the Class Attendance column, and you cannot enter
attendance. If you are entering period attendance in a class group and one of the classes in the
group is not scheduled to meet that day, the drop-down list is not available to enter attendance.

If period attendance and period attendance by block features are not enabled in your school, the
following message displays on the screen: “Period attendance is not supported for this class.”
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When viewing Period Attendance in Class view and absence type codes have been entered for

multiple blocks for a student, the codes display in a hyphenated format accompanied by ! . For
example, in a class that meets for three blocks, if a student is marked absent for two blocks and
tardy for the third block, the codes A-A-T display. In Class view, if you change the absence code,

it is changed for all the blocks that the class meets.

Set Period Attendance Default View

If your school has enabled period attendance by block, you can set a default view for the Period
Attendance screen for each class in your GradeBook. If you do not set a default view for a class,
the Class view becomes the default view.

1. On the Class Dashboard, below Classroom Administration, click Period Attendance.

2. Atthe top right of the Period Attendance screen, click

3. On the Period Attendance Default View(s) window, select one of the following default
view options for each class:

¢ Class — One class attendance column displays on the Period Attendance screen in
which the teacher can enter an absence type code for each student. Show Blocks
displays in the website banner to let you switch to Block view.

¢ Block — Separate block attendance columns display on the Period Attendance
screen for each block in which the class meets, and you can enter a separate
absence type code for each block. Hide Blocks displays in the website banner to let
you switch to Class view.

Click Save.

Click GradeBook to return to the Teacher Home Page.

& Period Attendance Default View(s)

Choose your default Period Attendance view:

Class Name Class Block
English Gr 11: 01

English Gr 11: 02
Mathemnatics Challenge
Period 1 Algebra
Period 2 Algebra

2nd Grade Math
Reading - Gr 02: 01

®® ® ® O
OCO00C®

Save Cancel
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Enter Period Attendance by Block

Note: If you want to enter period attendance by class, please see “Enter Period
Attendance by Class.”

If you entered the Period Attendance screen from the Teacher Home Page, the class
that displays is the one currently meeting based on the period/block meeting times
previously set up for the class. If you entered from the Class Dashboard, the class you
were viewing on the Class Dashboard displays.

On the Period Attendance screen, verify that today's date displays in the Date field. If it
is not the correct date, click the right arrow or left arrow to select the appropriate date, or
click in the date field to select the appropriate date from the calendar.

Note: If you try to enter or modify period attendance on a day that is past the
number of days set to allow for period attendance, the list of attendance codes is
not available in the Class Attendance list and the following message displays:
“Altering period attendance in the past is only available for X day(s) prior to the
current date.”

In the Block Attendance list for each block the class meets, select the appropriate
absence type description or code.

Note: Leaving the absence type blank indicates the student is present.

Note: The available absence type codes, which include codes used only by
attendance staff, are set up by the GradeBook system manager and may vary for
each school.

Note: For districts that run live period attendance, if the attendance staff entered
an absence type code in Studentinformation that has not been imported yet into
GradeBook during the data integration process, “DASL code” displays in the
Class Attendance list.

Click Save.
The message “Your changes have been saved” displays.
Note: The absence types selected here also display on the GradeBook Grid; the

Student Profile screen Progress tab; the Seating Chart screen; and if your
school is using ParentAccess, on the Period Attendance screen.
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Note: For districts that run live period attendance, if you selected an absence type
code for a student that does not match the codes set up in Studentinformation,
GradeBook is unable to save the code in Studentinformation and it will no longer
display once you save. The following message displays: “Attendance data for one
or more students did not save successfully.” Make sure to report this issue to your
GradeBook system manager.

GradeBook | Help | Sign Ou

H’ogresé'BE%k ~  Period Attendance

GradeBook

|Language Ats 11 V‘ 02/06/2017

Save

Attendance has not been taken in ProgressBook. Hide Blocks

Student Grade Block: 2 Attendance
McCartney, Megan 01 Absent ~
McConnell, Margaret 01

McCourry, Daniel 01
McDaonald, Loren 01 Unexcused
MecRann, Danielle 01

KKK

Medina, Grace 01
Meeks, William 01
Meese, Sally 01
Mehlman, Divya 01

Meisenbach, Kathryn 01
Melick, Philip 01 TARDY
Melville, Stuart 01

<<

View Period Attendance on the Classic GradeBook Grid

You can view period attendance or period attendance by block codes on the classic GradeBook
Grid. The new GradeBook Grid does not have this option.

1. On the Class Dashboard, below Assignments & Marks, click GradeBook Grid.

2. On the GradeBook Grid screen, in the View drop-down list, select Period Attendance.

Note: If you last used the new GradeBook Grid for this class, you must click Use
Classic Grid at the top-right of the screen prior to selecting Period Attendance
from the View drop-down list.

3. Click Go.

The absence types codes selected on the Period Attendance screen display in the
day/date columns.

Note: If your school has enabled period attendance and period attendance by
block, then Period Attendance displays in the website banner. To enter period
attendance by class or period attendance by block, click Period Attendance to
enter period attendance on the Period Attendance screen.
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Note: For districts that run live period attendance, if you selected an absence type
code for a student that does not match the codes set up in Studentinformation,
GradeBook is unable to save the code in Studentinformation, and it does not
display on the Period Attendance screen once you save. The following message
displays: “Attendance data for one or more students did not save successfully.”
Make sure to report this issue to your GradeBook system manager. However,
absence codes that have been saved in GradeBook do display in the Period
Attendance view on this screen because the GradeBook Grid does not read live
period attendance from Studentinformation.

GradeBook | Help | Sign Out

AMERICAN LITERATURE: 19 ~ Period Attendance ~ Go
Update Roster Create an Assignment Pages: 1 23456
Student  Exaps At Cmt Mon ¥ Tue v wed 1m Thu w2 Fri s Mon e Tue 7 Wed s Thu s Fri Mon vz
D'Souza
Jack 4 T A
Dawood
S & T T A
Dey. [z A T
James
DeCapite P4
Jarred
Decrane Ird
Jayla
Deem
Jordan r L u
Denes
Clair Eg
Diehl
e L# A
Dielman Ird
Xhesi
Diem
Steven Eg L
Dienes Z - U
Taylor
Dies.
Melissa Eg u
Dietrich
Kaylee 4 A
Dietrick, Ird A

Student ExAbs At Cmt Mon 15 Tue v Wed 1m Thu w2 Fri 3 Mon 15 Tue 17 Wed  w1g Thu s Fri um Mon 12

Enter Lunch Counts

GradeBook provides automated lunch count reporting, enabling Food Services personnel to run
reports to plan food preparation for an entire school building. Only Food Services personnel and
administrators can change the available choices that appear on the Lunch Counts screen.

1. On the Class Dashboard for the class whose lunch choices you want to record, click
Lunch Counts.

The Lunch Counts screen displays. If lunch counts have already been entered, a
message displays to inform you.

2. In the Count column, enter the total number of lunches ordered next to the appropriate
lunch option.

3. (Optional) If you need to enter any additional comments related to a lunch choice, in the
Notes column, enter your comments.
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4. Click Save.

A confirmation message displays in red at the top of the screen.

| AMERICAN LITERATURE- 19 |

Your lunch counts have been successfully recorded.

Lunch Choices Count Notes

Student Lunch Option 1

Student Lunch Option 2

Student PBJ

ltalian dressing w/ salad

Teacher Lunch

Send Class Notifications

Note: If you have not entered an email address in GradeBook, or if you set up an
email address that is not a district-supplied email address, you must update your
email address prior to using class notifications.

From the Class Dashboard, you can send emails to students, parents, or students and parents
who have registered an email address in ParentAccess.
1. Onthe Class Dashboard, below Classroom Administration, click Class Notifications.
2. On the Class Notifications screen, in the Message intended for drop-down list, select
Students, Parents, or Students and Parents.

Note: A student’s name only appears in the Select Message Recipients field if
the student or the student’s parent have entered an email address in
ParentAccess.

3. Inthe Select Message Recipients field, select the student(s) for whom you want to send
an email, and then click = *©

The name(s) display in the box on the right side of the screen.

Note: On the Class Notifications screen, students display in the order you
selected on the Class Roster screen. If you hid a student on the Class Roster
screen, the Class Notifications screen hides the student.

Note: If you want to select all students, click > . To remove a student, click

e

, or to remove all students, click

4. In the Subiject field, enter the subject of the email.
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5. In the Message field, enter the email message.

Spell check automatically alerts you of spelling errors as you type.
6. (Optional) Use the built-in text editor to format your message as desired.
7. Click Send Email.

The notification message is sent to you, and a bcc (blind carbon copy) is sent to each of
the message recipients that you selected.

ProgressB%k - Class Dashboard GradeBook | Help | Sign Out

GradeBook

Welcome Corinne Scarlet! Lot d Sociology: 2 ~ Grading Period: EJWERT ~

Students (34) Miss At |~
© Alarez, Calypso

Classroom Administration

Assignments

+ w 7 Seating Chart Lunch Counts
© Banks, Giles + w & Daily Attendance by Seating Chart
© Bishop, Philip + re Period Attendance by Seating Chart
© Fernandez, Lucia [z Post Homework Post Class Information Add an Assignment Import Assignments
© Garza, Teagen + [
&l Hansen ones ra View ParentAlgess Web Site

—— GradeBook | Help | Sign OL
ProgressBook | - Class Notifications FEEE D | EEeT

GradeBook

Dashboard

Select the students who should receive the message

Message intended for: Students E‘

Select Message Recipients:

—
<<
2
Subject:  Valentine's Day Reminder
Font  +~ sze~ B I UA-m-[Bls ==& = =

Don't forget to bring your projects related to Valentine's Day (and similar holidays.
found in other cultures) next WEEK“
Message:

Send Email
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Student Profile Information

The Student Profile screen displays information about the students in a class. Click a student
name on the Class Dashboard to display that student’s profile. “Tabs Available on Student Profile
Screen” provides a brief explanation of the available tabs. While you can add information on the
Comments and Discipline tabs, information on the other tabs is read-only.

Tabs Available on Student Profile Screen

Tab

Information

Personal

Displays personal information; primary contact information; addresses; parent and student
email addresses (if available); navigation links to ParentAccess and the DataMap Student
Roadmap; and ParentAccess usage information. Additionally, if SIS Alerts are enabled in
Studentinformation, a Student Notes from SIS table displays information about medical
concerns, custody notices, disability notes, and/or miscellaneous notes, if this information
is entered in Studentinformation.

Contacts

Displays all student contact information from Studentinformation in read-only format.

Progress

Displays a current view of the student’s progress in the class, including average; individual
assignment weights (if the weight of the assignment is set to zero, on the Student Profile
screen Progress tab, the assignment displays with 0 in the Weight column and points
earned over points possible in the Mark column); missing assignments; late assignments;
assignments grouped by assignment type or assessment (which display in the same order
as they do on report cards); and period attendance or period attendance by block codes.

Assessments

Displays report card and interim grades that have been entered in GradeBook. Also
provides access to current progress reports for all of the student’s classes.

Comments

Lets the teacher enter or update class-specific general comments related to the student.
These comments are not published on any reports or ParentAccess.

Period Attendance

Displays a student's course, section, room, teacher, period, and attendance. The
attendance is for the current day and populates from period attendance taken in
GradeBook if it is enabled. If no attendance was taken, the Attendance column is blank. If
period attendance is taken by block, then only the first block code entered displays.

Attendance

Displays the student’s cumulative daily/homeroom attendance codes with the associated
reason code and times.

Schedule

Displays the student’s class schedule including Course, Section, Room, Teacher, Period,
and Days. Also provides access to current progress reports for all of the student’s classes.

Discipline

If discipline incident reporting is enabled for your school, you can initiate a discipline
referral from this tab for a student in your class. This tab also displays a list of discipline
referrals, if any, that you have previously reported for the student. For detailed information
about reporting a discipline incident from this tab, see “Submit Discipline Incident from
Student Profile.”

Report Cards

Displays a list of the current year's report cards that have been published to permanent
storage. Click the name of a report card to view and/or print it as a PDF.
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ngressBo‘b'k ~ Student Profile

Grade Book

Dashboard / 5 Day / Grid

1S 8 Smardel, Brian

DIEIN | contacts

Perscnal Informaticn

Progress Assessments Comments Period Atendance

School Name: LVHS Name
Enroliment Status: A Mr. Bradley Sm
Enroliment Date: 5/3/2002

Home School:

Grade Level: 08

Address Ty
Graduation Date: e

Home address

Homeroom: 100 . Ms. Amy Teacherd3 Lake View, OH 44464
Date of Birth: B/30/1987
S M ParentAccess Web Site Use
TarEes B 160 Type User Last Login Report Card Viewed On  Status
Student  Smerdel, Brian 8/12/2015 9:16:21 AM  7/28/2015 9:02:40 AM Active
District Student ID: 359929340 Smerdel. Bradi
merdel, Bradley ey e .
Report Card Delivery: Electronic Only Parent fathers@me.com 51212016 9:26:43 AM | 7/23/2015 2:15:42 PM Active
R nation]oinky student Notes from SIS
¥ParentAccess Web Site Type  Message Start Date End Date
# Student Roadmap A Medical allergic to peanuts
Custody Parents are separating, both still have legal custody.

Atlendance Schedule Discipline Report Cards

Primary Contact

Type Address Phone
516 Bth Street NE
erdel Parent(s) Lake View, OH 44464 (888) 888-8688
Student Address

Address
516 Bth Street NE

Enter Student Profile Comments

Student profile comments are unique to the class i
viewed by other teachers with whom you share yo
published on any reports or to ParentAccess.

1.
On the Student Profile screen, click the C
In the text box, enter your comment.

Click Save.

> 0N

ProgressB3ok| - Student Profile

Dashboard / 5 Day / Grid

n which the student is scheduled and can be
ur GradeBook. These comments are not

On the Class Dashboard, in the Student list, select a student.

omments tab.

L Atwell, Levi ~ [EEELE Biology 3rd ~

Personal || Contacts || Progress || Assessments Period Attendance || Attendance || Schedule

*The comments on this page are not published on any reports or web pages.

Discipine || Report cards |

MNew locker is #728, combination 28L, 4R, 17L.
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View Student's Progress Report for a Single Class

1. On the Student Profile screen, click the Schedule tab.

2. In the Action column, click View Progress.

Note: If you are viewing a student’s progress in a traditional class using the
Default or Custom Setup 1 grading scale, the Progress Report displays.

Progress Report Hometown High School
Student: Sladik, Jillian HR: Teacherd3, Ms. Amy
1ST QUARTER Class Avg: 89.20 (B+) Points: 223/250 Average: 89.20 (B+)
Quiz Points: 141/160 Average: 88.13 (B+)
09/07/11  Section Practice Questions 18120

09/14/11  Section Practice Questions 15/20

09/21/11  Section Practice Questions 19/20

09/28/11  Section Practice Questions 15/20

10/05/11  Section Practice Questions 20/20

10/12/11  Section Practice Questions 18/20

10/19/11  Section Practice Questions 17/20

10/26/11  Section Practice Questions 19/20

Test Points: 82/90 Average: 91.11 (A-)
09/30/11 Chapter 1 40/45

10/31/11 Chapter 2 Test 42/45

View Progress Report for All Student's Classes

You can view a student’s Progress Report for a single class or all of the student’s scheduled
classes from the Student Profile screen.

1. On the Student Profile screen, click the Assessments tab.

2. Inthe Report list, select the appropriate report card.

3. Click View Progress Report next to a class or assessment to view an individual Progress
Report.

Note: Click View All Progress at the bottom of the screen to view the Progress
Report for all of the student’s classes.
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Discipline

If your school has discipline reporting enabled, you can report discipline incidents in GradeBook.
Refer to the appropriate section as follows:

* To report a discipline incident involving a student who is not in any of your classes, see
“Submit Discipline Incident from Home Page.”

« To report a discipline incident involving a student in one of your classes, see “Submit
Discipline Incident from Student Profile.”

« To view a list of discipline incidents that you reported, see “View Discipline Incidents.”

Note: You must use Studentinformation to manage the details of all discipline
referrals. In GradeBook, you can only create the initial referral.

Note: If you have access to more than one building and want to view or add
discipline data for another building, use the application quick launch to switch to
Studentinformation and change the building in context.

Submit Discipline Incident from Home Page

To begin the process of documenting a discipline incident, you create a referral in which you report
the basics of the incident. The following section outlines how to create a referral for an incident
that involves a student who is not in any of your classes. If the incident involves one of your
students, see “Submit Discipline Incident from Student Profile.”

1. On your home page, click Submit Discipline.

ngres§ - Teacher Home Page

GradeBook | Help | Sign Out

GradeBook

Classes Edit List
Intermediate Linquistics: 1

ntroduction to Linguistics: 1

Psychology: 24

Sociology: 1

HEALTH

Class Administration

Seating Chart

Daily Attendance (HR)

Lunch Counts

Period Attendance

Post Homewark

Paost Class Information

Lesson Plans

Enter Lesson Plans

Search Lesson Plans

& Day Planner

Import Lesson Plan Schedules

Online Learning

Dashboard
Assignments & Marks

Assignment Detalls / Assignment Marks
Add a Recurring Assignment / Assignment Maintenance

GradeBook Grid / 5 Day View
Enter Report Cards / Enter Interims

Students
Student Information

Submit Discipling

The Discipline List screen displays.

Reports

Selecta Report ~ Run
Student Search

Student Name Search

Average Calc Setup

Set Up Assignment Types

Set Up Calc Methods & Weights
Set Up Grading Scales

Administration

Set Up GradeBook Access
Set Up Lesson Plan Sharing
Set Up Groups Within Classes
Set Up Preferences

Set Up Classes for ParentAccess
Group Classes Together
Transfer Student Marks
Exclude Lowest Mark

Update Email Address

Bank Maintenance

Change Your Passwaord
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2. Click New Discipline Incident.

ProgressBodk | = Discipline List

GradeBook | Help | Sign Out

Welcome Wendy Cobalt

No incident records to display.

| Mew Discipline Incident |

The Discipline Referral screen displays.

3. Enter or select the following information:

School name (if you have access to more than one school)
Name you want to assign to the incident

Date, time, and time frame during which the incident occurred (defaults to current
date, current time, and During school hours)

(Optional) Incident description (up to 2000 characters)

(Optional) General and specific location where the incident occurred (defaults to
On School Property)

4. (Optional) Add one or more offenders. In the search box, search for the offender as
follows:

a.
b.

In the search box, enter the first few letters of the offender’s first or last name.

In the search results that display beneath the field, select the correct offender.

c. Click Add Offender.

ProgressB%k - Discipline Referral

GradeBook | Help | Sign Out

Welcome Wendy Cobalt
WOOSTER HIGH SCHOOL E| Dana Bean Referral 07/21/2014 07:00 AM (o] Before school hours E‘
Student was dropped off before school doors are unlocked, and began throwing rocks, breaking
one of the main office windows. On School Property E‘
Select location/room... E‘

| beal B © Add Offender )
_ BEAN, ARTHUR
BEAN, BEATRICE
S
BEAN, CARL Cancel
BEAN, DOL&ES

BEAN, ERICA
BEAN, HENRY
BEAN, JOE
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The screen expands to display the offender’s information.

GradeBook | Help | Sign Out

PragressB%k - Discipline Referral

L.}
Welcome Wendy Cobalt

WOOSTER HIGH SCHOOL |+ Dana Bean Referral 07/21/2014 07-:00 AM @ Before school hours ~

Student was dropped off before school doors are unlocked, and began throwing rocks, breaking

one of the main office windows. On School Property v

Select location/room... &2

Search students © Add Offender

(Offender(s) )
BEAN, DANA Grade Level: 08 Age: 14 Gender: F
NO ©Policy / Infractions
PHOTO
AVAILABLE
/

Note: To add another offender, repeat step 4. To delete an offender, click .

5. (Optional) To document the district policy that was violated and/or the infraction that
occurred:

a. Inthe Policy / Infractions section, click +3

b. In the respective drop-down list, select the appropriate policy and/or infraction.

BEAN, DANA Grade Level: 08 Age: 14 Gender: F ]
NO ©Policy / Infractions
PHOTO
AVAILABLE Select policy... ~ Vandalism ~ IC]

Note: To document additional policies/infractions, repeat step 5. To delete a
policy/infraction, click

Caution: Be sure to complete all applicable fields before clicking Submit.
Once you submit the incident, you cannot go back and edit it in
GradeBook. It can only be edited in Studentinformation.

6. Click Submit.
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Submit Discipline Incident from Student Profile

Discipline

To begin the process of documenting a discipline incident, you create a referral in which you report
the basics of the incident. The following section outlines how to create a referral for an incident
that involves one of your students. If the incident involves a student who is not in any of your
classes, see “Submit Discipline Incident from Home Page.”

1. Onthe Class Dashboard, click the name of the student who is the offender in the incident.

Pragress k| - Class Dashboard

GradeBook

Welcome Wendy Cobalt!

Students (8)

©  Applegate, Carson at
©  Bailey. Jenna +
© | Cogsworth, Homer a“d
©  Dickerson, Mariah av
>} g
L)
o
>

Griersan, Leslie

NNENNNYNY

Hudak, Michael

Update Roster

Hide Attendance

Class: Psychology: 24 ~

Classroom Administration ‘ q
Lunch Counts
by Seating Chart

by Seating Chart
Post Class Information

Seating Chart
Daily Attendance

Period Attendance
Paost Homework

Class Notifications

View ParentAccess Web Site
Lesson Plans

Add a New Lesson

5 Day Planner

Search for Lessons
Impart Schedule
Online Learning

Dashboard
Assignments & Marks
£ Day View

Recurring Assign

GradeBook Grid
Add an Assignment
Enter Report Cards

Assignment Maintenance
Average Calc Setup
Grading Scales

Enter Interims

Types

Cale Methods & Weights
Calculate Average:

Float Assign

Add an Assignment

GradeBook | Help | Sign Out

Grading Period: EJGRRVE ~

Lessans

Import Assignments

The Student Profile screen displays.

2. Click the Discipline tab.

Personal Information

School Name: WOHS
Envoliment Status. A

Envoliment Date. BI2208
Hame School.

Grade Level ]

Graduation Date

Homersom: C105 Shelty Denningar
Date of Birth: 382002

Sex M

Progress Book ID: 45906

(Dhstnct Student 10 123456

Raport Card Delivery Electranic Only

Havigation Links

tParentAccess Web Site
4y Student Roadmag

m

obert, Daad  ~

Primary Contact

Name Type Address
" E555 Sunshine Dr.
Angeta Englobert Custodial Parent Tl O 44414
Student Address
Address Typo Address
5555 Sunshine Dr
Hame addiess Towenille, OH 44444
ParentAccess Web Site Use
Type User Last Login
Enghebant, David
Sdens 12 O 12/5/2016 1:3701 PM
fakeaddress@progressbook com
Student Notes from SIS
Type Message

No student netes are svailable

Report Card Viewed On

Stan Date

Phone

(655) 555-5655

Active

End Date

The student’s discipline referral screen displays.

Note: If you have created any discipline referrals for this student previously, a list

of incidents displays.
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3. Click New Discipline Incident.

GradeBook | Help | Sign Out

ProgressB%k ~  Student Profile

GradeBook

Dashboard / & Day / Grid G Englebert, David  ~

personal | Contacts | Progress || assessments | Comments || Period attendance || atiendance || scheduie |MBIEIUINER [ Report cards

A screen on which you can add an incident displays. The name of the incident defaults to
[Student Name] referral, and the offender defaults to the student whose profile you are
viewing.

GradeBook | Help | Sign Ouj

PngI‘ESSB%k ~  Student Profile

GradeBook

Dashboard / 5 Day / Grid SULE Englebert, David
e

Discipine |[IFEenTars

WOOSTER HIGH SCHOOL |~ || | David Englebert referral 12/28/2016 09:23 AM | @

Incident Description Before school hours @
On School Property &2

Select location/room.. i

Offender(s)
—
h Englebert, David Grade Level: 09 Gender:M

&1 @Policy / Infractions

BT Cancel

4. Enter or select the following information:

* Name you want to assign to the incident

* Date, time, and time frame during which the incident occurred (defaults to current
date, current time, and During school hours)

* (Optional) Incident description (up to 2000 characters)

* (Optional) General and specific location where the incident occurred (defaults to
On School Property)

5. (Optional) If the incident involved more than one offender, add additional offenders as
follows:

a. In the search box, enter the first few letters of the offender’s first or last name.

b. In the search results that display beneath the field, select the correct offender.
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c. Click Add Offender.

ProgressBc?& - Student Profile

Gradebook

the main ofice windows.

20003 Fovuge, Sen- 18

Offender(s)

@ Englebart, Dad
aj QFolicy | Infmctiom

Lashboad 15 Uy | God Studont

WOOSTER HIGH SCHOOL |» [iarad Englebert referral 12282016 09 23 AM a

Students were dropped off before scheol doors are unlocked and began throwing recks. breaking cne of Before schoal hours =

Discipline

On School Property -

Select locabon/ioom hd

The screen expands to display the additional offender’s information.

the main office windows

WOOSTER HIGH SCHOOL |v Dirad Engleben reforral 122872016 0923 AM (o]

Students were dropped off before school dours are unlocked and began throvar

sudent. EEITTNTTIED

g tocks, breaking one of Befare school howrs »

On Schoal Propenty -

Select location/room. e

© Add Offender
IrCZ'Ffend er(s) [\
| J

e

Note: To add another offender, repeat step 5. To delete an offender, click .

6. (Optional) To document the district policy that each offender violated and/or the infraction

that occurred:

a. Inthe Policy / Infractions section for the offender, click (+ 3

ProgressBook GradeBook Teacher Guide: Traditional
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b. Inthe respective drop-down list, select the appropriate policy and/or infraction.

Offender(s)
h Englebert, David Grade Level: 09 GenderM
dl

Select policy. ~ Vandalism v W

Finnegan, Sean Grade Level: 09 Gender:M
©Policy / Infractions
Select policy. v Vandalism v T

(R uia Cancel

Note: To document additional policies/infractions, repeat step 6. To delete a

policy/infraction, click )

Caution: Be sure to complete all applicable fields before clicking Submit.
Once you submit the incident, you cannot go back and edit it in
GradeBook. It can only be edited in Studentinformation.

7. Click Submit.
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View Discipline Incidents

To view a list of all discipline incidents you have reported, on your home page, click Submit
Discipline.

ProgressB(%k ~ Teacher Home Page

‘GradeBook

Welcome Wendy Cobalt

Classes

Intermediate Linquistics: 1

ntroduction to Linguistics: 1

Edit List| Class Administration

Seating Chart
Daily Attendance (HR}

Lunch Counts

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Learning

Reports

Select a Report

Student Search

Psychology: 24
3 | 1 Period Attendance
ay- Student Name S h
ociology: Post Homewark udent Nam earcl
HEALTH

Average Calc Setup

Set Up Assignment Types

Set Up Calc Methods & Weights
Set Up Grading Scales

Administration
Set Up GradeBook Access

Dashboard Set Up Lesson Plan Sharin
Assignments & Marks Set Up Groups Within Classes

Assignment Details / Assignment Marks
Add a Recurring Assignment / Assignment Maintenance

GradeBook Grid / 5 Day View
Enter Report Cards / Enter Interims

Students
Student Information

Set Up Preferences

Set Up Classes for ParentAccess
Group Classes Together

Transfer Student Marks

Exclude | owest Mark

Update Email Address

Bank Maintenance

Change Your Password

The Discipline List screen displays a list of incidents you have previously reported. If an
entry is truncated, hover your cursor over it to display the full text.

GradeBook | Help | Sign Out

~ Discipline List

Progresséc_;»%k
A

Welcome Wendy Cobalt

New pline Incident

Name Last First Description Date Violation

David Englebert referral Englebert David Students were droppe...  12/28/16

David Englebert referral Finnegan Sean Students were droppe...I 12/28/16

Mason Hughes referral Hughes Mason Dared someone to eat | Students were dropped off before schoal doors are unlacked and began throwing rocks,
breaking one of the main office windows,

Hannah Britton referral Britton Hannah Used inappropriate lan..—{2/25/16

Carson Applegate Applegate Carson Student was throwing 12/14/16 Provoking/assaulting

Referral food at other students. anyone

David Englebert Referral ~ Englebert David Student was trying to.. 12/08/16 Vandalism

Mariah Dickerson Dickerson Marizh Student was using cell 12/02/16 Unauthorized Use of

Referral phone during class. Technology
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GradeBook Setup

Refer to the appropriate section as follows:
* “Assignment Types”
* “Calculation Methods and Weights”
* “Grading Scale Options”
* “Share GradeBook Access”
* “ldentify Shared Assignment Types”

Assignment Types

To create assignments, you must first set up categories of classroom activities, such as
classwork, homework, quizzes, tests, etc., and then assign a mark type to these categories.
Creating assignment types also lets you share individual assignments that use those categories.

GradeBook allows a variety of mark types including points, letters, percentages, pass/fail, and
more, but it is recommended to use points as the mark type for all assignment types. GradeBook
then translates the student averages into the appropriate letter grade based on the grading scale
setup option you select.

It is not recommended to use letter and number mark types within the same class if the class uses
traditional report cards because GradeBook is unable to calculate an average.

Assignment types must also be associated with the classes that will use them. If you want to share
assignments between classes, you must use the same assignment types in all of the classes that
share assignments. Assignment types that are used in classes that have been shared with you by

another teacher display with . If necessary, you can also quickly convert assignment types that
are used in multiple classes.

Set Up Assignment Types

Before you begin creating assignments, you must set up categories of classroom activities such
as classwork, homework, quizzes, tests, etc., and assign a mark type to each category.
GradeBook allows a variety of mark types including points, letters, percentages, pass/fail, and
more. However, points is the recommended mark type for all assignment types.

1. On the Teacher Home Page, select Set Up Assignment Types.

Note: Each assignment type name and abbreviation must be unique—otherwise,
duplicate assignment type names display in the Assignment Type drop-down
when you create assignments. If you use each of the duplicate assignment types,
this can cause confusion on marks screens or in ParentAccess.

2. Onthe Assignment Types screen, enter the name for the assignment type in the Name
column.
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3. In the Abbr column, enter an abbreviation, up to four characters, for each assignment
type.
Caution: Do not use both letter and number mark types within the same

class because GradeBook cannot calculate an average. Use points as the
mark type for all assignment types when calculating an average.

4. Select the appropriate mark type from the list for each assignment type.

Note: The mark types selected for the assignment types determine the type of
mark you can enter in the Mark field throughout GradeBook.

5. (Optional) Select the check box in the All column to use the assignment type in all of the
classes.

6. (Optional) Select the check box for each class to use the assignment type in one or
multiple classes.

7. Click Save.

Note: To enable assignment sharing, you must use the same assignment types in
all of the classes with which you want to share assignments. You can
automatically convert one assignment type to another by using the Assignment
Conversion Tool.

= . Gre ok ) | Sign O
ProgressBook.| - Assignment Types GradeBook | Help | Sign Out

All Primary Classes v

Enter an assignment type, then check each of the classes that will use it or check "All" for all classes.
Name Abbr Mark Type Al MATH READING SCIENCE SOCIAL STUDIES

=]
e
=]

Abbr

# | Classwork cw 14 Rubric ~ | 0o cw
# Homework o HW Points O O Hw
¢ Quiz Quiz 0suU O O auz
7 Test Test 0sU O O Test
* - o 0O O O O O
# - o o O O O O
* - o o O O O O
* - o O O O O O
* - o o O O O O
* - | O O O O
# - o 0O O O O O
* ~ o o O O O O

Note: You have the option to view assignment types in All Classes, All Primary
classes, All Shared Classes, and a specific class or group.

Convert Assignment Types

You can use the Assignment Conversion Tool to automatically convert all assignments within one
or multiple classes from one assignment type to another.

1. Onthe Assignment Types screen, in the Convert all assignments with type drop-down
list, select the assignment type you want to convert to another type.

2. Inthe to type drop-down list, select the type to which you want the assignment type to be
converted.
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Note: Hover your cursor over @ to see a description of acceptable choices in
these fields.

3. Select the appropriate class(es) or class group that use(s) the assignment type you want
to convert.
4. Click Go.

If the conversion was successful, the following message displays: “Your assignments were
successfully converted.”

Assignment Conversion Tool

Convert all assignments with type Project ~ totype Test - 0

Check the classes that you wish to convert: i ]

"] Health- 2 [T] Math - Gr02- 4 ["] Reading - Gr 02: 1
Science: 2 Social Studies: 2

| SelectAll [ De-Select All |

Delete Assignment Types

You can delete an assignment type only if it is not being used by an assignment in a class. If the
assignment type you want to delete is being used in an assignment, use the Assignment
Conversion tool to convert that assignment type to another assignment type. Then, you can delete
the desired assignment type.

1. On the Teacher Home Page, click Set Up Assignment Types.
2. Onthe Assignment Types screen, select the check box in the Del? column of the
assignment type you want to delete.

Note:

Grayed out assignment types
cannot be deleted.

GradeBook | Help | Sign Out

Progreséth?O'k ~ Assignment Types

GradeBook

Enter an assignment type, then check each of the classes that use it or check "All" for all classes.
Name Abbr Mark Type Al READING 5: 10 Del? Abbr
# Classwark CWK Points O CWK
# Homework HW TPoints O O HW
# Project PRJ Points O O PRJ
s Quiz Quiz Paints O 0 auwz
£ Test Test Points O O Test
* - ] m} O
* - O ] O
#* - ] m} O
* - O O O
* - ] m} O
* M O ] O
* - O 0 m]
) »
Save
3. Click Save.
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Calculation Methods and Weights

GradeBook provides many options for setting up your GradeBook calculations. Options for
calculating students’ grades using straight averages or weighted averages are available on the
Average Calculation Setup screen. GradeBook is set up, by default, to use straight averages
and automatically calculate students' grades after you enter assignment marks, change existing
marks in the GradeBook, or change assignments.

You may choose to use weighted averages and recalculate grades manually. You also have the
option of using the same calculation method for each grading period or different calculation
methods for each grading period.

Calculation Methods Using Straight or Weighted Averages

GradeBook provides options for calculating students' grades using straight averages or weighted
averages.

» Straight averages are calculated using points or percentages for assignments in the
current grading period by adding the total earned and dividing by the total possible.

For example, if the student receives assignment marks of 95%, 93%, 98%, 88%, 83%, and
74%, the average is calculated as follows:

(95+93+98+88+83+74) / 600 = 88.5%

» If letter grades are used for assignments, the straight average is calculated based on the
point value associated with each letter grade. For example, ifA=4,B=3,C=2,D =1,
and F = 0, these point values are used to calculate the average by adding the earned
point values together and dividing by the number of marks given.

Building on this example, if the student earns three A’s, two B’s, and one C on
assignments, the average is calculated as follows:

(4+4+4+3+3+2) / 6 = 3.33

* Weighted averages by assignment type are calculated by creating a straight average, as
explained previously, for each assignment type used in the class, and then an overall
average is calculated by averaging those together based on the weight of each
assignment type. For example, if the teacher uses Test, Quiz, and Homework types that
are weighted 50%, 30%, and 20% respectively, the system calculates an average for
each of the three types using either the points/percentage straight average or the letter
grade average, and then an overall average using the weights for each type.

Building on this example, if the student’s averages for each type are 75% for Test, 85% for
Quiz, and 95% for Homework, the overall average is calculated as follows:

[(75*50) + (85*30) + (95*20)] / (50+30+20) = 82.00%

Alternatively, if the teacher does not give any Quiz assignments during the grading period,
and the student earned 75% for Test and 95% for Homework, the overall average is
calculated as follows:

[(75*50) + (95*20)] / (50+20) = 80.71%
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GradeBook then translates these averages into the appropriate letter grade for the report card
based on the grading scale used in the class. Grading scales are defined by the GradeBook
system manager and selected by the teacher during the initial GradeBook set up. The grading
scale should include both a percentage range for each letter grade as well as a point range in the
event that teachers are using letter grades for their assignments.

Set Up GradeBook to Calculate Grades Using Straight Averages

Using straight averages is the default option for calculating averages for report cards. You have
the option to assign different weights to individual assignments, even if you choose to use straight
averages to calculate students' grades. It is only necessary to follow this procedure if you set up
weighted averages and later decide to switch back to using straight averages.

1. On the Teacher Home Page, click Set Up Calc Methods & Weights.

2. Onthe Average Calculation Setup screen, in the Class list, select the appropriate class.
3. In the Select the Calculation Method list, select Straight Average.

4. Click Save.

GradeBook | Help | Sign Out

AMERICAN LITERATURE: 19 v

Choose the calculation frequency: Choose a calculation option:

®Automatically recalculate the GradeBook after each change ®Use the same calculation for each grading period
Ol will recalculate the GradeBook when needed OUse different calculations for each grading period

(Select the Calculation Method:  Straight Average |~ )

If you have chosen to use Weighted Averages, fill in the following section:

Assignment Type Weight

Use Calculation Weights
GradeBook provides several different options when using weighted averages to allow for flexibility
in calculating students' grades. You may use any of the following grade calculation options:
* Use straight averages, points as the mark type for all assignment types, and assign
different values to individual assignments.
* Use straight averages and weight individual assignments as desired.
* Use weighted averages and assign different weight values to each assignment type.

* Use weighted averages, assign different weight values to each assignment type, and
assign different values to individual assignments.

* Use weighted averages and straight averages in different grading periods in the same
school year.

If you use straight averages to calculate students' grades and points as the mark type for
assignment types, you can weight grades by assigning a different point value to each assignment
type. For example, homework assignments may be worth 5 points, while quizzes are worth 25
points.
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Set Up GradeBook to Calculate Grades
Using Weighted Averages by Assignment Type

You can set averages to calculate using weights for each assignment type used in the class.
GradeBook calculates students' averages first by averaging the assignments for each type and
then calculates an overall average by averaging those grades according to the weights assigned
to each type. For example, if the weight of homework = 1, quizzes = 1, and tests = 2, GradeBook
calculates homework as 25%, quizzes as 25%, and tests as 50% of the student’s average.

If you prefer to use a factor-based weighting method where each assignment counts a specified
number of times in the overall average, use the straight average calculation, and then change the
weight of the individual assignments as desired. For example, if you want all tests to count three
times, change the Weight field for each test assignment to 3. See “Weight Individual
Assignments.”

1. On the Teacher Home Page, click Set Up Calc Methods & Weights.

2. On the Average Calculation Setup screen, in the Class List, select the appropriate
class.

In the Select the Calculation Method list, select Weighted Average.=

4. Inthe Assignment Type Weight field, enter a weight value for each assignment type
displayed.

Note: When you are entering weights, you can use simple numbers or numbers
that represent a percent of the student’s overall grade. For example, if the weight
of homework = 1, quizzes = 1, and test = 2, you can also enter the weight as 25
for homework, 25 for quizzes, and 50 for test.

Note: An extra credit assignment type cannot be used as a weighted average
because the system cannot divide by zero.

Select the Calculation Method: = Weighted Average |+

If you have chosen to use Weighted Averages, fill in the following section:

Assignment Type Weight

Homework
Quizzes
Test

Note: If you leave the Weight field blank for an assignment type, it is counted as
0. Assignments using that assignment type are not calculated in the students’
averages.

5. Click Save.
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Set Up GradeBook to Calculate Grades
Using Different Calculation Methods for Each Grading Period

GradeBook can calculate students' grades even if assignment types have different weights in
each grading period. If you choose to use different calculation methods for each grading period at
the beginning of the school year, GradeBook does not use the calculation method selected as a
default option for the remainder of the school year. You must select the desired calculation
method at the beginning of each grading period even if you are using straight averages.

1.

On the Teacher Home Page, below Average Calc Setup, click Set Up Calc Methods &
Weights.

On the Average Calculation Setup screen, in the Class drop-down list, select the
appropriate class.

Below Choose a calculation option, select Use different calculations for each
grading period.

A new calculation box appears for each grading period.

Note: The calculation method setup box may only be available for the current
reporting period. You may have to wait until the end of the current reporting period
to select the calculation method for the next reporting period.

In the Select the Calculation Method drop-down list for each grading period, select one
of the following options:

* Straight Average
* Weighted Average

Note: If you select Weighted Average, enter a weight value for each assignment
type displayed in the Assighment Type Weight box. When you are entering
weights, you can use simple numbers or numbers that represent a percent of the
student’s overall grade. For example, if the weight of homework = 1, quizzes =1,
and test = 2, you can also enter the weight as 25 for homework, 25 for quizzes,
and 50 for test.

Continue to select the appropriate calculation method if all of the grading periods are
available. If not, return to this screen at the start of each grading period to select your
calculation method.
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6. Click Save.

BoS) i GradeBook | Help | Sign Ou
ProgressBook| - Average Calculation Setup ra | Help [ Sign Ou
GradeBook

Class Dashboard

(L MATHEMATICS 5: 10 ~

Choose the calculation frequency: Choose a calculation option:
®Automatically recalculate the GradeBook after each change OUse the same calculation for each grading period

Ol will recalculate the GradeBook when needed ®Use different calculations for each grading period

Quarter 1
Select the Calculation Method:  Straight Average ~
Ifyou have chosen to use Weighted Averages, fill in the following section:
Assignment Type Weight
Homewaork ]
Class Work ]
Quizzes 1
Test ]
Extra Credit ]
Quarter 2

Select the Calculation Method:  Weighted Average |~

Ifyou have chosen to use Weighted Averages, fill in the following section:
Assignment Type
Homewaork
Class Work
Quizzes
Test
Extra Credit

Weight Individual Assignments

In addition to calculating students' grades using weight values assigned to assignment types,
GradeBook can also calculate students' grades using weight values of individual assignments.
When you create an assignment, on the Assignment Details screen, enter a number other than
1 in the Weight field that reflects the weight value of the individual assignment. Changing the
weight to zero (0) results in the assignment being excluded from all student averages.

Use individual assignment weights if you prefer to use a factor-based weighting method rather
than averaging assignment type averages. If you use weighted averages by assignment type,
changing the individual assignment weight causes it to count the specified number of times in the

average for the assignment type; however, that overall average is still calculated using the weight
assigned to that assignment type.

SBes I GradeBook | Help | Sign Out|
ProgressBook| - Assignment Details radeBook | Help | Sign Ou
GradeBook

Dashboard /5 Day / Grid == | AMERICAN LITERATURE: 19+ Assignments PN

| Standards || Mars |

Journal 7 Description:  Journal #7
Class Work
Assignment Type:  Class Work ~ Sequence:
Add an Assignment Assigned Date: ~ 2/9/2017 i Due Date:  2/9/2017 ]
Import an Assignment
Delete the Assignment Points: 25 Weight: 2

Copy the Assignment
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Set Up GradeBook to Calculate Averages Manually

GradeBook is set up by default to automatically calculate students’ averages each time you enter
assignment marks, change existing assignment marks in the grade book, or change assignments.
However, you may change this setting to manual calculation.

1. Onthe Teacher Home Page, below Average Calc Setup, click Set Up Calc Methods &
Weights.

2. On the Average Calculation Setup screen, in the Class drop-down list, select the
appropriate class.

3. Below Choose the calculation frequency option, select | will recalculate the
gradebook when needed.

4. Click Save.
Note: To calculate averages manually, on the Class Dashboard, click Calculate
Averages.

'éo‘o'k - Average Calculation Setup Sl oncs

AMERICAN LITERATURE: 19 «

Choose the calculation frequency: Choose a calculation option:
OAutomatically recalculate the GradeBook after each change ®Use the same calculation for each grading period
( @) will recalculate the GradeBook when needed ) OUse different calculations for each grading period

Select the Calculation Method:  Straight Average ~

If you have chosen to use Weighted Averages, fill in the following section:
Assignment Type Weight
Homework
Class Work
Quizzes
Test
Extra Credit

1
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Calculate Students' Grades Manually

GradeBook is set up by default to automatically calculate students' averages after you enter
assignment marks, change existing marks in the grade book, or change assignments. However,
you may choose to calculate averages manually. This may be necessary even when the grade
book is set to automatically recalculate student averages. For example, if an assignment is moved
from one grading period to another, it is necessary to manually recalculate student averages.

1. On the Class Dashboard, below Average Calc Setup, click Calculate Averages.
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Stwdent Search
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2. On the Class Dashboard, hover your cursor over a student's name to view the average
and year-to-date (YTD) average if YTD grade calculations are enabled for the report card

used in the class.

Current Mark

it 92TI2002
D 4315015

255
el

sooOCOCOoOCOOOCOCOO

Note: You can also view student averages on the Student Progress Report,
Class Progress Report, Assignments Marks, GradeBook Grid, and Report

Card Entry screens.
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Year-to-Date (YTD) Calculation Method

The YTD calculation method can be used in secondary (traditional) report cards to provide an
ongoing calculation toward the students’ final grades. The calculation is based on the way the
system manager defines the final grade on the report card to calculate, including reporting period
grades, exams, and respective weights. Since this calculation is based on the final grade
calculation, it is not necessarily a true year-to-date average of the assignments in the teacher’s
GradeBook, but rather a reflection of what the student’s final grade on the report card would be if
entered at that time. Year to Date calculations are not available for interims or standards-based
report cards.

The Year to Date calculation is set up in the report card after the system calculations have been
defined. This calculation can be used whether Basic Calculations or Advanced Calculations are
used in the report card, whether the grades entered on the report cards are numeric averages or
letter grades, and uses either the GradeBook average or the report card grade in the calculation
based on the system calculation. For example, as described in the “YTD Calculations Based on
System Calculations,” if the final grade system calculation uses averages from the grade book,
then the YTD calculation uses averages from the grade book. If letter grades are used on the
report card and in the final grade calculation, then the YTD calculation is based on the point value
equivalent for each letter grade and the average displays in terms of a point average.

YTD Calculations Based on System Calculations
Then YTD Calculation Uses...

If Report Card Grade And System Calculation

Type is... Uses... In Past Reporting In Current Reporting
Periods Period
Letter Report card grades Letter grade on report card | Letter grade for current
average in GradeBook
Letter Averages Average in GradeBook Average in GradeBook
Percentage Report card grades Percentage on report card | Average in GradeBook
Percentage Averages Average in report card Average in GradeBook

Once the YTD calculation has been enabled in the report card, GradeBooks must be recalculated
to reflect the YTD average. Upon recalculation, the YTD average displays on the Class
Dashboard and Assignment Marks screen when users hover their cursors over student names
and on the GradeBook Grid and Report Card Entry screen.

Grading Scale Options

Grading scales are defined in GradeBook by your GradeBook system manager. The custom
grading scale options in GradeBook can accommodate using traditional report cards. You can
assign a grading scale to an entire class and then assign a different scale to one or two individual
students. You can select from the following grading scale options for traditional report cards:

* Default — Software automatically uses the default grading scale set up by your
GradeBook administrator for the selected class and grade level; no setup is required to
use this option

¢ Custom Setup 1 for Traditional Report Cards — You designate the appropriate grading
scale for the class and override that grading scale for individual students as necessary;
used for traditional and secondary report cards.
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Default Grading Scale

The Default option can be used for traditional report cards only. GradeBook uses the default
grading scale set up by your GradeBook system manager for the selected class and grade level.
If you use this option, you do not have to change anything on the Grading Scale Setup screen.

GradeSook | Help | Sign Out

ProgressdBo'o’k ~ Grading Scale Setup

GradeBook

| AMERICAN LITERATURE 19 |

Select the way that you would like to map assignments to the report card:

@Default (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
‘Warning: If grades do not calculate, you will need to choose another option.

OCustom Setup 1 (Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for individual students.

OCustom Setup 2 (Recommended for standards based report cards )
Map assignments to different assessments on the report card.
Marks for each assessment will be automatically calculated on the report card.
Grading scales for each assessment can be chosen for the class and for
individual students.

Note: If you leave the grade book set on the Default option and a student’s
average appears as a question mark (?) or does not display anything, GradeBook
may have been unable to find a default grading scale. You should use Custom
Setup 1. The Default option does not allow overriding the grading scale for
individual students.

Note: If you try to change a class’s grading scale from Custom Setup 2 to Default,
you receive the message below. This message displays even if the class has no
assignments. The warning is alerting the user that changing a grading scale setup
option after assignments have been created may require you to convert the
assignments to the proper format for that grading style. Once the grading scale
change is made and until the assignment conversion is completed, the user is
unable to see the previously created assignments in the class.

Warning! By changing the grading scale setup your assignments are still saved but may no longer be accessible.
You may need to convert your assignments for this configuration.

oK
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Convert a Custom Setup 2 Grading Scale to a Default Grading Scale

If you already have assignments created in the class, you need to convert them to use the different
grading scale and ensure the assignment has a default assessment, or you receive a message
stating you must select a default assessment on the Grading Scale tab before converting.

1. On the Class Dashboard, below Average Calc Setup, click Grading Scales.

2. On the Grading Scale Setup screen, select Default.

3. On the warning window that displays, click OK.

Warning! By changing the grading scale setup your assignments are still saved but may no longer beMeaggsible. You may need to convert your
assignments for this configuration

Click Save.

Click Convert.

On the message window, click OK.

Your previously added assignments are converted to the Default grading scale option.

Are you sure you want to continue® Marks will anly be copied to the new assignments if they are for the default assessment
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Custom Setup 1 Grading Scale for Traditional Report Cards

Custom Setup 1 option allows you to designate the appropriate grading scale for the class and
override the grading scale for individual students as necessary. This setup is most often used for
traditional report cards.

1. Onthe Teacher Home Page, below Average Calc Setup, click Set Up Grading Scales.

2. On the Grading Scale Setup screen, in the Class drop-down list, select the appropriate
class.

Note: If you accessed the Grading Scale Setup screen from the Class
Dashboard, you do not have to select the appropriate class.

3. Select Custom Setup 1.

Note: If you try to change a class’s grading scale from Custom Setup 2 to Custom
Setup 1, you receive the message below. This message displays even if the class
has no assignments. The warning is alerting the user that changing a grading
scale setup option after assignments have been created may require you to
convert the assignments to the proper format for that grading style. Once the
grading scale change is made and until the assignment conversion is completed,
the user is unable to see the previously created assignments in the class.

Warning! By changing the grading scale setup your assignments are still saved but may no longer be accessible
You may need to convert your assignments for this configuration.

OK

4. Click Save.
5. Click Save Next.

GradeBook | Help | Sign Out

ngrESS_BO'Ok ~ Grading Scale Setup

GradeBook

COMPOSITION: 29 ~

Mapping\ Grading Scale | Student Override | Copy

Select the way that you would like to map assignments to the report card:

CDefault (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
Warning: If grades do not calculate, you will need to choose another option.

@®Custom Setup 1 (Recommendad for secondary style report cards )
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for individual students.

CCustom Setup 2 (Recommended for standards based report cards )
Map assignments to different assessments on the report card.
Marks for each assessment will be automatically calculated on the report card.
Grading scales for each assessment can be chosen for the class and for

individual students.
Save Save Next >>

ProgressBook GradeBook Teacher Guide: Traditional 62



GradeBook Setup

6. On the Grading Scale tab, click Click here to view the grading scales to preview the
available grading scales.

COMPOSITION: 29 ~

| Grading

| Student Override | Copy \

L EET T Scale

The default grading scale for this class is:

MS & HS Default ~

(Chck here to view the grading sca\ea

Grading Scales

Grading Scale: |Rubric Scale V|

Description:

Seq# Mark Value Starting % Ending % Starting Point Ending Point

10 4 4 90 100 25 4

20 3 3 80 89.99 15 249
30 2 2 70 79.99 05 1.49
40 1 1 0 69.99 0 0.49

7. Close the Grading Scales window.

8. Onthe Grading Scales tab, in the The default grading scale for this class is drop-down
list, select the desired grading scale.

9. Click Save Next.

10. On the Student Override tab, in the Scale drop-down list, select an alternate grading
scale for specific students, if appropriate.

COMPOSITION: 29 ~

Student | Copy |
Override =Ry

Mapping GradmgSca\e‘

Use the section below to assign individual students to different grading scales:

Student Scale

Blair, Bonnie
Cannon, Leland
Coten. e
Glover, Samirah
Harmon, Atlas
Higgins, Clancy (ConceptSkls =1-])
Ingram, Jasen

11. Click Save Next.

12. On the Copy tab, select the class(es) to which you want to copy the grading scale setup.
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13. Click Copy.

If the process was completed successfully, the message “Copy Complete!” displays on the
screen.

Note: Student override settings are not copied to other classes.

(#EEER COMPOSITION: 29 ~

Mapping  Grading Scale | Student Qverride Copy

Copy this Custom Setup 1 setup to the following classes:
[ClAMERICAN LITERATURE: 19 JAMERICAN LITERATURE: 20
ClcounposiTion: 30 [CmatHEMATICS 5: 10

[CmATHEMATICS 5: 9 [IREADING 5: 10
[CrResDING 5: 9

Copy Complete!

Select All De-Select All

Convert a Custom Setup 2 Grading Scale to a Custom Setup 1 Grading Scale

If you already have assignments created in the class, you need to convert them to use the different
grading scale and ensure the assignment has a default assessment, or you receive a message
stating you must select a default assessment on the Grading Scale tab before converting.

1. Onthe Grading Scale Setup screen, select Custom Setup 1.

2. On the warning window that displays, click OK.

Warning! By changing the grading scale setup your assignments are still saved but may no longer be accessible. You may need to convert your
assignments for this configuration

3. Click Save.
4. Click Convert.
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5.

On the message window, click OK.

Your previously added assignments are converted to the Custom Setup 1 grading scale
option.

Are you sure you want to continue?

ok ] [ cone

Share GradeBook Access

You may allow other teachers who assist you in the classroom or substitute for you to have access
to your GradeBook. Other teachers must have access to your GradeBook before they can enter
marks for you.

1.
2.

On the Teacher Home Page, below Administration, click Set Up GradeBook Access.

On the GradeBook Access screen, in the Class drop-down list, select the appropriate
class.

Click Add Teachers to my GradeBook.

On the Staff Search window, in the School drop-down list, select the code for the
appropriate school.

In the Last Name field, enter the teacher’s last name or the first few letters of the last name
of the teacher with whom you want to share your GradeBook.

Click Go.

In the Select column, next to the names of the teacher(s) with whom you want to share
GradeBook access, select the check box.

Click Update.
On the GradeBook Access screen, the teacher(s) you selected display(s) on the grid.
In the Role column, from the drop-down list, select one of the following options:

* Additional — Able to perform the same tasks as the primary teacher

* Substitute — Able to perform the same tasks as the Additional role, except for
creating recurring assignments, setting up GradeBook access, and updating the class
roster
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10. In the From field, click the calendar icon to select the date to begin access to your
GradeBook, or enter it in the field.

11. In the To field, click the calendar icon to select the date to end access to your GradeBook,
or enter it in the field.

12. Click Update.

Copy GradeBook Access to a Class

You can copy access to your grade book in one or more classes once access has been granted
to another teacher(s).

1. On the Teacher Home Page, below Administration, click Set Up GradeBook Access.

2. Onthe GradeBook Access screen, in the Class drop-down list, select the class that has
the setup you want to copy.

Select the class(es) to which you want to copy the access.

Click Copy.

GradeBook | Help | Sign Ouf

Progress| ~ GradeBook Access
_Gmebook

The following staff members have access to your GradeBook:
(Staff members with the role of "Frimary” can only be updated or removed by the system administrator.)

Name Role From To Del?
Brown, Linda Primary 8/1/2016 8/1/2017

4 James, Kattleon oz |88 oz |ea 0
Add Teachers to my GradeBook Update
Copy the GradeBook access to the following classes:
] AMERICAN LITERATURE: 19 ] AMERICAN LITERATURE: 20 [ composiTion: 29 [ comPosiTion: 30

[CIMATHEMATICS 5: 10 CIMATHEMATICS 5: 9 [JREADING 5: 10 [JREADING 5 9
Copy

Identify Shared Assignment Types

If you have any classes in your GradeBook that were shared with you by another teacher, the
other teacher’s assignment types may display on your Assignment Types screen, depending on
the view option you choose. The following view options are available:

* All Classes — All of your classes, class groups, and classes shared with you by other
teachers display, as well as all of the assignment types used by the classes.

* All Primary Classes — All classes in which you have been assigned the primary role
display, as well as assignment types used in the classes.

* All Shared Classes — All classes shared with you by other teachers display, as well as all
assignment types owned by you and those used by the classes.

* A specific class — Selected class or class group displays, as well as all assignment
types owned by you and those used by the classes.

This assignment type sharing icon () displays next to any assignment types that were created
by another teacher. Hover your cursor over the icon to view the assignment type owner. Changes
made to assignment types that are owned by or shared with another teacher will change the
assignment type in their grade book as well.
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Click gt to view a list of classes and teachers using the assignment type in the Assignment Type
Information window. On the Assignment Type Information window, primary and additional
teachers display in the same class row if multiple teachers are associated with that class.

GradeBook | Help | Sign Out

ngresséo%k - Assignment Types

GradeBook
Dashbous
Enter an assignment type, then check each of the classes that will use it or check "All" for all classes.
Name Abbr Mark Type Al Math Gro2:1 Del? Abbr -
#  Classwork cw M O O O cw
4 Classwork n cw Points  + O O cw
4 Extra Credit This assignment type is owned by Ginneen Hinds and |" Paints  ~ m] i O Extr
/" Hamoor st s Mg e e 0 0 0w
# Homework more details. Points O O HW
#  Praject PRJ Points O O PRJ
7 Quiz Quiz Points O O Quiz
#  Quizzes Qz Points O O O az
7 Test Test Points = O O Test
# o Test TPT Points O O [
7 Tests TST - O O O TST
* - O O O
* - O O ]
* - O O O
* - O O O
* - O O O
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Assignments and Marks

GradeBook provides a variety of options for creating and working with assignments. You can also
create recurring, floating, or weighted assignments. Once assignments have been created, you
can copy them, share them with other classes, enter assignment marks, and post the marks to
ParentAccess. In ParentAccess, parents and students can even subscribe to alerts that notify
them of low marks and missing assignments. After an assignment’s due date has passed, various
icons, symbols, and colors represent its grading status throughout GradeBook.

Create Assignments

GradeBook lets you create assignments for the entire class. You can create various types of class
assignments such as recurring, floating, or weighted. Once assignments have been created, you
can copy and share assignments or exclude the lowest assignment marks. You can create and
work with assignments on numerous screens in GradeBook.

You can create an assignment for the entire class on the Assignment Details screen where you
can assign the assignment to a specific group, designate the assignment as a floating
assignment, share it with other classes, or make it available in ParentAccess, among other
options.

The Assignment Details screen includes three tabs: Main, Standards, and Marks. Only the
Main tab is visible when you begin creating an assignment. Once the assignment has been saved,
then the other tabs become available.
¢ The following topics can be referenced for any grading scale:

e “Add Academic Standards to an Assignment”

* “Copy Academic Standards from Lesson Plans to Assignments”

* “Remove Academic Standards from an Assignment”

* “Import Multiple Assignments from the Assignment Bank”

* “Delete Assignments from the Assignment Bank”

e “Set Up Default Preferences for Assignments”

Default and Custom Setup 1

Refer to the following topics:
* “Create Class Assignments for a Default or Custom Setup 1 Class”
* “Create an Extra Credit Assignment for a Default or Custom Setup 1 Class”
e “Assign an Assignment to a Group for a Default or Custom Setup 1 Class”
e “Create a Floating Assignment for a Default or Custom Setup 1 Class”
e “Post Assignments to ParentAccess for a Default or Custom Setup 1 Class”
* “Share Assignments with Classes for a Default or Custom Setup 1 Class”
e “Separate Shared Assignments for a Default or Custom Setup 1 Class”
* “Delete an Assignment for a Default or Custom Setup 1 Class”
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“Copy Assignments for a Default or Custom Setup 1 Class”

Create Class Assignments for a Default or Custom Setup 1 Class

1.

ProgreséBo"'b'k| - Assignment Details

On the Class Dashboard, click Add an Assignment.

Note: If you have not created any assignment types, a message displays with a
link to add assignment types.

Note: If you have set up default preferences (see “Set Up Default Preferences for
Assignments” ), when you create a new assignment, those check boxes are
automatically selected. You may de-select them as desired.

On the Assignment Details screen, in the Description field, enter the assignment’s
description.

In the Assignment Type drop-down list, select the type of assignment.

Note: The Sequence field is only used for floating assignments.

Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or enter it in the field. Today’s date is the default.

Next to the Due Date field, click the calendar icon to select the date the assignment is due,
or enter it in the field.

In the Points field, enter the value of the assignment.
Click Save.

The message “Your changes have been saved” displays.

Home | Grade Book | Principal | Guidance | Clerical | Curriculum | Food | Aftendance | PAAdmin

Grade Book

| Algebra 2: 02 | = ~ |

12/16 Chapter 4 & 5 Quiz v

m standards || warks |

Chapter 4 & 5 Quiz. Description: Chapter 4 & & Quiz
Quizzes

Add an Assignment Assigned Date: 12/02/2011 51

Delete the Assignment
?
e — [ Set up as a floating assignment’

Assignment Type: Quizzes - Sequence:

Due Date: 12/16/2011

=
Import an Assignment Points: 75

Weight: 1

[ Exclude from student averages?

Post to the homework web page? Post the marks to the web?
Add this assignment to the assignment bank?
Do you want to
assign an
activity?

Share this assignment with the following classes: Note® Only classes that share assignment types and have the same grading scale setup can share assignments.
Select Al De-Select Al
ng
cannot be Save
You

ent from an

assigl
activitys Details screen

8. You may perform any of the following optional steps depending on the type of assignment
you are creating:

In the Weight field, enter a number other than 1 to change the weight of an individual
assignment.

Note: If you set the weight of an assignment to zero, the following message

displays: “Warning: Student marks will be displayed. Select the Exclude from
student averages? check box to hide marks.”
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* Inthe Assign to Student Group drop-down list, if you want to assign the assignment
to a group rather than the entire class, select a group.

* Select the Set up as a floating assignment? check box to designate the assignment
as a floating assignment (different assigned and due dates for each student).

* Select the Exclude from student averages? check box to exclude the assignment
from the student averages.

¢ Select the Post to the homework web page? check box to post the assignment
description and due date to the ParentAccess Planner, where assignments display
below the Assigned Work heading.

¢ Select the Add this assignment to the assignment bank? check box to add the
assignment to the Assignment Bank.

¢ Select the Post the marks to the web? check box to post the marks for the
assignment in the ParentAccess Assignments area.

* Inthe Points field, enter 0 to designate the assignment as an extra credit assignment.

* In the Share this assignment with the following classes area, select the check
box(es) next to the class(es) with which you want to share the assignment.

Note: If the classes with which you want to share an assignment do not
display in the share box, navigate to the Assignment Types screen and
ensure the classes use the same assignment types.

Assign to Student Group: = Al Students  +~
[] Set up as a floating assignment? [] Exclude from student averages?
[ Post to the homework web page? Post the marks to the web?
Add this assignment to the assignment bank?

Share this assignment with the following classes:

Note: Only classes that share assignment lypes and have the same grading scale sefup can share assignments.

Period 2 Algebra Ssiect All De-Salect Al

Create an Extra Credit Assignment for a Default or Custom Setup 1 Class

You can create extra credit assignments several different ways in GradeBook. You can set up
extra credit as a unique assignment or add extra points to another assignment. The key to creating
a unique extra credit assignment is making it worth 0 points. On this assignment, students receive
extra credit when you enter a mark worth more than 0 points.

1.
2.

On the Class Dashboard, click Add an Assignment.

On the Assignment Details screen, in the Description field, enter a description of the
extra credit assignment.

In the Assignment Type drop-down list, select the type of assignment.

Next to the Assigned Date field, click the calendar icon to select the date the extra credit
assignment is assigned, or enter it in the field. Today's date is the default.

Next to the Due Date field, click the calendar icon to select the date the extra credit
assignment is due, or enter it in the field.

In the Points field, enter O.
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7. Click Save.

ProgressBﬁk - Assignment Details

Grade Book

Dashboard / 5 Day / Grid Algebra 2: 01

Main

Description:  Extra Credit Worksheet
Add an Assignment
Import an Assignment Assignment Type:  Homework E‘ Sequence:
Assigned Date: ~ 10/24/2011 =] Due Date:  10/28/2011| =]
Do you want to assign an activity? Points: 0 Weight: 1
R BT S e Assign to Student Group: Al Students E‘
cannot be linked to an activity
You must add a new assignment
from an activity's Details screen. [] Set up as a floating assignment? [ Exclude from student averages?
[J Post to the homework web page? [ Post the marks to the web?
Add this assignment to the assignment bank?
Share this assi with the followi I 2
Note: Only classes that share assignment fypes and have the same grading scale sefup can share assignments.
Select Al De-Select Al

71 ProgressBook GradeBook Teacher Guide: Traditional



Assignments and Marks

Assign an Assignment to a Group for a Default or Custom Setup 1 Class

When you initially create an assignment, you can assign it to a specific group of students rather
than the entire class. This option is only available before you save the assignment for the first time.

1. On the Class Dashboard, click Add an Assignment.

2. On the Assignment Details screen, in the Description field, enter a description of the
assignment.

In the Assignment Type drop-down list, select the type of assignment.

4. Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or enter it in the field. Today's date is the default.

5. Nextto the Due Date field, click the calendar icon to select the date the assignment is due,
or enter it in the field.

In the Points field, enter the value of the assignment.

In the Assign to Student Group drop-down list, select the group to which you want to
assign the assignment.

ey - E GradeBook | Help | Sign Out
ProgressBook.| - Assignment Details Rl
| Science: 1 - (a1 | Add an Assignment ~
tion: save
Description: Leaf Project
£dd an Assignment P ]
Add an Assignment Assignment Type: Project - Sequence:
Import an Assignment
Assigned Date: 10/10/2011 ] Due Date: 10/21/2011 1}
Online Learning Points: 25 Weight: 1
Do you want to assign an activity?
Assign to Student Group:  Science Club ~+
A Note: E nments All Students

:amml [] Setup as afloating assignment? Science Club [ Exclude from student averages? |
You must add a assignment [ Postto the homework web page? [] Postthe marks to the web?
from an activity's Details screen. Add this assignment to the assignment bank?

Share this assignment with the following classes:  Note: Only classes that share sssignment fypes snd have the ssme grading scale sstup can share assignments.

Select All De-Select Al

Save

Create a Floating Assignment for a Default or Custom Setup 1 Class

You can create a floating assignment, which is an assignment that can have a different assigned
due date for each student. This option can be used for any assignment where students work at
their own pace. For example, you may assign a worksheet to the entire class to be completed
within 2 weeks. Several students may complete the assignment the next day, but other students
may not complete it until the next week.

1. On the Class Dashboard, click Add an Assignment.

2. Onthe Assignment Details screen, in the Description field, enter a description of the
assignment.

In the Assignment Type drop-down list, select the type of assignment.

In the Sequence field, enter a number that represents the order in which the assignment
is sorted.

5. Nextto the Assigned Date field, click the calendar icon to select the date the assignment
begins, or enter it in the field.

6. In the Due Date field, delete the date.
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7. In the Points field, enter the value of the assignment.

8. Select the Set up as a floating assignment? check box.
9. Click Save.

H‘DQJ‘BSBFEQ - Assignment Details

GradeBiook

LU MATHEMATICS 5. 9

LETTUELEN Add an Assignment ~

Add an Assagnnent
Import an Assigniment

Omiine Leaming

Description:  Odd Prablems, pg. 60
Assignment Type:  Homework ~
Assigned Dale: 282017 ]

Da you want to assiqn an activity? Points. | 25

Assign to Student Group:  All Students |~

i Setupas a floating assignment?

[ Past to the homewark web page?

1] Add this assignment to the assignment bank?

Share this assignment with the following classes:

Note: Only classes that share assignment types and have the same grading scale sefup can share assignments.

Sequence:
Due Date: 282017 a8
Weight: | 1

L1 Exchudi from studeat averages?

[*] Post the marks 1 the web?

Select A De-Selec Al

The assignment displays on the Float Assign tab on the Class Dashboard.

Float Assign
HW Odd Problems, pg. 6

0 X

Note: Enter the date each student completed the assignment in the Date Due
field on the Assignment Marks screen Marks tab.
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Post Assignments to ParentAccess for a Default or Custom Setup 1 Class

You can post an assignment description and due date to ParentAccess.
1. On the Assignment Details screen, select the Post the marks to the web? check box.
2. Click Save.

GradeBook | Help | Sign Out

| AMERICAN LITERATURE: 20 - | I 213 Joumal #7 ~
ction: Save
Description:  Journal #7
Assignment Type:  Homework ~ Sequence:
Assigned Date: = 2/13/2017 i) Due Date:  2/13/2017 ]
Points: 10 Weight: 1
[ Setupas a floating assignment? [ Exclude from student averages?
[ Post to the homework web page? Post the marks to the web?

Add this assignment to the assignment bank?

This assignment is shared with the following classes: (Changes made to this assignment will affect all of these classes.)
AMERICAN LITERATURE 19

Click here to separate this AMERICAN LITERATURE: 20 assignment from the above classes. No data will be lost.

Share this assignment with the following classes:
Note: Only classes that share assignment types and have the same grading scale setup can share assignments.

[CICOMPOSITION: 29

Select All De-Select All

Save

Share Assignments with Classes for a Default or Custom Setup 1 Class

You can save time by creating an assignment once and sharing it with other classes. If you change
an assignment that is shared with more than one class, the changes affect all of the classes with
which the assignment is shared. To change the assignment for one class without affecting the
others, first separate the assignment from the classes with which it is shared.

Classes in which assignments are shared must use all the same assignment types. If the class(es)
you want to share an assignment with do(es) not display in the share box, navigate to the
Assignment Types screen and make sure the classes use all the same assignment types. For
example, if Class A uses Homework and Test assignment types, and Class B uses Homework,
Test, and Quiz assignment types, the classes are unable to share assignments. Add the Quiz
assignment type to Class A to be able to share assignments between the classes.

1. Atthe bottom of the Assignment Details screen Main tab, select the class(es) with whom
you want to share this assignment.
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2. Click Save.

GradeBook | Help | Sign Out

| AMERICAN LITERATURE: 20 | R 2113 Journal #7
Description:  Journal #7
Assignment Type:  Homework ~ Sequence:
Assigned Date: ~ 2113/2017 i) Due Date:  2/13/2017 )
Points: 10 Weight: 1

[] Set up as a floating assignment? [] Exclude from student averages?

[] Post to the hamewark web page? [ Post the marks to the weh?

Add this i to the i bank?

This assignment is shared with the following classes: (Changes made to this assignment will sffect all of these classes )
AMERICAN LITERATURE 19
Click here to separate this AMERICAN LITERATURE: 20 assignment from the above classes. Mo data will be lost.

Share this assignment with the following classes:
Note: Only classes that share assignment types and have the same grading scale sefup can share assignments.

[JCOMPOSITION: 29

Select All De-Select Al

Save

Separate Shared Assignments for a Default or Custom Setup 1 Class

When an assignment has been shared with other classes, and you need to edit that assignment
in one of the classes but not the others, you must first separate the assignment from the classes
with which it is shared. By separating them, GradeBook creates a copy of the assignment for the
class in which it is separated. Then, you can edit the copy individually without affecting the original
assignment in the other class(es). If the assignment was shared among several classes, the
remaining classes continue to share the original assignment, and only the class where it was
separated now has the separate copy.
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On the Assignment Details screen, on the Main tab, click Click here to separate this
[name of class] assignment from the above classes. No data will be lost.

GradeBook | Help | Sign Out

| AMERICAN LITERATURE: 20 | [arz | 213 Journal #7 -

Description:  Journal #7

Assignment Type:  Homework ~ Sequence:

Assigned Date:  2/13/2017 2] Due Date:  2/13/2017 i)
Points: | 10 Weight: 1
[ setup as a floating assignment? [ Exclude from student averages?
[] Post to the homework web page? [] Post the marks to the web?

Add this assignment to the assignment bank?

This assignment is shared with the following classes:  (Changes made to this assignment will sffect all of these dlasses )

AMERICAN LITERATURE 19

thk here to separate this AMERICAN LITERATURE: 20 assignment from the above classes. No data will be \nst)

Share this assignment with the following classes:
Note: Only classes that share assignment fypes and have the same grading scale setup can share assignments

[JCOMPOSITION: 29

Select All De-Select All

Save

The following message displays on the Confirmation window: “You are about to create a
separate copy of this assignment for [name of class]. This assignment will no longer be
shared with the other class(es). Do you wish to continue?”

Click Yes to separate the assignment.

Close the Confirmation window.

Note: The new separate copy of the assignment has the same description as the
original, but it has an asterisk (*) added to it to denote that it is no longer the same
assignment.

Note: To re-share this assignment with the other classes, you must delete the
new copy that was created and then go to one of the classes in which the original
assignment is still shared. Then, select it on the Assignment Details screen to
re-share with the additional class.

Delete an Assignment for a Default or Custom Setup 1 Class

You may delete assignments from GradeBook, but when you do, the assignment and all
associated marks and comments are also deleted from your grade book. If you delete an
assignment that is shared with other classes, the assignment is still available in the other classes.

1.
2.

On the Class Dashboard, on the Assignments tab, select an assignment.

At the lower-left side of the Assignment Details screen, click Delete the Assignment.

Note: The Delete the Assignment link is also available on the Assignment
Marks screen.
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3. On the window, to confirm the deletion, click OK.

Are YO SUre yOU Want 1o delate this assignment rom this ciass?

Copy Assignments for a Default or Custom Setup 1 Class

To save time when creating assignments, you can copy an assignment that was used in another
class that uses the same grading scale setup during the current school year. You cannot copy an
assignment within the same class. Use recurring assignments to create multiple assignments

within the same class. To reuse assignments, you can import assignments from the Assignment
Bank if they were previously saved there.

1. On the Class Dashboard, on the Assignments tab, select an assignment.
2. To access the Assignment Details screen, click the Main tab.

3. Atthe left of the Assignment Details screen, click Copy the Assignment.

Progresst%k ~ Assignment Details

‘GradeBook

Dashboard /5 Day / Grid 5| AMERICAN LITERATURE: 20 ~ | liiifatrs | b DEl s 213 Journal #7 v

‘ Standards Marks

Journal #7 Description:  Journal #7

Homewaork

Assignment Type:  Homework El

Al EL s el Assigned Date: ~ 213/2017 s

Import an Assignment

Delete the Assignment Points- 10

Copy the Assignment,
bnline Learning | [] Setup as a floating assignment?

Post to the homework web page?
Do you want to assign an activity? o pag

Add this assignment to the assignment bank?
A Note: Existing assignments cannot be linked to an

activity.
You must add a new assignment from an activity's This assignment is shared with the following classes:

(Changes made to thiz sssignment will affect all of these classes )
Details sereen AMERICAN LITERATURE 19

Click here o separate this AMERICAN LITERATURE_ 20 assignr)

4. Onthe Copy an Assignment window, select the check box next to the class to which the
assignment will be copied.

Note: Custom Setup 2 classes and groups that contain Custom Setup 2 classes

do not display on the Copy an Assignment window when copying an assignment
from a Custom Setup 1 or Default class.

Note: If the assignment is linked to a VirtualClassroom activity, you can copy it
only to other classes tied to the course containing that activity.
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In the Assignment Type drop-down list, select the assignment type.
Click Copy the Assignment.

If GradeBook performs the task properly, the window name changes to Copy Status, and
Success! displays in the Status column.

7. Close the Copy Status window.

Copy Status ®

Class Status

American Literature: 19

Add Academic Standards to an Assignment

The Standards tab displays on the Assignment Details screen once the assignment is saved.
You may add academic standards to an assignment to monitor how they are reinforced
throughout the school year. You can also copy academic standards from an existing lesson plan
to the assignment.

1. On the Assignment Details screen, click the Standards tab.
The Assignment Standards screen displays.

2. Onthe Assignment Standards screen, from the Publications list, select the appropriate
provider’s standards publication.

The Documents list populates.

3. From the Documents list, select the appropriate subject area document from the
publication you selected.

The Grade Levels list populates.

4. From the Grade Levels list, select the appropriate grade level or grade band. The
standards associated with the criteria you selected display. Click one of the standards to

view its sub-standards.

mﬂo‘ck - Assignment Standards

Math 3 2 « I w 5i5 Odd Problems Page 58
]

Selected Standards
Publications: Documents: Grade Levels:

Career Field Technical Content Standards * English Language frts E * Grades: K.2 ¥

Leaming Standards > ( Mathematics a2 » J Grades: 2-5
[ Ohio Academic Content Standards - Extended * j Science » Grades: 6-8

Academic Content Standards ’ Social Studies ¥ [Nﬂu{ua - * j

<
Early Learming and Developmient Standards * Geonmetry =

Statistics and Probability 4

5. Select the check box beside each standard you want to add to the assignment.
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The standard(s) you select display in the Selected Standards area.

m&?‘ck - Assignment Standards

3 55 Odd Problems Page 58 - |

- Extended > Mathematics 2012 » Algebra

above fo change)

b Seeing Structure In Expresslons

* Creating Equations

[ Create equations to sebe problems with one varkable
1 Gragh equations on a coordinate plane

Create squations that describe numbers or relatisnships,
[ A.CE 512 1a Represent a real-world situation with a linear equation of inéquality.

[] & CE 912 1h Reprasent 2 ral-word situsation with 2 li

equation
[ ACE 912 1¢ Repressrt a neal-world silustion using concrete obyects, models and metures

[ A GE 912 2a Graph a given aquation or inequality on a coordnate plans

] A CE 912 2= Idantsy whather 5 bn.

kR ing with E i and |

=
Selected Standards

ACEB mom x
ACEM21a moe x
A.CE.812.2a mor x

Copy Academic Standards from Lesson Plans to Assignments

To quickly add academic standards to assignments, you can copy academic standards from

existing lesson plans.

1. On the Assignment Standards screen, from the Copy Standards from a Lesson Plan

drop-down list, select the desired lesson plan.
2. Click Copy.

On the Assignment Standards screen, the copied standards display.

Remove Academic Standards from an Assignment

Academic standards are related to one another. You must remove a sub-level standards
component to remove the standard related to it at the next highest level.

1. On the Assignment Details screen, click the Standards tab.
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In the Selected Standards area, next to the standard or sub-level standards component
you want to remove, click X .

my'&ﬂo'o’k - Assignment Standards

| Math 3 2 - i 55 Odd Problems Page 58

Publications: Documents: Grade Levels: Selected Standards
ACE®Zia mare x

Career Field Technical Condent Standards
ACE®i22a mar ®

e fards H
Learning Standards ACED showmor
Ohio Academic Content Standards - Extended » Bierrenve Sandard

Acadernic Contert Standards *

Early Leaming and Developrment Standards

The standards are removed from the screen and the assignment.

Import an Individual Assignment from the Assignment Bank

Instead of creating a new assignment, you can import one used in previous school years from the
Assignment Bank.

1.

At the lower-right corner of the Class Dashboard, below the Assignments drop-down list,
click Import Assignments.

On the Import Assignments window, in the Course drop-down list, verify that the class
from which you want to import an assignment displays.

Note: Assignment banks for Default and Custom Setup 1 classes are separate
from assignment banks for Custom Setup 2 classes, and assignments created in
a Custom Setup 2 class cannot be imported into a class using the Default or
Custom Setup 1 grading scale. Assignment banks for Custom Setup 2 classes
include assignments that were created before the split marks enhancement.
When the assignment is imported, it is added to the class in the Custom Setup 2
format.

Note: To search for an assignment, use the Type drop-down list and Phrase field,
and then click Search. The assignments that most closely match your search
criteria display.

In the column next to the Type column of the assignment you want to import, click 2.

The assignment displays on the Assignment Details screen. Today’s date is the default
date for the Assigned Date and Due Date.

Note: You can also import multiple assignments at once.

Next to the Assigned Date field, click 2 to select the new assigned date, or type it in the
field.
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5. Next to the Due Date field, click & to select the new due date, or type it in the field.
6. If needed, make any other changes to the imported assignment.
7. Click Save.

Import Multiple Assignments from the Assignment Bank

To save time when creating assignments, you can import multiple assignments used in previous
school years from the Assignment Bank.

1. At the lower-right corner of the Class Dashboard, click Import Assignments.
2. On the Import Assignments window, in the Course list, verify that the class from which
you want to import assignments displays.

Note: To search for an assignment(s), use the Type drop-down list and Phrase
field, and then click Search. The assignments that most closely match your
search criteria display.

3. In the Date column, for each assignment that you want to import, enter the date on which
you want the assignment to be due.

4. Click Import Assignments.

Import Assignments

Course: | MATHEMATICS & ~ | Type:[ | Phrase: | ] search

To import an assighment, click on the icon to the Ieft of its description.
To import multiple assignments, fill in the corresponding date fields and press the "Import Assignments”
button.

Type Description Points Taught Date
& QZ Quizwith Partner | 20 8/1/2015
 HW Paired Worksheet | 10 8/212015 ]
1 QZ Quiz during Class | 20 8/11/2015
o Test Chapter 5 Test! 50 sl42015 [ |
 HW  Section 551 10 8/26/2015 [ |

( Import Assignments )

Mote: Assignments followed by *** have academic standards attached

On the Class Dashboard, on the Assignments tab, the assignments for which you
entered due dates display.

Assignments Fioat Assign | Lesson: |

2116 QZ Quiz during Class |
216 Q7 Quiz with Partner Il X

Note: An assignment bank for a Default or Custom Setup 1 class is separate from
the assignment bank for a Custom Setup 2 class, so you can only import
assignments that were used in the same type of class.You can only import
assignments that were used in the same type of class.

On the Class Dashboard, select one of the imported assignments.

On the Assignment Details screen, make any necessary changes to the imported
assignment.
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7. Click Save.

8. Repeat step 5 through step 7 as needed for each imported assignment.

Delete Assignments from the Assignment Bank

If you want to delete assignments from the assignment bank, you can use the Assignment Bank
Maintenance screen.

1. On the Teacher Home Page, in the Administration area, click Bank Maintenance.

The Assignment Bank Maintenance screen displays a list of assignments in the bank for
the course selected in the Course drop-down list (at the top of the screen).

2. (Optional) If you want to see a list of assignments for a different course, in the Course
drop-down list, select another course.

3. (Optional) To filter the list of assignments, in the Assignment Type drop-down list, select
an assignment type, or in the Text field, enter a word or phrase from an assignment’s
description, and then click Apply Filter.

Pra_qresé tk_ ~ Assignment Bank Maintenance Gradeook | Help | Sign Out

GradeBook

(S0 AMERICAN LITERATURE ~

Apply Filter

4. Select the check box in the row of the assignment(s) you want to delete, and then click
Delete [x] Assignment(s).

Note: To delete all assignments, select the check box in the header row, and then
click Delete [x] Assignment(s).

ProgressBadk| -  Assignment Bank Maintenance ‘ e

L= T AMERICAN LITERATURE -~

Foelr  Assignment Type:  AliTypes ~  Test Apply Filter
(m] Description Type Last Taught Points Weight .n:iiv’ily Slaﬁ;:rds
[ Yohapter Reading/Vocab Quiz | Qz BA2015 12:00:00 AM 20 1
k4 Pans of Speech| HW &M1/2015 12.00.00 AM 12 1
B Pre-Test| Test 822015 12:00:00 AM 100 1
kd Reading Section Notes | HW SM02015 12:00:00 AM 25 1
B Bhort Story Extension | cw BATZ015 12.00.00 AM 30 1
E3 [Bhort Story Notes | cw BMT2015 12:00:00 AM 30 1
=] aterals Check | HW W22015 12:00:00 AM 20 1
E leekly Participation | cw 22015 12:00:00 AM 20 1
[ Chapter ReadmgVocab Quz I az 1011772015 12:00:00 AM 20 1
[ Parts of Speech Il HW 10M 772015 12:00:00 AM 12 1
O Pre-Testll Tiest 10182015 12.00.00 AM 100 1
[0 Reading Section Notes I HW 102672015 12:00:00 AM 2% 1
L Short Story Extension Il cw 1122015 12:00:00 AM 30 1

5. On the delete confirmation window, click OK.

The selected item(s) are deleted from the Assignment Bank.
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Set Up Default Preferences for Assignments
You can set default preferences that automatically apply to any new assignment (including

recurring assignments) that you create for the class you select.

Note: Even if you set default preferences, if necessary, you can alter the
automatic selections when creating a new assignment.

1. Onthe Teacher Home Page, below Administration, click Set Up Teacher Preferences.

Progreséb&'k ~ Teacher Home Page

GradeBook | Help | Sign Qut

GradeBook

Classes

Acad Assist/Homercom/Lunch: 41

Algebra |- 1
Algebra | 2
Algebra | 3
Algebra |- 4
Applied Algebra 1: 1

EditList |Class Administration
Seating Chart

Daily Attendance (HR)
Lunch Counts

Period Attendance
Puost Homework

Past Class Information
Lesson Plans
Enter Lesson Plans
Search Lesson Plans
£ Day Planner
Import Lesson Plan Schedules
Online Learning
Dashboard
Assignments & Marks
nt Details / nt Marks

Add a Recurring Assignment / Assignment Maintenance

Reports

Selecta Report ~ Run

Student Search
Student Name Search

Average Calc Setup

Set Up Assignment Types

Set Up Calc Methods & Weights
Set Up Grading Scales

Administration

Set Up GradeBook Access
Set Up Lesson Plan Sharing
Set Up Groups Within Classes

(et Up Teacher Preferences,

Set Up Classes for ParentAccess

GradeBook Grid / 5 Day View
Enter Report Cards / Enter Interims
Students

Student Information

Submit Discipline

Group Classes Together
Transfer Student Marks
Exclude Lowest Mark
Update Email Address
Bank Maintenance

Change Your Password

The Teacher Preferences screen displays.

In the Class drop-down list, select a class or class group for which to set preferences.

Note: If you select a class group, on the bottom of the screen, an area displays to
indicate which classes are a part of that group. All preferences you change for the
selected class group apply to all classes in that group.

In the first section, select the check boxes you want automatically selected each time you
create an assignment:

* Select the Set up as a floating assignment? check box to designate the assignment
as a floating assignment (different assigned and due dates for each student)

* Select the Exclude from student averages? check box to exclude the assignment
from the student averages

* Select the Post to the homework web page? check box to post the assignment
description and due date to the ParentAccess Planner; assignments display in the
Planner below the Assigned Work heading

* Select the Add this assignment to the assignment bank? check box to add the
assignment to the Assignment Bank

* Select the Post the marks to the web? check box to post the marks for the
assignment in the ParentAccess Assignments area
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4. If you have VirtualClassroom enabled, in the Quiz Options section, select the check
boxes you want automatically selected each time you create a VirtualClassroom quiz
assignment.

Select the Preview before post? check box to review (and edit) auto-scored marks
before they are posted to GradeBook; if you do not select this option, marks
automatically post to GradeBook after scoring

Select the Allow students to view their answers? check box to allow students to
view their answers after they submit the activity to be graded

» Select the Let student see the correct answers? check box if you want to let
students see the correct answers

* If you want to designate a specific time period during which students can see
the correct answers, in the Show correct answers from and to fields, enter
or select the start and end date and time when the correct answers will display

* If you want to allow students to always see the correct answers after the
activity has been graded, leave both fields blank

Select the Scramble the questions? check box to scramble items within the activity
so that students do not all see the questions in the same order

Note: Selecting this option scrambles all items in the activity, including
Text or Resource content. See the ProgressBook VirtualClassroom
Teacher Guide for more information.

If you have requested that students upload a file in the activity, select the 3rd party
documents submitted as files? check box to designate that student Google Drive™
and Microsoft OneDrive™ submissions upload as live links to their documents. For
Google Drive submissions, this allows you to write comments directly into student
work. If you do not select this check box, student Google Drive and Microsoft
OneDrive submissions are uploaded as Microsoft documents.

If you want this quiz available as soon as the designated time-frame arrives, select
the Publish Immediately? check box; otherwise, you must click Publish on the
activity’s Details screen in VirtualClassroom when you want students to be able to
take it

5. If you have VirtualClassroom enabled, in the Discussion Options section, select the
check boxes you want automatically selected each time you create a VirtualClassroom
discussion.

Select the Require Approval? check box if you want to review and approve students
posts before they are visible to other students

If you want this discussion available as soon as the timeframe arrives, select the
Publish Immediately? check box; otherwise, you must click Publish on the
discussion’s Details screen in VirtualClassroom when you want students to be able to
participate

6. Inthe Mark Entry Options section, designate which mark entry style should be the default
for assignments created for the selected class.

Use new mark entry — If you select this option, the default GradeBook Grid for the
selected class is the newly designed grid and the default Assignment Marks screen
is the new version. This option also allows for better performance on any mark entry
screens. The way marks are calculated in this style is slightly different from the classic
mark entry, so you may notice more precise grading averages.
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¢ Use classic mark entry — If you select this option, the default GradeBook Grid and
Assignment Marks screens for the selected class are the same ones you have been
using.

7. Click Save.

8. (Optional) To share these assignment preferences with other classes, select the check
box next to the appropriate class(es), then click Copy.

GradeBook | Help | Sign Out

‘A\gebra -1 v|
il i ? 7
Edit your Dictionary [] Setup as a floating assignment? [] Exclude from student averages?
[] Post to the homework web page? [] Post the marks to the weh?
It i i ?
Edit Teacher [] Add this assignment to the assignment bank?
Preferences
Quiz Options:
P
ar [] Preview before post? [] Allow students to view their answers?
Canvas Final Grade
Passback [] Let student see the correct answers? [] Scramble the questions?
[ 3rd party documents submitted as files? [] Publish Immediately?
Discussion Options:
] Require Approval? [ Publish Immediately?
Mark Entry Options:
(®) Use new mark entry — improved user interface on redesigned mark entry screens and improved performance on all mark entry screens
() Use classic mark entry —no user interface or performance changes on any mark entry screens
0 ‘Whenever you switch between using new mark entry and classic mark entry, recalculating averages is recommended.
When you select new mark entry, you may notice a more precise average than when you select classic mark entry.
Save
Copy this preference to the following classes:
[JAcad AssistiHomeroom/Lunch: 41 [JAlgebral:3 [JAigebra I: 4 [JApplied Algebra 1:1
[JAlgebra l: 2
Select All Un-Select All Copy

Assignment and Assessment Marks

To view an overview video for this feature, go to:
https://youtu.be/7dEIL2FkkXU

Note: This section describes the Assignment Marks screen as of ProgressBook
Suite v17.2.0. If you are continuing to use the Assignment Marks screen
previous to v17.2.0, see “Classic Assignment and Assessment Marks.”

The marks entered for assignments are calculated in students’ averages unless you choose to
exclude a specific assignment. GradeBook does not include an assignment in students’ averages
until a mark is entered for it or the assignment has been designated as missing. You can enter
assignment marks on the Assignment Marks screen and GradeBook Grid. After an
assignment’s due date has passed, various icons, symbols, and colors represent its grading
status throughout GradeBook. Refer to the “Icons, Symbols, Codes, and Colors Used on the
Assignment Marks Screen” table for more information.
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Note: If a Shortcut displays in the chart below, you can press the keys as
appropriate within a cell in the Assignment Marks screen. Other icons and colors
are for display only.

Icons, Symbols, Codes, and Colors Used on the Assignment Marks Screen

Shortcut ngjse‘;:ca:zn Description
CTRL+SHIFT+M | P missing Missing
T Past due
CTRL + SHIFT + L ate Late
CTRL + SHIFT + E excluded Excluded
CTRL + SHIFT + X — Excluded but posted to ParentAccess
— Excluded as lowest mark
— Excluded as lowest mark but posted to ParentAccess
CTRL + SHIFT + C 1 Fill Column Duplicates the mark to each blank field in the column
CTRL + SHIFT + & Clear Column Clears the marks in every field in the column
DELETE
CTRL + SHIET + R — Fill Row Duplicates the mark to each blank field in the row
CTRL + SHIFT + A & Fill All Rows The values in the rows of the selected column are duplicated to the
rows in every column in the grid
VirtualClassroom Quiz
VirtualClassroom Discussion
VirtualClassroom Common Assessment
B Assignment comment available
™~ Student progress assignment notification was sent
< Student progress assignment notification was viewed in
ParentAccess
B Daily comment available
D Make daily comment
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Default and Custom Setup 1

Refer to the appropriate topic:

“Enter Class Assignment Marks for a Default or Custom Setup 1 Class”

“Mark an Assignment as Missing for a Default or Custom Setup 1 Class”

“Mark an Assignment as Late for a Default or Custom Setup 1 Class”

“Exclude Assignments from Students' Grades for Default or Custom Setup 1 Class”

“Exclude and Post an Assignment from an Individual Student's Grade for a Default or
Custom Setup 1 Class”

“Import Assignment Marks for a Default or Custom Setup 1 Class”

Enter Class Assignment Marks for a Default or Custom Setup 1 Class

You can enter marks for an assignment that applies to the whole class from the Assignment
Marks screen. The marks given for assignments are calculated in students' averages unless you
choose to exclude a specific assignment. GradeBook does not include an assignment in students’
averages until a mark is entered for it or the assignment is designated missing. If you want other
teachers to be able to enter marks for you, you must share your grade book with them.

1.

On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

On the Assignment Marks screen, in the Mark column, enter a mark for each student.
You can use any of the following shortcuts during mark entry:

* Press the ENTER key to move the cursor down each column

* Press the TAB key or the arrow keys to move the cursor across the screen to the next
column

* Right-click in any field in any column to select an option:
* Fill Column (fills all blank fields in the column with the value in the current field)
e Clear Column (deletes all values in the column)

Note: On the Assignment Marks screen, if you enter a number of points higher
than the possible points for the assessment, the points display in red. The extra
points are calculated into the student’s grade as extra credit.

Note: If you linked the assignment to a VirtualClassroom activity, the # Tries
column displays how many times a student has submitted the activity for grading,
and the Status column displays the student’s progress on the activity. If a student
has not yet viewed the activity, the status column is blank. Click an assignment
status to navigate to the activity grading screen in VirtualClassroom. (For more
information, see the ProgressBook VirtualClassroom Teacher Guide.)

3. You can perform any of the following optional steps while entering assignment marks:

a. Leave the Mark field blank, and in the Missing column, select the check box to mark
a student’s assignment as missing.

Note: Using this option instructs GradeBook to calculate the assignment as 0
in the student’s average and ensures that the assignment is included on the
Missing Assignment Report.
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b. Inthe Late column, select the check box to mark a student’s assignment as late.

Note: Using this option does not affect the student’s average and ensures that
the late assignment displays on the Student Progress Reports.

c. To exclude the marks for an assignment, left-click in a field in the Exclude column,
and then select the appropriate option from the drop-down list. Or, right-click in the
field, and when the menu displays, select the appropriate option.

d. At the top-right of the screen, select the Exclude from student averages check box
to exclude the assignment marks from all students’ averages.

e. Inthe Comments column, enter a comment regarding an individual student’s mark
for this assignment.

Note: In any column, after entering text or a mark, you can right-click in any
field, and then click Fill Column to apply the text or mark to all of the students
in the grid. Click Clear Column to delete all text or marks in the column.

4. Click Save.

Note: You can hover your cursor over a student’'s name to reveal the average;
year-to-date (YTD) average (if year-to-date grade calculations were enabled for
the report card used in the class); date of birth; district and system identification
numbers; grade level; and group assignment, if applicable.

Note: Clicking the student’s name takes you to the Student Profile screen
Progress tab.

Main Standards m

New Assignment | Import Assignment | Delete the Assignment | Copy the Assignment | Import the Marks

Introduction to Poetry Terms Post the marks to the web [

Exclude from student averages []

ignment Type: F k igned: 10/30/17 Due: 10/30M17 Points: 10 Weight: 1

Mark Missing Exclude Comments

Late
Al-Aishi, Mochammed 8 O O &
Farley, Jeanne 10 O O
Friedrich, Mark 5 ] ]
Greene, Roy 10 O [m]
Hershberger, Kaley 95 ] ]
Jackson, Monique 10 [} O
McAllister, Todd W missin ]
McNulty, Christopher O O Exclude
Miller, Larry 7 m} O
Montague, Carlo 7 [} O
Morgan, David 6 O O
0'Meara, Sarah B iate [} Turn in for half credit
Potter, Cameron 8 O O
Smith, Darren 10 O O
Tallman, Sherry B e m} Turn in for half credit

-

Note: When you are on the Assignment Marks screen and you have a Default or
Custom Setup 1 class selected and switch to a Custom Setup 2 class in the
current grading period, then GradeBook takes you to the Assignment Marks
screen for that class and defaults to the first assignment for that reporting period.
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Set Class Assignment Default Marks for a Default or Custom Setup 1 Class

To save time, you can set a default mark for an assignment for all students and then change only
those marks that are different. You can set a default mark only on the Assignment Marks screen
for a Default or Custom Setup 1 class.

1. On the Assignment Marks screen, right-click in a field to display the list of options.
2. Select Fill Column.

Mark an Assignment as Missing for a Default or Custom Setup 1 Class

You can indicate that a student did not turn in an assignment by selecting the Missing check box
on the Assignment Marks screen. This option instructs GradeBook to calculate the assignment
as zero (0) in the student’s average, and ensures that the assignment is included on the Missing
Assignment Reports.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. On the Assignment Marks screen, in the Missing column, select the check box in the
row(s) of the student(s) who did not turn in the assignment.

Mark Missing

,_
-3
a

Exclude Comments

Al-Aishi, Mohammed 8 ] O ~
Farley, Jeanne 10 (| O

Friedrich, Mark 5 ] O

Greene, Roy 10 (| O

Hershberger, Kaley 0.5 | O

Jackson, Monique 10 [} O

McAllister, Todd WV issing O

McNulty, Christopher | O Exclude

Miller, Larry 7 | O

Montague, Carlo 7 (| O

Morgan, David 6 | O

O'Meara, Sarah B late (| Turn in for half credit
Potter, Cameron 8 | 0

Smith, Darren 10 (| O

Tallman, Sherry S | Turn in for half credit

]

Note: If you posted a Default or Custom Setup 1 class assignment to
ParentAccess, the assignment displays as missing and shows the amount of
points the assignment was worth.
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Mark an Assignment as Late for a Default or Custom Setup 1 Class

You can indicate that a student turned in an assignment late by selecting the check box in the Late
column on the Assignment Marks screen. Using this option does not affect the student’s average
and ensures that late assignments display on the Student Progress Report.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. Onthe Assignment Marks screen, in the Late column, select the check box in the row(s)
of the student(s) who turned in the assignment late.

r
-3
a

Mark Missing Exclude Comments

Al-Aishi, Mohammed 8 ] O ~
Farley, Jeanne 10 (| O

Friedrich, Mark 5 ] O

Greene, Roy 10 (| O

Hershberger, Kaley 0.5 | O

Jackson, Monique 10 (| O

McAllister, Todd | O

McNulty, Christopher | O Exclude

Miller, Larry 7 | O

Montague, Carlo 7 (| O

Morgan, David 6 | ]

O'Meara, Sarah B late (| Turn in for half credit
Potter, Cameron 8 | 0

Smith, Darren 10 (| O

Tallman, Sherry S | Turn in for half credit -

Note: If you posted the assignment to ParentAccess, on the Assignments screen,
in the Info column next to the Mark column, an “L” with an orange background
displays for the assignment.

Exclude Assignments from Students' Grades for Default or Custom Setup 1 Class

You can exclude an assignment from students' grades both for an entire class and on an individual
basis. When you exclude an assignment, you can choose whether or not to display that excluded
assignment in ParentAccess.

Changing the weight to zero (0) results in the assignment being excluded from all student
averages. If you change the assignment weight to 0, de-select the Exclude from student
averages check box, and click Save, the Exclude from student averages check box remains
selected. To re-include an excluded assignment mark with a weight of 0, change the weight to 1
or higher on the Assignment Details screen, de-select the Exclude from student averages
check box, and save.
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Exclude an Assignment from Students' Grades for the Entire Default or Custom
Setup 1 Class

On the Assignment Details screen, on the Main tab or Marks tab, select the Exclude

from student averages check box.

Introduction to Poetry Terms

Assignment Type: Homework

Al-Aishi, Mohammed
Farley, Jeanne
Friedrich, Mark
Greene, Roy
Hershberger, Kaley
Jackson, Monique
McAllister, Todd
McNulty, Christopher
Miller, Larry
Montague, Carlo
Morgan, David
O'Meara, Sarah
Potter, Cameron
Smith, Darren

Tallman, Sherry

Assigned: 10/30/17 Due” 10/30/17

Mark

7
7
5
B ate
3
10
B et

Points: 10

Missing

O

Oooooao

&

Oo0ooooonoaog

Post the marks to the web []
(Excluge from student averages [)

Weight 1
Late Exclude Comments
D -~
O
O
O
O
O
O
O Exclude
O
O
O
Turn in for half credit
O
O
Turn in for half credit

v

Note: If the Post the marks to the web check box is selected, the excluded
assignment displays in ParentAccess.

Exclude an Assignment from an Individual Student's Grade for a Default or
Custom Setup 1 Class

To exclude the assignment for a student and not display it in ParentAccess, on the
Assignment Marks screen, right-click in the appropriate field to display the list of choices.

2. Select Exclude.

Introduction to Poetry Terms

Assignment Type: Homework

Al-Aishi, Mohammed
Farley, Jeanne
Friedrich, Mark
Greene, Roy
Hershberger, Kaley
Jackson, Monique
McAllister, Todd
McNulty, Christopher
Miller, Larry
Montague, Carlo
Morgan, David
O'Meara, Sarah
Potter, Camercn
Smith, Darren

Tallman, Sherry

Assigned: 10/30/17  Due: 10/30/17

Mark

Points: 10

Missing

O

Oooogao

&S]

Oo0ooooaogao

Post the marks to the web []
Exclude from student averages []

Weight™ 1
Late Exclude Comments
D -~
O
O
O
O
O
O
O Exclude
O
O
O
Turn in for half credit
O
O
Turn in for half credit

v
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Exclude and Post an Assignment from an Individual Student's Grade for a Default
or Custom Setup 1 Class

1. To exclude the assignment for a student and display it in ParentAccess, on the
Assignment Marks screen, right-click in the appropriate field to display the list of choices.

2. Select Exclude and Post.

Introduction to Poetry Terms

Assignment Type: Homewerk  Assigned: 10/30/17  Due: 10/20117  Points: 10 Weight: 1

Post the marks to the web
Exclude from student averages

Mark Missing Late Exclud Cor 1
Al-Aishi, Mohammed 8 O | -
Farley, Jeanne 10 O O

Friedrich, Mark 5 O |

Greene, Roy 10 O O

Hershberger, Kaley 9.5 [l O

Jackson, Monique 10 O O

McaAllister, Todd Vs |

McNulty, Christopher O O Exclude and Post

Miller, Larry 7 0 O Exclude

Montague, Carlo 7 O O ki el andRost

Morgan, David 6 [l O

O'Meara, Sarah B late O Turn in for half credit
Potter, Cameron ] O O

Smith, Darren 10 O O

Tallman, Sherry [EES [l Turn in for half credit

Import Assignment Marks for a Default or Custom Setup 1 Class

You can import assignment marks from a third-party testing or scanning device for any
assignment, except for floating assignments, during any grading period except in the “+” grading
period. The file you are importing must be a .csv (comma separated values) file that contains the
student's district ID in the first field and assignment mark in the second field. You can import
assignment marks into a class group only if the assignment was created in that class group. If the
assignment was originally created in one of the classes included in the group, then you have to
import the assignment marks from the class in which the assignment was created. Once you have
imported the file, the assignment marks display on the Assignment Mark Import screen next to
the current assignment marks for you to review before saving. You also have the option to
overwrite existing marks.

1. On the Assignment Marks screen, click the Import the Marks link.

2. Onthe Assignment Mark Import screen, click Browse to find the appropriate .csv file on
your computer.

On the Choose file window, navigate to the appropriate file and then click Open.
Click Import the marks.

The students for which marks were imported, their imported marks, their current marks,
the symbols indicating the status of their imported marks, and any error messages display
in the grid.

GradeBook checks the .csv file for the following requirements before the marks are
successfully imported:

¢ Valid student district ID
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e Student must be enrolled in the class for which the assignment marks are being
imported

¢ Assignment mark must be valid for assignment type associated with assignment
* Assignment mark cannot be longer than 100 characters

If any of these requirements are not met after the file is imported, various error messages
may display describing the reason the marks cannot be imported.

If it is necessary to designate the first row in the file as the header row, select the Yes
option for First row contains headers?, browse for the file to import and click Import the
Marks.

Note: You can click the Return to Assignment link in the website banner at any
time to return to the Assignment Marks screen.

To overwrite the existing marks with the imported marks, select the Yes option for
Override existing marks?.

Note: If an assignment was previously marked as Missing, when you save the
imported marks file, the assignment is no longer Missing. Saving the imported
marks file, however, does not overwrite an assignment that was previously
marked as Excluded or has comments associated with it.

Click Save.

The imported marks displays on the Assignment Marks screen.

Note: You can hover your cursor over the student's name to view an updated
average.

Import Assignment Mark Symbols for a Default or Custom Setup 1 Class

“Import Assignment Marks Symbols for a Default or Custom Setup 1 Class” displays the icons,
warnings, and error messages that may display on the Assignment Mark Import screen while

importing an assignment marks file for a Default or Custom Setup 1 class.

Import Assignment Marks Symbols for a Default or Custom Setup 1 Class

Display Icon Status Error Message

Assignment mark is valid. N/A

v

Imported and current marks do not match. | “Warning! The marks do not match.”

@ “Error! External Student Id is missing.”

Assignment marks is invalid. “Error! The student is not valid for this class.”

“Error! Special characters are not permitted in an
student Id.”

“Error! Duplicate student.”
“Error! Mark is invalid for the assignment mark type.”
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GradeBook Grid

Note: This section describes the GradeBook Grid as of ProgressBook Suite
v17.1.0. If you are continuing to use the GradeBook Grid previous to v17.1.0, see
“Classic GradeBook Grid.”

For a Default or Custom Setup 1 class, the GradeBook Grid provides a traditional view of
assignments and marks in the GradeBook. In addition to entering marks, you can also perform the
following tasks:

* Enter daily comments
* Create Class Assignments for a Default or Custom Setup 1 Class
* View missing assignment details

For a Default or Custom Setup 1 class, you must enter marks individually by assignment for each
student. The GradeBook Grid displays a separate column for each assignment. At the top of the
grid, each column displays the abbreviation for the assignment type, the due date, and the
assignment description. You can click the assignment type abbreviation in order to return to the
Assignment Marks screen, where you can enter marks for that particular assignment.

Icons, symbols, codes, and colors display on the GradeBook Grid to help you identify missing,
excluded, and late assignments, as well as the status of assignment marks and student progress
alerts. Refer to the “Icons, Codes, and Keyboard Shortcuts Used on the GradeBook Grid” table
below for more details.

Note: If a Shortcut displays in the chart below, you can press the keys as
appropriate within a cell in the GradeBook Grid. Other icons and colors are for

display only.
Icons, Codes, and Keyboard Shortcuts Used on the GradeBook Grid
Shortcuts Cgilsee:izn Description
CTRL+SHFT+M | P oo Missing
T Past due
CTRL + SHIFT + L ate Late
CTRL + SHIFT + E e Excluded
CTRL + SHIFT + P excluded Excluded but posted to ParentAccess
J— Excluded as lowest mark
— Excluded as lowest mark but posted to ParentAccess
CTRL + SHIFT + C 1 Fill Column Duplicates the mark to each blank field in the column
CTRL + SHIFT + & Clear Column | Cl€@rs the marks in every field in the column
DELETE
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Navigate GradeBook Grid

Icons, Codes, and Keyboard Shortcuts Used on the GradeBook Grid

Shortcuts

Display
Codel/lcon

Description

B

Assignment comment available

&~

Student progress assignment notification was sent

Student progress assignment notification was viewed in
ParentAccess

VirtualClassroom Quiz

VirtualClassroom Discussion

VirtualClassroom Common Assessment

Ej

Daily comment available

O

Make daily comment

The YTD (Year-to-Date) AvG
column displays if the
year-to-date grade calculation
has been enabled for the
report card used in the class.

ProgressBook | * GradeBook Grid

Click the number to view
and/or print a list of
missing assignments.

Marks displaying in red
indicate that the student
earned more than the possible
points for the assignment.

Roster

AuStn, Alyssaw
Awvino, Nick
Bailey, Lucinda

Carmichael, Bryan

Cunningham, lzzyw

Dorksen, Elizabeth
Flintsone, Andrew
Hafner, Brianna
Hing, Bruce

Krupp, Donald
Long, Vince
McCats, Jillian
Miller, Kevin
O'Brian, Mary

Patel, Tahani

| agetrat 1

-]

penod. ETL ARG

| Datea Assi -]

»  Cmt Avg: TE.I%

[ 8980 A- 220245

[ 7163C- 17550

1 0694 Be 212245

0

6878 D+ 1602

[ cos2a- 2225

[ 8245 8- 202245

03

BT 458+ 21425
44 44 F 108/243

10316 A+ 252 7.

[B raracisors

] 9878 A+ 2421245

[ 2776 F 6245

Y 54.18 F 132750

| 5081F 945186

[ s6.94F 130.5245

3 Notific ation Sent

+ Mew Assignment

YTO Avg

Average Points
Fossible Points
fwerage Percent
Assignment Weight

Post Marks to the Web?

A |

@fcomment Excluded as Lowest Excluded & Post Excluded a5 Lowest & Post Late @ Missing  Indicators: Rasc | A
o
signment Types: L - < 2 ¥
a3 - 1
HW Pr o L HW HW P [Fd INE
s Atf HWP1: Domain ... Functions Stati.. Homework K2 ... el 3 Entramce ... W £3: Evabuali._. HW &4 Pope Unit # Study Gu..  Unit 8 Ouest™  Unit 8 Bolebon... Quadratics B 21
5 8 [ 7 15 2 15 % 445 2 2
4 8 2 10 4 4 15 2 42 2
3 a ) ] 15 245 a2 2
8 2 5 2775 a7 2
35 8 2 15 2 1 255 435 2
5 8 2 10 2 2 2 % 40 2
'l 8 2 7 15 H 2 2475 4 2
5 8 2 7 15 r 11 a5 r
5 8 z 9 2 2 5 5275 4
a 2 ] 2 2 10 2128 425 2
8 2 9 2 2 5 = us
8 [ r F 4 4 7 iz
8 2 & 4 1 & 17.25 £ H
7 2 T 1 L4 L4 125 3% 2
5 8 0 o 15 z 15 16 1 2 "
4T 8 15 75 1.7 1.9 125 238 /s 2z
5 8 z 10 2z H 15 0 45 H
ETT 100% 80% T8% 85% 5% 0% £9.1% 86.6% 100%
1 1 1 1 1 1 1 1 1 1
%] =] =] =] =] =] =] =] =) =]

The drop-down lists at the top of the GradeBook Grid to help you filter data are as follows:

e Class

¢ Period — Select one or all reporting periods

* View — Select Dated Assignments or Floating Assignments
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* Type — Select one or all assignment types

For grade books with numerous assignments, page numbers display near the top-right corner of
the grid. Select a page number to navigate to the desired page in the grade book.

The columns, drop-down lists, and buttons to the left of the assignment columns display
information and sometimes perform certain actions.

* Roster — Click to navigate to the Class Roster screen; click a student name in this
column to go to the Student Profile

* Students drop-down list — Search for a student or student group by entering letters,
and then select the student or group you want to display

* Cmt - Daily comment icons that you can click to open the Daily Comments window, on
which you can view or enter comments

* Avg: [Class Average] — Student's current average, possible points, and earned points to
two decimal places; for example, 83.27 B 204.5/245

* YTD Avg - Year-to-date average (if year-to-date grade calculations have been enabled
for the report card used in the class)

* Miss — Number of missing assignments that you can click to open the Missing
Assignments window, which lists the assignments missing for the student

* Att — Daily attendance codes that you can click to view a list of student absences/tardies

* New Assignment — Click to create a new assignment on the Assignment Details
screen

Elements on the top of the assignment columns allow you to perform the following actions:
* assignment type abbreviation — Click to proceed to the Assignment Marks screen
e assignment name abbreviation — Hover your cursor to view the entire assignment name

. , or — Click to proceed to a VirtualClassroom quiz, discussion, or common

assessment, respectively (where applicable)
Elements on the bottom of the assignment columns are the following:
* Average Points — Average number of points the class scored on the assignment
* Possible Points — Number of points possible on the assignment
* Average Percent — Average percentage the class scored on the assignment
* Assignment Weight
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* Post Marks to the Web? — Select the check box to post assignment details and scores
to ParentAccess. If you mark a single student’s assignment as excluded (not excluded
and post), the marks for that single student’s assignment do not display in ParentAccess.

GradeBook Grid View Options and Navigation for a Traditional Class

Use the ASSIGNMENT TYPES drop-down

he STUDENT
Use the Stu N list to filter the grid by type.

drop-down list to filter
the grid by student or
student group.

HD?’ESSEES? - GradeBook Grid GradeBook | Help | Sign Ot
GaEmeE

3rd Period English I B Pencd FOETTS T Dated Assignments ;| o

B2 Notification Sent [# Comment Excluded as Lowest Excluded & Post Exciuded as Lowest & Pog] Late W Missing Indicators: Dasic | A

Use the VIEW drop-down list to indicate P
whether dated or floating assignments display. <1l z [»
fen 0
Roster + Hew Assignment F HW iz HW Pis 1z i
~ Cmt Avg: 78.0% ¥TD Avg Miss AR TRoSE Winter .. Analysks of Rh GMPEWOTK 2 e SHAKESDAANE'Sue: MY B3 EVaIUAD... “THE VaCuwm' Poo. Tushéd Analysis  Wnft 8 “Quest™  Unit 8 Noteboo 8 Credit (5t
Austin, Alyssaw [ 80.80 A- 220/245 ] [ 7 5 z 15 % 44 2 L
Avino, Nick @ 7eac- 1755 4 B 2 0 4 4 15 3 42 2
Bailey, Lucinda ] BES4 B+ 213245 8 2 9 H 15 245 a H
Carmichael, Bryan 1 6B.78 D+ 160.2 L 4 L] [} 2 15 2175 ar 2
Gunningham, lzzyw ] 90.82 A- 22251 a8 & 2 s 258 a3
n, Elizabeth [ 5245 8- 2027245 1 5 & 2 0 2 2 12 26 40 2
Flintsone, Andrew [ 87458+ 214.25 4 ] 2 7 15 2 12 2475 il 2
Hatner, Brianna [ aa44F 108243 4 5 B 2 7 1 4 " 25 4
King, Bruce ] 10316 A+ 2527 8 2 9 2 H 15 275 1 H
Krupp, Denald | 73.78 C 180.75/ 8 & 2 & 2 2 10 2725 428 2
Long. Vince [ 98.75 As 242245 ] 2 a 2 1 29 44
McCats, Jilllan [ 27.76 F 6ar245 4 8 0 7 r L4 r 7 12 4
Miller, Kevin [0 sa18F 13275 4 8 2 6 4 1 7 a4 2
CrBrian, Mary [ 5081F 945186 4 7 2 7 1 4 4 125 36 2
Patel, Tahani 1 56.94 F 138.5/245 L] [} o 15 2 15 M 2 w
Average Points 47 L] 18 76 17 18 138 238 38 2
Possible Polnts [ 8 2 10 2 18 34 46 2
Average Percent o4% 100% BO% TE% BE% a5% 0% E9.1% a5.6% 100%
Assignment Welght 1 1 1 1 1 1 1 1 1 1
Post Marks to the Web? =] =] = =] = =] =] =] = E
< >

Enter Class Assignment Marks on GradeBook Grid

You can enter each mark individually for each assignment or assessment for each student on this
screen, or when entering marks for any student on the roster, you can use the Copy Marks or
Clear Marks options for all of the students for that assignment or assessment.

The Copy Marks option does not override previously entered marks and late flags. However, it
does override Missing indicators. If you want specific students to have Missing indicators on their
assignments, after using the Copy Marks option, set the assignments as Missing.

The Clear Marks option overrides all previously entered marks but does not clear Missing, Late,
or Excluded indicators.

When entering marks, you can press the TAB and ENTER keys to navigate on the page. The TAB
key moves the cursor across the screen from left to right. When the cursor reaches the end of a
row, it moves down to the first mark field of the next row. You can also use SHIFT + TAB to move
the cursor across the screen from right to left. The ENTER key moves the cursor down the screen
from top to bottom. When the cursor reaches the bottom of the Marks column, it returns to the top
of the column. You can also use the arrow keys to navigate on the page.

1. On the Teacher Home Page or Class Dashboard, click GradeBook Grid.
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If you entered the GradeBook Grid from the Teacher Home Page in the Class drop-down
list, select the class you want to view. If you entered from the Class Dashboard, in the
Class drop-down list, that class displays.

In the Period drop-down list, ensure the current reporting period displays.

In the View drop-down list, select the desired view.

Note: For a Default or Custom Setup 1 class, if the full assignment name does not
display below the date at the top of the assignment column, hover your cursor
over the assignment abbreviation to display the description and identify the
correct column in which to enter marks.

In the assignment or assessment field for each student, enter the appropriate mark.
Changes save automatically.

Note: To enter numeric assignment marks quickly, use the number keys and the
ENTER key on the number pad area of the keyboard to move from field to field.

Note: If the school sends student progress alerts and parents subscribe to them,
B4 displays next to an assignment that was posted to ParentAccess and marked
as missing or as a low mark. After a parent views the alert, the icon changes to (1.

- GradeBook Grid

GrageBook

| 3ra Penod Engisn I - N gin o wi - U Dated Assignments - | e [

£3 Notification Sent [# Comment Excluded as Lowest Extluded & Post Excluged as Lowest & Post Late M Missing Indicators: Gasic | A

ParentAccess Alert Indicators K oL

+ New Assignme)
Cmt Avg: 76.3% YD Avg
7 89.80 A- 2200245
[ T183C-1755
Y 86.94 Be 213245
) 68780+ 1602
7 00.82 A- 222 5/
| 8245 B- 2021245

L]

Exclude an Assignment from an Individual Student's Grade on GradeBook Grid

To exclude the assignment for a student and to not display it in ParentAccess, on the GradeBook
Grid, do one of the following:

Right-click in the assignment’s mark field and click Exclude
With the cursor inside the assignment’s mark field, on your keyboard, press CTRL + E

Note: Even if the Post Marks to the Web? check box is selected in the column
for the assignment, assignments for single students marked as excluded (not
excluded and post) do not post to ParentAccess.

Exclude an Assignment from an Individual Student's Grade on GradeBook Grid
and Post to ParentAccess

To exclude the assignment for a student and to display it in ParentAccess, on the GradeBook
Grid, do one of the following:

Right-click in the assignment’s mark field and click Exclude and Post
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With the cursor in the assignment’s mark field, on your keyboard, press CTRL + ALT + E

Note: The Post Marks to Web? check box must also be selected in order for the
excluded mark to display in ParentAccess.

Note: To re-include an assignment mark on the GradeBook Grid, right-click in
the field and click Unset Exclude and Post, or press CTRL + ALT + E again.

Set Display Preferences on the GradeBook Grid

You can customize the display of information on the GradeBook Grid at any time by changing
the display preferences. You can set different preferences for each of your classes.

1.

At the top of the GradeBook Grid screen, from the Class drop-down list, select the
desired class.

At the top right of the screen, click il

The Grid Display Preferences window opens.

The following settings are turned on (‘ ) by default, so click the toggle to turn it off

(

) as desired for the following options:

Averages

YTD Average (if Year to Date grade calculations are enabled for the report card used
in the class)

Missing assignments
Attendance

Daily Comments

Assignment Names

Enter or select the desired option for the following items:

Assignments per page

Default View (dated or floating assignments)

Default Type (all or individual assignment types)

Default Page (First Page, Last Assignment Due, or Last Page)
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5. Click Save Preferences.

Grid Display Preferences

Average ‘ Assignment Names ‘
YTD Average ‘ Assignments per page 10
Missing ‘ Default View Dated Assignments ~
Attendance Default Type All=
Default Page First Page ~
Daily Comments ‘ g g

| Save Preferences |

The screen refreshes automatically and your preferences are applied.

Post Assignment Marks to ParentAccess

To display an assignment and its corresponding grade in ParentAccess, select the Post marks
to the web? option from any of the following screens:

* Assignment Details
* Assignment Marks

e GradeBook Grid

Create Recurring Assignments

You can create an assignment, such as a weekly spelling test, that occurs on a regular basis.
Recurring assignments are scheduled on days that school is not in session—if the due date of a
recurring assignment falls on a day there is no school, you must manually adjust the date or delete
the assignment. Recurring assignments are not scheduled past the end of the current grading
period.

1. Onthe Class Dashboard, click Recurring Assign., or on the Teacher Home Page, click
Add a Recurring Assignment.

2. On the Recurring Assignments screen, in the Description field, type the name of the
recurring assignment.

In the Assignment list, select the type of assignment.
In the Points field, enter the value of the assignment in points, if applicable.

. Inthe Weight field, if desired, you can change the weight of the assignment. One (1) is the
default weight.
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6.

Select the Daily Assignment option to designate a daily recurring assignment.

a. Inthe Start Date field, enter the date the assignment begins.

b. Inthe End Date field, enter the date the assignment ends.

Select the Weekly Assignment option to designate a weekly recurring assignment.

a. Inthe Start Date field, enter the date the assignment begins.

b. Inthe End Date field, enter the date the assignment ends.

c. Inthe Day list, select the desired day of the week.

Click Save.

The recurring assignment appears in the Assignments section on the Class Dashboard.

Note: You cannot delete a recurring assignment for all its scheduled dates at
once. You must delete the assignment on each date individually.

Assignment Maintenance Screen

The Assignment Maintenance screen lets you view a list of your assignments for a particular
class/reporting period combination and perform basic maintenance from one screen. You can
perform the following tasks on this screen:

In the Assignment Type drop-down list, filter the list of assignments by selecting the
assignment type you want to view

Click Show Deletable to show only assignments that can be deleted

Note: Assignments that have Marks; are Shared, Excluded, or Missing; or are
linked to a VirtualClassroom activity (noted in the Activity column) are not
deletable.

In the Delete column that corresponds to the assignment(s) you want to delete, click
Delete [x] Assignments to delete the assignment(s)

Change your selections for posting marks to the web and/or posting the assignment to
the homework planner by selecting or de-selecting the appropriate check box(es) in the
Post Marks and Post Planner columns

Note: As soon as you select or de-select a check box in either of these columns,
the assignment automatically saves, and a confirmation message displays.

Return to the Class Dashboard by clicking the Dashboard link
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* View the Assignment Details screen by clicking the name of the assignment

GradeBook | Help | Logout

ey . ;
ProgressBook | - Assignment Maintenance

— [ALGEBRA 2 HONORS ~ o} v
PR Assignment Type: Ghoose an Assignment Type ) - | SerlEEE
Actions: @ Delete Assignments — ssignment saved successfully

Select Assignments to Delete:
Delete  Due Type Name Post Marks Post Planner Marks#Shared Excluded Missing Activity
—v 95 QZ  Alegbra Quiz - Sept

6/26 HW  Practice Questions C v
O 8/26 | HW Workbook pages 16-20

Bi25 | QZ Quiz? v
O 8/25 | HW Workbook pages 11-15
(| 8/22 HW  Workbook pages 6-10

821 | Q7 Quizi 2 v
O 8/21 HW  Workbook pages 1-5

819 HW  Practice Questions B

819  Qz v

Assignment 5-Day View

Note: This section describes the 5-Day View screen as of ProgressBook Suite
v18.0.0. If you are continuing to use the 5-Day View screen previous to v18.0.0,
see “Classic Assignment 5-Day View.”

The assignment 5-Day View provides a view of assignments or assignment's assessments by day
for 5 days at a time for a class in a table format. Click 5-Day View on the Teacher Home Page
or Class Dashboard.

On the 5-Day View screen, you can perform the following actions:
* Click Roster above the list of students to update the Class Roster.
e Click a student's name to view student profile information.
* Click the date at the top of a column to view the 5 Day Planner screen.
* Click + at the top the Students column to add an assignment to a class.
» Click an assignment abbreviation to enter assignment marks for a class.

« Click [ to add a comment or 2! to view an existing one.
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View the previous week's assignments or assignment's assessments by clicking the left arrow
next to the Date field or view the next week's assignments by clicking the right arrow next to the
Date field. To view a 5-day view of assignments or assignment's assessments for a different class,
select the appropriate class in the Class drop-down list.

- 5-Day View GradeBook | Help | Sign Out
GradeBook

Language Arts 511412018

Mon 51472018 Tue 5M5/2018 Wed S/M6/2018 Thu 51772018 Fri 5M18/2018

Roster + cw cmt HW TS

o
2
o
E
o
ES
o
E

Spelling Words Vocabulary Work. Comma Rules Test
Anderson, Anna 8
Bell, Jacob
Butler, Amy
Clarkson, Michael
Hemmings, Audrey
Hughes, Molly
Hunter, Samantha
King, Christopher
North, Edward

Simpson, Gavin

[ o o e = N I B e o

[ o B B (1 o

7 el o o ool o el ~ @

[ B I B 1™ B
|

[ e e o O o B e o e R o

rErErErErErirErErErEr

Sutherland, Amanda

Exclude Lowest Assignment Mark for a Default or Custom
Setup 1 Class

The Exclude Lowest Mark option can automatically determine the lowest assignment mark for
each student in one or more classes based on all of the student’s assignment scores during a
grading period, and then you can decide whether or not to exclude the mark on an individual basis.
GradeBook displays the recommended lowest assignment mark to exclude, the student’s
calculated overall average before and after the recommended lowest score is excluded,
accompanied by a symbol indicating the affect of excluding the recommended mark on the
student’s average.

GradeBook can only exclude one assignment mark as the lowest mark during a reporting period.
If you use the Exclude Lowest Mark option multiple times during a grading period and a different
mark has become the lowest, the previously excluded mark is re-included, and the new lowest
mark is excluded. However, you can manually exclude an assignment from a student’s grade
multiple times during a reporting period. GradeBook’s automatic calculation does not consider
assignment marks that were manually excluded by a teacher, nor does it apply to classes that use
Custom Setup 2 grading scale.

You can print a copy of the Exclude Lowest Marks screen for your records. The excluded
assignment marks display on the GradeBook Grid and Assignment Marks screen where you
can manually undo or reverse the exclusion, if desired.

1. Onthe Teacher Home Page, below Administration, or on the Class Dashboard, below
GradeBook Administration, click Exclude Lowest Mark.

Note: The Exclude Lowest Mark link does not display on the Class Dashboard
if the class uses the Custom Setup 2 grading scale option.
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2. Onthe Exclude Lowest Marks screen, in the Select the Grading Period drop-down list,
select the desired grading period. The current grading period or grading period that is
currently open for report card entry is the default.

3. Inthe Select the Classes to Include area, select the desired class(es) or class group(s).
If you came from the Class Dashboard, the class or class group you were in is selected
by default.

4. Inthe Select the Assignment Types to Include area, de-select any assignment types
you do not want to include in determining the lowest mark. All assignment types are
selected by default.

5. Click Next.

= = ; o
ProgressBook | - Exclude Lowest Marks GradeBook | Help | Sign Out

0 If the tool is run multiple times for a grading period and a student's lowest mark changes. the old mark will be re-included and
the new mark will be excluded.

This tool will not include marks which were manually excluded by the teacher.

Select the Grading Period:  1st 9 wk ~

Select the Classes to Include: 1Al Classes
[P Spanish - 6th [Ispanish 4 - 2nd

[IStudy Hall - 1st

Select the Assignment Types to Include: All Assignment Types
[MFormative Assessments [ATarea/Quiz/Formative

[ISummative Assessments

GradeBook displays the recommended lowest mark to exclude, the student’s overall

average before and after the recommended lowest score is excluded, the associated
assignment, assignment type, and weight, as well as a symbol indicating the effect of
excluding the recommended mark on the student’s average.

Note: Click Previous in the lower left corner of the screen to return to the
Exclude Lowest Marks selection screen to select different assignment types, if
desired.

6. Inthe Exclude? column, in the row for each student, select or de-select the check box to
indicate the assignment marks to exclude. Check boxes are selected by default for all
recommended lowest assignment marks in which excluding the mark improves the
student's average.

Note: On the Exclude Lowest Marks screen, students display in the order you
selected on the Class Roster screen, if applicable. If you hid a student on the
Class Roster screen, the Exclude Lowest Marks screen hides the student.

Note: Assignments that are not selected are not excluded when you click
Exclude Marks.

Note: Assignments denoted by 1 indicate that excluding the lowest mark
adversely affects a student’s average and are not selected by default. However,
you may choose to exclude that assignment mark.
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7. Inthe Enter a mark comment field, modify the default comment “Lowest mark dropped”
followed by the current date, if desired.

Note: This comment displays inside brackets [Lowest mark dropped mm/dd/
yyyy] in the Comments field on the Assignment Marks screen for the student in
addition to any existing comments.

8. Click Exclude Marks.

The confirmation message “The Following Marks were Excluded on [current date]:”
displays at the top of the screen.

GradeBook | Help | Sign Out

Progfes&ﬁo%k - Exclude Lowest Marks

The Fo ing Marks were E on May 01, 2017: Print
Select the Marks to Exclude
AMERICAN LITERATURE: 11
Student Assignment Type Weight Mark Avg Before Avg After  Excluded

Dunn, Calvert Correct the sentence [V Quizzes 1 410 70.05 C- mnisc- v
Gardner, Tionna Materials Check IV Homework 1 12/20 67.91D+ 68.86 D+ v
Grant, Alvaro Corect the sentence [V Quizzes 1 4/10 6578 D 67.23 D+ ¥
Hawkins, Baylee Short Story Extension IV Class Work 1 25/30 90.91 A- 92.36 A- v
Hudson, Olga Correct the sentence [V Quizzes 1 810 94.65 A 9548 A v
Knight. Galina Reading Section Motes [V Homework 1 22/25 95.63 A 96.69 A v
Mills, Dalton Short Story Notes IV Class Work 1 Missing/30 4313 F 87.32F v
Nichols, Isabella Short Story Notes IV Class Work 1 Missing/30 5510 F 69.23 D+ v
Palmer, Simone Short Story Notes IV Class Work 1 18/30 6645 D 68.00 D+ v
Perkins, Jarret Chapter Reading/VVocab Quiz IV Quizzes 1 Missing/20 7232C- 8153B- v
Rose, Paige Carrect the sentence [V Quizzes 1 6/10 82638 84.08B v
Smith, Finlay Correct the sentence [V Quizzes 1 6/10 8503 B 8644 B v
Spencer, Landon Correct the sentence [V Quizzes 1 410 63.64D 64.97D v
Stephens, Wayland Correct the sentence [V Quizzes 1 410 78.61 C+ 80.79 B- v
Stone, Maximillian Short Story Notes IV Class Work 1 Missing/30 5348 F 63.69D v

Note: To print a copy of the Exclude Lowest Marks screen for your records, at
the top right of the screen, click Print.

Note: To continue to exclude lowest marks for the another class, click Exclude
More Marks in the upper right corner of the website banner to return to the
Exclude Lowest Marks Selection screen.

Exclude Lowest Assignment Mark Symbols

“Exclude Lowest Assignment Mark Symbols” displays the symbols in the & column (Delta
symbol) indicating the effect of an excluded assignment mark on a student’s average before the
mark is actually excluded. Once the recommended mark has been excluded, additional symbols
display in the Excluded column indicating the status of the excluded assignment mark.

Exclude Lowest Assignment Mark Symbols

Symbol Description
1. Student’s average increases.
lv Student’s average decreases.
Assignment has already been excluded.
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Symbol

Description

S

No assignment found to exclude.

v

Assignment successfully excluded.

Assignment has not been excluded.

Undo Exclude Lowest Assignment Mark for a Default

or Custom Setup 1 Class

If you decide that you no longer want to exclude an assignment mark for a Default or Custom
Setup 1 class, you can undo or reverse the exclusion manually for each student.

1. Navigate to the assignment that was excluded and that you now want to be included.

2. On the Assignment Marks screen Marks tab, in the Exclude? list, select the blank
option for the student whose assignment mark you no longer want to exclude.

Progreséﬁo%k - Assignment Marks

GradeBook | Help | Sign Ou

GradeBook

Algebra 2: 01 - Q2 - | 11/11 Page 201 - odd problems ~
Main Standards W
Page 201 - odd problems Student Mark Missing Late Exclude Comments
Homework
S Dutn Ctar " o 0 E—
W0t g Hawkins, Baylee o o L 1
et Hudson. Olga o 0 L 1
20 Knight. Gaiina | = L 1
st Wils Dalton o 0 1
! Nichols Isshela O D L ]
Post the marks to the web?: [] Pelmer. Simone o . l:l
Perins Jart o o /—= ——
Exclude from student averages?: Rose. Paige ] [} ~ [
S, Fiay o o |- —
Addan Assignment Spencer, Landon o o Exclude/Post L 1
Import an Assignment . —
=tepnens. Wayland I—— l:l
Delete the Assignment Stephens. Wayland L] u
Copy the Assignment Stone. Maximillian m} O l:l
Import the Marks
Save
Set all to the following default mark: [ | Include Al
Go
Override existing marks? OYes ®No Exclude All

3. Click Save.

The Exclude option has been removed from the Exclude? list, and any comments inside
brackets in the Comments field have been removed.

Note: You can also reverse the exclusion on GradeBook Grid by typing ! next to

the excluded mark in the assignment field and then clicking Save.
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Transferring a Student's Marks from Class to Class

GradeBook provides several options for transferring a student’s marks from the original class to
the new class. The actual transfer of a student from one class or section to the other must be
completed before transferring the student’s marks in GradeBook. The GradeBook administrator
performs the transfer in Studentinformation, and GradeBook reflects the changes immediately.

GradeBook automatically analyzes the GradeBook setup for both classes and recommends the
appropriate method of transferring the student’s marks. “GradeBook’s Recommendations for
Transferring Students” describes the possible scenarios and GradeBook’s recommendations.

GradeBook’s Recommendations for Transferring Students

If... And/Or/But Then GradeBook Recommends
Classes share And classes use same grading Transfer All Assignment Marks. Follow
assignments... scale option. system prompts.
Classes share But classes do not use same Run Report. Follow System prompts.
assignments... grading scale option.
Classes do not share But classes use same types of Transfer Student’s Past Performance into
assignments... marks (points vs. letter grades), One Assignment. Follow system prompts.

And same grading scale option,
And class that student is transferring
to does not use weights by
assignment type.

Classes do not share But classes use same types of Transfer Student’s Past Performance Into
assignments... marks (points vs. letter grades), Assignments for each Assignment Type.
And same grading scale option, Follow system prompts.

And class that student is transferring
to uses weights by assignment type.

Classes do not share And classes do not use same types | Run Report. Follow system prompts.
assignments... of marks (points vs. letter grades),

Or classes do not use same grading
scale option,

Based on the previous analysis, GradeBook recommends one of the following options:

Transfer All Assignment Marks — Each individual assignment mark is transferred to the
new class; you have the opportunity to verify each assignment that should be transferred
before the action is completed

Transfer Student’s Past Performance into One Assignment — The total of all the
assignments is transferred into a single assignment in the new class; you have the
opportunity to edit the new assignment before it is created

Transfer Student’s Past Performance into Assignments for each Assignment
Type — A separate assignment is created for each assignment type to correctly maintain
weighted averages; you have the opportunity to edit each assignment before it is created

View Student's Progress Report — Assignment mark types or grading scales do not
match; therefore, they are not compatible to transfer marks. This option produces the
Student's Progress Report in a separate window. If classes use standards-based report
cards, the Student Progress Report by Assessments displays.
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Transfer a Student's Marks from Class to Class

Based on the assignment setup used in the original class and the class to which the student is
transferring, GradeBook recommends the appropriate method of transferring the student’s marks.

1. On the Teacher Home Page or Class Dashboard, click Transfer Student Marks.

2. On the Assignment Mark Transfer Tool screen, select the new class in the Select the
class that the student has transferred TO list.

Select the appropriate student in the Select the student who has transferred list.

Select the original class in the Select the class that the student has transferred FROM
list.

Note: Classes without any assignments do not display in the drop-down list.

5. Select the appropriate grading period or date range in the Select the period or date
range of the assignments to transfer list.
The appropriate dates display in the date range fields.

6. Click Check Compatibility.

GradeBook recommends the best option to use based on the assignment setup used in
both classes. The recommendation displays in the Recommendation box on the left side
of the screen. If the classes use standards-based report cards, GradeBook recommends
to use the Student Progress Report.

GradeBook | Help | Sign Out

H'ogressBo'o'k| ~ Assignment Mark Transfer Tool

Use this tool to transfer a student's marks from one class to another

Select the class that the student has transferred TO:  AMERICAN LITERATURE: 11 |+

Select the student who has transferred:  Hawkins, Bayles ~

Select the class that the student has transferred FROM:  \coican LTERATURE 12 v

{Only clesses with assignment marks are shown)

Select the period or date range of the assignments to transfer: Q2 |~ 10/16/2016 F8 to 1712017 2]

Check Compatibility

7. Click the following recommended options in the options box.

* Transfer all assignment marks

i. Verify that the assignments to be transferred are selected in the Transfer?
column.

ii. Click Transfer the Marks.
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The message “The marks were transferred successfully!” displays if the process was
completed successfully.

S ¢ ) GradeBook | Help | Sign Out
ProgressBook\ = Assignment Mark Transfer Tool L0

Transfer the Student's Marks from One Class to Another

The class that the student has transferred TO: AMERICAN LITERATURE: 11
The student who has transferred: Hawkins, Baylee

The class that the student has transfered FROM: AMERICAN LITERATURE: 12
The date range of the assignments to transfer: 10/16/2016 to 1/7/2017
Check the marks that you would like to transfer:
Date Type Description AMERICAN LITERATURE: 11 AMERICAN LITERATURE: 12 | | Transfer?
11/25/2016 Homework Journal #12 10/10 10/10 |

{The marks were transferred successfully! )

Transfer the student's past performance into assignments for each assignment type.

It is recommended that you view the student’s Progress Report and make note of the
total points earned and points possible before proceeding with the recommended
transfer option to let you verify that the transfer is accurate

GradeBook displays the number of points that the student earned for the assignments
of one assignment type in the Points Earned field and the total number of points
possible for the assignments being transferred in the Points Possible field. A
separate assignment will be created for each assignment type. The Post Marks to
the Web option is selected if that option was selected for the original assignment(s).

i. Verify that the points earned and the points possible are correct.
ii. If desired, modify the assignment description and/or assignment type.
iii. Click Create the Assignment.

The message, “The marks were transferred successfully!” displays if the process was
completed successfully.

iv. Repeat step i through step iii to create an assignment for each assignment type.

Transfer the student's past performance into one assignment

It is recommended that you view the student’s Progress Report and make note of the
total points earned and points possible before proceeding with the recommended
transfer option to let you verify that the transfer is accurate.

GradeBook displays the number of points that the student earned for the assignments
in the Points Earned field and the total number of points possible for the assignments
being transferred in the Points Possible field. The Post Marks to the Web option is
selected if that option was selected for the original assignment(s).

i. Verify that the points earned and points possible are correct.
ii. Modify the assignment description and/or assignment type, if desired.
iii. Click Create the Assignment.

The message “The marks were transferred successfully!” displays if the process was
completed successfully.
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GradeBook creates the assignment and automatically excludes all of the other
students in the new class from the transfer assignment.

) _ GradeBook | Help | Sig
ProgressBook| - Assignment Mark Transfer Tool GradeBook | Help [ Sign Out

GradeBook

Dashboard

Transfer the Student's Performance into One Assignment

The class that the student has transferred TO: AMERICAN LITERATURE: 11
The student who has transferred: Hawkins, Baylee
The class that the student has transferred FROM: AMERICAN LITERATURE: 12
The date range of the assignments to transfer: 10/16/2016 to 1/7/2017

Assignment Description: = Transfer progress for Baylee Hawkins
Assignment Type: Homework ~

Assignment Date: 11/25/2016 A

Points Eamed: 178
Points Possible: 200

Post Mark to the Web:

Create the Assignment

Ghs marks were transferred successfullyD

* View the student's Progress Report
The progress report displays.

i. Make note of the student's progress or print the report for reference.

,-’_t . GradeBook elp | Sig
ProgressBook| ~ Assignment Mark Transfer Tool R

GradeBook

Select the class that the student has transferred TO:  AMERICAN LITERATURE: 11 |~

Select the student who has transferred:  Gardner, Tienna ~

Select the class that the student has transferred FROM:  sjyERicAN HISTORY: 12 (Simmons, Carl)

(Only classes with assignment maris are shown)

Select the period or date range of the assignments to transfer: Q2 |~ 10M16/2016 B9 to 1712017
Check Compatibility
Recommendation: Options:

The two classes do not share assignments.
The classes are not compatible for transferring marks. ) §
You can run a Student Progress Report to see the student's past View the student's progress report

performance.

Progress Report by Assessments Lake View Primary School
Student: Day, James HR: Hinds, Ginneen
2ZND QUARTER
Understands skilliconcepts introduced Points: 35140 Average: 5.00 ()
111111 Leaf Project 3a/40

ii. Close the report and return to the Assignment Mark Transfer Tool screen.
iii. Click Dashboard.

iv. Select Add an Assignment and manually create an assignment that will
appropriately transfer the student’s average to the new class.

Once the assignments have been transferred, they display on the Class Dashboard
of the class to which the student was transferred.

8. The teacher of the class from which the student transferred should hide that student in the
class roster. See “Group Classes Together.”
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Classic GradeBook Grid

Note: This section describes the GradeBook Grid previous to ProgressBook Suite
v17.1.0. If you are using the GradeBook Grid v17.1.0 and later, see “GradeBook
Grid.”

For a Default or Custom Setup 1 class, the GradeBook Grid provides a traditional view of
assignments and marks in the GradeBook. In addition to entering marks, you can also perform
the following tasks:

* View period attendance

* Enter daily comments

* Update the class roster

¢ Create Class Assignments for a Default or Custom Setup 1 Class
* Undo exclude lowest assignment mark

* View missing assignment details

For a Default or Custom Setup 1 class, you must enter marks individually by assignment for each
student. The GradeBook Grid displays a separate column for each assignment. At the top of the
grid, each column displays with the abbreviation for the assignment type, due date, and
assignment description. When you hover your cursor over the column heading, a tooltip displays
with the assignment's name, assignment'’s points, and assignment's weight.

Icons, symbols, codes, and colors display on the GradeBook Grid to help you identify missing,

excluded, and late assignments, as well as the status of assignment marks and student progress
alerts. Refer to the “Icons, Symbols, Codes and Colors Used on the GradeBook Grid” table for

more information.

Note: If a Data Entry Symbol displays in the chart below, you can enter those
symbols as appropriate on the GradeBook Grid. Other icons and colors are for

display only.
Icons, Symbols, Codes and Colors Used on the GradeBook Grid
Data Entry Display N
Symbol Codellcon Color Description
? ? Aqua Missing
d Yellow Past due
t t Lt Late
Beige
! ! Excluded
I 1 Excluded but posted to Web
L Excluded as lowest mark
L! Green Excluded as lowest mark but posted to Web
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Icons, Symbols, Codes and Colors Used on the GradeBook Grid

Data Entry Display N
Symbol Codellcon Color Description
L Yellow Student progress alert regarding an assignment was sent.
if Student progress alert regarding an assignment was viewed in
ParentAccess.

VirtualClassroom Quiz

VirtualClassroom Discussion

Display setting preferences can also be modified at the bottom of the GradeBook Grid screen.
Different preferences can be set for each class.

The YTD (Year to Date) Avg Marks displayed in
column displays if the year to red indicate that
date grade calculation has the student earned
been enabled for the report Click the number to more than the
card used in the class. view and print a list possible points for
A ProgressBook. of missing the assignment. Grade Book | Holp | Logout
assignments.
+ GradeBOOk 9 Grade Book Grid
8045 B- 177220 | 8462 (B) F e 7 10 35 19 3
95 45 A 2100220 | 8985 (A) Fd 10 43 10 46 20 4
86 82 B+ 1917220 | 85.53(8) / E4 ] 3% 9 38 21 72
£8.64 D+ 151220 | 8342 8) J(7) 7 0 5 0 ] 21 &6
85.00 B 1877220 | B6.2T (B) Fd 0 45 &l 39 e 58
91.82 A- 202/220 [87.48 (B+) 7 5 12 5 ] 2 5 3
9500 A 200220 | 8634 (B) F 4 10 48 10 43 19 T
85918 189220 | 83.01 (B) = 4 10 35 £] 45 | 19 68
95.00 A 209220 _WB T2 (B i Fg t] 43 9 ul 1

Navigate GradeBook Grid

The website banner at the top of the GradeBook Grid provides several elements for navigating
classes, grading periods, and GradeBook views. You can select an individual grading period in
the Period list or select All to view all of the assignments for the school year. You can also select
any of the available options in the View list to filter the display of information on the GradeBook
Grid. For example, to view class attendance codes for a student for each day, select Period
Attendance in the View list.

For GradeBooks with numerous assignments, page numbers display near the top-right corner of
the grid. Select a page number to navigate to the correct page in the GradeBook.

The class roster is located on the left side of the GradeBook Grid, followed by a column that
displays the student's current average, possible points, and earned points to two decimal places;
for example, 83.27 B 204.5/245. The other columns display year to date average (if year to date
grade calculations have been enabled for the report card used in the class), missing assignments,
daily attendance, and daily comments.
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Numerous elements on the GradeBook Grid display additional information. For example, hover
your cursor over an assignment type abbreviation at the top or bottom of a column to display the
assignment name, possible points (if applicable), and assignment weight. If your school uses
VirtualClassroom and you link an assignment to an online quiz or discussion, 1 or &)
(respectively) display in the column header by the assignment name. Click the icon in order to
view the activity.

Hover your cursor over a mark to display the name of the student and the assignment. Hover your
cursor over a student’s name to reveal the student’s birth date, district and system identification
numbers, grade level, and group assignment, if applicable. You can click a student's name to open
the Student Profile screen where you can view personal and contact information, progress,
attendance, and schedules.

Click the number in the Ms (missing assignment) column for a student to view missing assignment
details or print a list of missing assignments.

Hover your cursor over an attendance code in the Att column for a student to display multiple
attendance codes.

Average Points, Possible Points, Average Percentage, Assignment Weight, and Post Marks to the
Web display directly below the list of students near the bottom of the grid.

Use the View option to filter the
assignments that display or to view
period attendance.

Gratde Boak | Help | Logout
Grade Book Grid
Datid Assianerents - All
Diated Assignments - ExCr
Diated Azgignments - HW
i e it aewnut [ Save ) Dited Assignenents - OZ
Datird Assignments - TPT
i il Floating Assignments T =
B0.45 B- 177220 | 8462 (B) | E N [ eating Assign 19 g
95.45 A 2107220 | B985 (&) | o] = 11 Floating Assi [ ] 7 4
T Ea Diaily Comments s |
06028+ 131220 | 0553 ) x| B EN 2 Parind | Bl 2 L
B8.64 D+ 151,220 | B342 ) | L | B s | B pr | E_]
Chrisling | 8500 B 187220 | B5.27 (B) L 10 5 | 3 N [2 58 | B
- 2l 9182 A 202220 | 87.48 B+) B 2] B | ] = B
Rencic. Carglyn 9500 A 2022 | BEME) Ird 1 ks | o | ks | 19 | B
Retheriord, Jonsthon 8591 B 189220 | 8301 B ré {1 | ] | il =N B
Fieval, Danisl @5 (00 A BT | 8872 (B Ird B ] 5] ] 5] 21| e ] e |
Fayes, Jacqueing B0.45 B- 177220 | 8643 () | 1 rs ] 41 5] a3 16 £
Fobunzon, Megsn 3,18 B 15220 |59.45 (By) Ird B ] 55| B | 3] 17 ] 67 | .
Fiyland, Nigoly T8 C+ 169/220 | 86,63 (B4) | 1 r s B ] 2 =] 75 3
Sausr Ssher W 7000 C- 1547720 | 8185 (81 | 1 rs ] ] 10| 3] 0 | 75 3
Scameschia. Trvar 90,00 A 198220 | 88,34 (B+) 4 B | W7 10 | e5] 0 | 7] £
Schouge Dired 927 A AN | 867 [B) s 10 | “3 ] “3 2 | 73 3
chipssinger, K 79,55 B- 175220 | 62 46 (B) # ] % ] 43 | |24 2
Liuren 7465 C 184220 |77 88 (C#) iIrd 5 B5 | B 2% | 17 | =8 | 3
Sicing Jess 8310 B+ 1947220 | 8571 &) 4 B =] 10 = 0 75 3
Seslman, Kimberty 85 60 B+ 191220 | 85 20 [B) Fd 0 | 42 | B ] a7 | 19 | s | 3
Saro. Brittan 9318 A 2050220 |86 84 (B+) rd 3 =] B ) P21 2 g
Shannon_Bren 8091 B- 178220 | g470 ) | 1 | B 4] 5] 20 ] Bl | 3
89,09 B+ 196/220 | 89.23 (B4) L [ 4| B 4| Bl B | 3
82.27 B- 181/220 | 8117 (B) [F4 3 4z ] B | 19 B2 | 3
iz T 20,45 A 159220 | 00.05 [B+) 7| B 5 ] E 4] ] = [l
Smacdal Erian £6.36 B 190220 |88.38 (B+) I 10 ] B_| 3 ] 2 B2 ] 0
Avarage Points [ 114 a 15 19.8 602 13
Fossible Points (] £ 0 £ 75 75
Poriage Percentag [X] [ 2] £ ] .z Wy
Assignment Weight 1 1 1 1 1 1 1
Post Marks 1o the Web? v o v o v o v
i . e 1
Upstate Roster Create an Assignment | Sive |

GradeBook Grid View Options and Navigation for a Traditional Class
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Enter Class Assignment Marks on GradeBook Grid

You can enter each mark individually for each assignment for each student on this screen, or
when entering marks for the first student on the roster, you can use the option to either Copy
Marks or Clear Marks for all of the students for that assignment or assessment.

The Copy Marks option does not override previously entered marks and late flags. However, it
does override Missing and Excluded indicators for students who were previously marked and
saved as Missing the assignment or Excluded from the assignment. If you want to retain Missing
and Excluded indicators for specific students, enter the flags again prior to using the Copy Marks
option, then click Save.

The Clear Marks option overrides all previously entered marks, Missing indicators, and Excluded
indicators; however, if a student was previously entered as Late for the assignment or assessment
and the assignment or assessment had a previously entered mark, the Clear Marks option
overrides the mark, but it leaves the Late indicator.

When entering marks, you can press the TAB and ENTER keys to navigate on the page. The TAB
key moves the cursor across the screen from left to right. When the cursor reaches the end of a
row, it moves down to the first mark field of the next row.The ENTER key moves the cursor down
the screen from top to bottom. When the cursor reaches the bottom of the Marks column, it returns
to the top of the column. You can also use the arrow keys to navigate on the page.

1. On the Teacher Home Page or Class Dashboard, click GradeBook Grid.

2. Ifyou entered the GradeBook Grid from the Teacher Home Page in the Class drop-down
list, select the class you want to view. If you entered from the Class Dashboard, in the
Class drop-down list, that class displays.

In the Period drop-down list, ensure the current reporting period displays.

In the View drop-down list, select the appropriate assignment view to display.
Click Go.

Note: For a Default or Custom Setup 1 class, if the assignment name does not
display below the date at the top of the assignment column, hover your cursor

over the assignment abbreviation to display the description and identify the
correct column in which to enter marks.

6. Inthe assignment or assessment field for each student, type the appropriate mark.

Note: You can enter a mark for the first student on the roster and use the Copy
Marks option.

Note: To enter numeric assignment marks quickly, press the number keys and the
ENTER key on the number pad area of the keyboard to move from field to field.
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7. Click Save.

Note: If the school sends student progress alerts and parents subscribe to them,

a yellow alert icon <!\ displays next to an assignment that was posted to
ParentAccess and marked as missing or received a low mark. After a parent

views the alert, the icon turns green _'\5

Grade Book Grid

ProgressBock
GradeBook' v

Dashboad Class: [T 1~ VR 1. Assignments - Al ~
2
1y w1 o
Studant Avg Ms | Att | cmt oz 5/10 si1z 9/13 5 e s% I
h 1 WS ©h 1 Quiz Quiz Review ©h 2 Test Chapter Test g 10 Worksheet 234 B r|
kancn hana BOET A
Ditnco Megan e 7 ] 10 0 ] 5 =
6350 — = =
) i B (2) 5 i B &
nabanh Raby 41115 z | L& | - @
Doty Hata ;ﬁ?‘:‘?__lu 4 75 £] ] (] ] B 2
: 8857 B+ - : " 0 I /=
Hubard Waren “are Fd T T ] 10 \a [ ] 9 | 22

. Student Progress Alert Icon ’

Exclude an Assignment from an Individual Student's Grade on GradeBook Grid

1. To exclude the assignment for a student and to not display it in ParentAccess, on the
GradeBook Grid, in the assignment field, type !.

2. Click Save.
Exclude an Assignment from an Individual Student's Grade on GradeBook Grid

and Post to ParentAccess

1. To exclude the assignment for a student and display it in ParentAccess, on the
GradeBook Grid in the assignment field, type !l.

2. Click Save.
Note: To re-include an assignment mark on the GradeBook Grid, type ! next to

the mark in the excluded assignment field and click Save. The mark is
recalculated into the student's average.

Note: The assignment must be marked Excluded and Post (!!) to ParentAccess
if Post Marks to the Web? is already selected.

Set Display Preferences on the GradeBook Grid

You can customize the display of information on your GradeBook at any time by changing the
Display Preferences at the bottom of the screen. You can set different preferences for each class
in your GradeBook.

1. On the Teacher Home Page, click GradeBook Grid.

2. On the GradeBook Grid screen, from the Class drop-down list, select the appropriate
class.

From the Period drop-down list, select the appropriate grading period, if needed.
Click Go.
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5. Select the Show or Hide option for the following preferences:

¢ Student Averages Column

* YTD Averages Column (if Year to Date grade calculations are enabled for the report
card used in the class)

* Missing Assignments Column

* Homeroom Attendance Column
* Daily Comments Column

* Assignment Names

Note: The default option for the preferences is Show. Select Hide if you do not
want the item to display on the GradeBook Grid.

6. In the Assignments per Page field, enter the number of assignments to display.
Note: The default option is 10.

7. Inthe Colors/Codes drop-down list, select one of the following options:

¢ Use colors to show exceptions (default) — Colors that denote missing, past due,
late, and excluded assignments display on the GradeBook Grid

¢ Use codes to show exceptions — Codes that denote missing, past due, late, and
excluded assignments display on the GradeBook Grid

* Use colors and codes — Both codes and colors that denote missing, past due, late,
and excluded assignments display on the GradeBook Grid

In the Default View drop-down list, select the desired view.

For the Days to Display options, select the check box to display daily comments and
period attendance on the GradeBook Grid.

10. For the Default page to display options, select one of the following displays as the Default
page:
* First Page
* Last Assignment Due — Displays the page in your GradeBook Grid that contains
the assignment with the most recent due date
* Last Page.

11. Click Save Preferences & Refresh Page.

Display Preferences

This page can be customized for each of your classes. Choose your preferences and press the "Save" button.

Student Averages Column: ®Show CHide  pcsignments per Page: 5
Missing Assignments Column: ®Show CHide

5 Colors/Codes: Use colors to show exceptions |~
Homeroom Attendance Column: OShow ®Hide
Daily Comments Column: ®Show CHide Default View: Dated Assignments - All v
Assignment Names: ®Show OHide Days to Display: M TWTh F SaSu

(for attendance & comments) (mi|

Default page to display: OFirst Page
OlLast Assignment Due
®Last Page

Save Preferences & Refresh Page
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Classic Assignment and Assessment Marks

Note: This section describes the Assignment Marks screen previous to
ProgressBook Suite v17.2.0. If you are using the Assignment Marks screen
v17.2.0 and later, see “Assignment and Assessment Marks.”

Enter Class Assignment Marks for a Default or Custom Setup 1 Class
on Assignment Marks Screen

You can enter marks for an assignment that applies to the whole class from the Assignment
Marks screen. The marks given for assignments are calculated in students' averages unless you
choose to exclude a specific assignment. GradeBook does not include an assignment in students’
averages until a mark is entered for it or the assignment is designated missing. You must have
shared your GradeBook with other teachers before they can enter marks for an assignment for
you.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. On the Assignment Marks screen, in the Mark column, enter a mark for each student.

Note: Use the ENTER or TAB keys to move down each column. Use the arrow keys
to move across the screen to the next column.

Note: To save time, you can enter a default mark for an assignment for all
students, and then change individual student marks as necessary.

Note: When making an entry for the first student on the roster, you have the
option to Copy Marks or Clear Marks in any column. If you click Copy Marks in
the first field in the column, the value copies to all fields in that column. If you click
Clear Marks in the first field in the column, the value is cleared from all fields in
that column. Copy Marks does not overwrite values entered previously, but Clear
Marks deletes all values in the column.

Note: You can change the weight of an assignment, if desired. If you set the
weight of an assignment to zero, a warning message displays below the Weight
field informing you that the students’ marks will be displayed unless you select the
Exclude from student averages? check box to hide marks.

Note: If you linked the assignment to a VirtualClassroom activity, the # Tries
column displays how many times a student has submitted the activity for grading,
and the Status column displays the student’s progress on the activity. If a student
has not yet viewed the activity, the status column is blank. An assignment status
of Graded provides a link to the activity grading screen for VirtualClassroom. (For
more information, see the ProgressBook VirtualClassroom Teacher Guide.)

3. You can perform any of the following optional steps while entering assignment marks:

a. Leave the Mark field blank, and in the Missing column, select the check box to mark
a student’s assignment as missing.
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Note: Using this option instructs GradeBook to calculate the assignment as
zero (0) in the student’s average and ensures that the assignment is included
on the Missing Assignment Report.

b. In the Late column, select the check box to mark a student’s assignment as late.

Note: Using this option does not affect the student’s average and ensures that
the late assignment displays on the Student Progress Reports.

c. To exclude the marks for an assignment, in the Exclude drop-down list, select the
appropriate option.

d. On the left side of the screen, select the Exclude from student averages? check
box to exclude the assignment marks from all students’ averages.

e. Inthe Comments column, enter a comment regarding an individual student’s mark
for this assignment.

Note: In any column, after entering text or a mark, you can click in the first
field, and then click Copy Marks to apply the text or mark to all of the students
in the grid. Click Clear Marks to delete all text or marks in the column.

4. Click Save.

Note: You can hover your cursor over a student’s name to reveal the average;
year-to-date (YTD) average (if year-to-date grade calculations were enabled for
the report card used in the class); date of birth; district and system identification
numbers; grade level; and group assignment, if applicable.

Note: Clicking on the student’s name will take you to the Progress tab of the
Student Profile screen. Save your grades before navigating to the Student
Profile screen.
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Note: When you are on the Assignment Marks screen and you have a Default or
Custom Setup 1 class selected and switch to a Custom Setup 2 class in the
current grading period, then GradeBook takes you to the Assignment Marks
screen for that class and defaults to the first assignment on the Class

Dashboard.

Pragressbc?b’k - Assignment Details

GradeBook | Help | Sign Out

GradeBook

| APPLIED SOCIAL STUDIES 2 + | | 7/3 Chapter 15 Quiz  ~
W stangards || warks |
%T;;Z’;E Quiz Student Mark Missing Late # Tries ) Exclude Comments Status
Date Assigned: Addis, Thomas Fﬂ—\ O O 1 : v} : } Graded
e Adler Hana 1 v Viewed
szfjﬁfj = Cabuk, Hilary. bt 1 [ v | Graded
04 @ — 2Jeeias 1 [ v | Graded
. MacBoyle. Brian 20 ] 1 [ v [ ] Graded
Points: Reilly. Timothy O O 1 [ v [ | Graded
Gl Rideskil. Youseff [18 ] O [m] 1 [ v [ ] Graded
plleight Roble_Katherine | O 0 1 [ v] [ ] i
. Rothermel. Meghan | | [ O 1 [ v | Stared
Post the marks to the web?: RuEIe.r —_— e 2 2 ! | ] l - ‘ Gradec
Safavi, Joshua o] O O 2 [ v [Deducted 2 points for redo | Graded
Exclude from student averages?: O Sawayda, Aubrey I:I a a | v‘ | ‘
Schweigert, Michael [ | O O 1 [ V] [ ] Partial
Si. David 7] O O 1 [ v [ ] Graded
%nt Smelzer, Zachary ] .D. O 1 . [ v [ | Redo
“mport an Assignment Student Mark Missing Late # Tries Exclude Comments Status

Delete the Assignment

Mark an Assignment as Missing for a Default or Custom Setup 1 Class

You can indicate that a student did not turn in an assignment by selecting the Missing check box
on the Assignment Marks screen. This option instructs GradeBook to calculate the assignment
as zero (0) in the student’s average, and ensures that the assignment is included on the Missing

Assignment Reports.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you

want to enter marks.

2. On the Assignment Marks screen, in the Missing column, select the check box next to
the student(s) who did not turn in the assignment.
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3. Click Save.

o . Home | Grade Book | Help | Sign Out
ProgressBook | -~ Assignment Marks ome | Grade Book | Help | Sign

Grade Book

| Algabra 2: 01 | |Q2 ] [11/11 Page 201 - odd problems - |
Page 201 - odd problems Student Mark Missing Late Exclude Comments -
Homework
B Adamczyk. Jennifer 8 O O -
Date Assigned:
B/3/2016 Nader Adelaide 10 O O -
Date Due: Nadig. Cheridan 8 O O A
5./‘1-04'2016 Pruc. Shannon 8 O O -
Points:
1 Randjekovic, Christina 10 O O -
Weight: Reesey. Kathryn O -
1
Rencic. Carolyn 10 O O - |
Post the marks to the web?: Retherford. Jonathon 10 ] O -
Yes Revall_Daniel 9 0 0 -
Reyes. Jacqueline -
Exclude from student Reyes. Jacqueline ° O O
averages?. No Robinson_Megan 8 O O -
Ryland_ Nicole 8 O O -
Add an Assignment
Sauer. Saher W 8 O O -
Import an Assignment
Delete the Assignment Lottt it 8 ] ] - B
Copy the Assignment Scheuer. David 10 O O -
Import the Marks Schlessinger. Kevin 9 O O -
Schoonover. Lauren 8 O [} hd
Scina, Jessica 9 O O -
Seelman. Kimberly 10 O O -

Note: When entering marks on the GradeBook Grid, enter ? in the Assignment
field to indicate that the assignment is missing.

Note: If you posted a Default or Custom Setup 1 class assignment to
ParentAccess, the assignment displays as missing and shows the amount of
points the assignment was worth.

Mark an Assighment as Late for a Default or Custom Setup 1 Class

You can indicate that a student turned in an assignment late by selecting the check box in the Late
column on the Assignment Marks screen. Using this option does not affect the student’s average
and ensures that late assignments display on the Student Progress Reports.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. On the Assignment Marks screen, in the Late column, select the check box(es) next to
the student(s) who turned in the assignment late.
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3. Click Save.
HogreséfB&'k - Assignment Marks GradeBook | Help | Sign Out
|Algebra2: 01 | {Q3 | Page 201 - odd ~
Wsin || Standards W
Page 201 - odd problems
Homework Student Mark Missing Late Exclude Comments
Date Assigned: Adameyzk, Jennifer 10 O O I | [ ]
2142017 B8 Mader Adelaide 10 O O [ ] [ ]
DaaDue; Nadig. Cheridan 10 m] O | ~] [ ]
20152017
; e Pruc. Shannon 10 O O I ~| [ |
Points:
10 Randjekovic. Christina 3 m} m} I | [ ]
Weight: Reesey Kathryn 10 O O [ ] [ ]
1 Rencic. Carolyn 6 m} O ‘ Vl ‘ ‘
Retherford. Jonathon 10 O O I ~| [ |
Past the marks to the web?: Revall, Daniel 10 (] (] [ ~] [ |
Exclude from student averages?: ] e 9 m m ‘ Vl ‘ ‘
Robinson. Megan 10 O [m] [ v [ J
Ryland. Nicole hd
At o Assionment Ryland, Nicole 10 O O [ | [ |
Import an Assignment Sauer, Saher 7 O Late: 3 points deducted
Delete the Assignment Scamecchia. Trevor 10 O O [ ] [ ]
Copy the Assignment =
Import the Marks Scheuer. David 8 o o \ - \ |

Student Mark Missing

-
o
=L
[

Exclude Comments

Note: On the GradeBook Grid, if the assignment was marked late, the
Assignment field displays light beige or “t” displays next to the mark.

Note: If you posted the assignment to ParentAccess, on the Assignments
screen, in the Info column next to the Mark column, an “L” with an orange
background displays for the assignment.

Note:

Exclude Assignments from Students' Grades for Default
or Custom Setup 1 Class

You can exclude an assignment from students' grades both for an entire class and on an individual
basis. When you exclude an assignment, you can choose whether or not to display that excluded
assignment in ParentAccess.

Changing the weight to zero (0) results in the assignment being excluded from all student
averages. If you change the assignment weight to 0, de-select the Exclude from student
averages? check box, and click Save, the Exclude from student averages? check box remains
selected. To re-include an excluded assignment mark with a weight of 0, change the weight to 1
or more on the Assignment Details screen, de-select the Exclude from student averages?
check box, and save.
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Exclude an Assignment from Students' Grades for the Entire Default or Custom
Setup 1 Class

1. On the Assignment Details screen, on the Main tab or Marks tab, select the Exclude
from student averages? check box.

2. Click Save.

o . GradeBaok | Help | Sign Out
ProgressBook| ~ Assignment Marks AT DL
GradeBook
Dashboard / 5 Day / Grid (e Algebra 2 01 'QZ ~ e 11411 Page 201 - odd problems =
TRl Marks |
Page 201 - odd problems Student Mark Missing Late Exclude Comments
Homework
e - . o o —
T I o0 —
T Gt Aba oo —
MA016 Hawkins. Baylee O t ]
Poins: Hudson. Olga o o I
2 Knight Galina | | L 1
fciis Mills. Delton o o L 1
' lishols Isabella o o 7]
Parins. oot o o —
Exclude from student averages? Bose. Poige o o L 1
Smith, Finlay o o 7]
Add an Assignment Spencer. Landon m} O l:l
Import an Assignment
Stephens, Wayland L |
Delete the Assignment Sensn i m m
Import the Marks
Save

Note: If the Post the marks to the web? check box is selected, the excluded
assignment displays in ParentAccess.

Exclude an Assignment from an Individual Student's Grade for a Default or
Custom Setup 1 Class

1. To exclude the assignment for a student and not display it in ParentAccess, on the
Assignment Marks screen, from the Exclude drop-down list, select Exclude.
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Note: Click Exclude All to quickly exclude the assignment from all the students'
grades. Click Include All to remove the Exclude option from all of the students.

% : GradeBook | Help | Sign O

ProgressBook| - Assignment Marks e
GradeBaok

Dashboard / 5 Day / Grid 61 Algebra 2: 01 M Period: [eF ~ s 11711 Page 201 - odd problems =
TRl Marks |

Page 201 - odd problems Student Mark Missing Late Exclude Comments
Homework

S Dunn. ot . o 0 —

e Gacr Tomng o D 1
Date Dus: Geant. Avaro o o I

Y Haukins, Bayis o O L 1
e Hudsen. Olga o 0 L 1

2 Knight. Galina o 0 L 1
il bils Dattan o o I

! Hichols. Isabella o O I
P Palmer. Simone o 0 L 1

Parins.Jars SRR SR w— R
Exclud fom suden 220087 1 fuse Pae o o (I F —
St Finzy o o —

At S —_— 0 0 | [Ewers 1
Import an Assignment ]

Delete the Assignment Steohens, Vaviand m u

Copy the Assignment Stone. Maximillian O O ]
Import the Marks

Save
Set all to the following default mark- [ | R
.
Override existing marks? OYes @No ]

2. Click Save.

Exclude and Post an Assignment from an Individual Student's Grade for a Default
or Custom Setup 1 Class

1. To exclude the assignment for a student and display it in ParentAccess, on the
Assignment Marks screen, from the Exclude drop-down list, select Exclude/Post.

Note: Click Exclude/Post All to quickly exclude and post the assignment for all
the students' grades.

Note: The Exclude/Post option is available only if the assignment marks are
posted to ParentAccess. When the Exclude/Post option is used, the assignment
displays as excluded with the assignment's point value in ParentAccess.
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— . GradeBook | Help | Sign Out
ProgressBook | -  Assignment Marks TR e
GradeBook
Algebra 2: 01 - Q2 - 11/11 Page 201 - odd problems ~ |
lain || standards. m
Page 201 - odd problems Student Mark Missing Late Exclude Comments
Homewaork
. Dun Caben 16 —
Date Assigned: e g o
102412016 B Gardner, Tionna t O L 1
e ant s oo —
wneots g Hawkins_ Baylee i o ]
Points: Hudsen. Olga = o L 1
2 gt Gaina o o —
Weight Mils. Daton 0O o —
Palmer Simone i L 1
Post the marks to the web?: [ E— e | d o
Patkins. Jare e B e —
Exclude from student averages?: l:l
g Rose Paige O m} Excluds
S, Fn o o (s —
Add an Assignment Spencer. Landon = o L 1
Import an Assignment b
Stephens, Wayland L 1
Delste the Assignment Stephens. Wayland L m
Copy the Assignment Stone, Maximillian O m} ]
Import the Marks
Save
Set all to the following default mark: [ | nclide Al

Go Exclude All

i 7
Override existing marks? OYes ®No ErcioPast Al

Import Assignment Marks for a Default or Custom Setup 1 Class

You can import assignment marks from a third-party testing or scanning device for any
assignment, except for floating assignments, during any grading period except in the “+” grading
period. The file you are importing must be a .csv (comma separated values) file that contains the
student's district ID in the first field and assignment mark in the second field. You can import
assignment marks into a class group only if the assignment was created in that class group. If the
assignment was originally created in one of the classes included in the group, then you have to
import the assignment marks from the class in which the assignment was created. Once you have
imported the file, the assignment marks display on the Assignment Mark Import screen next to
the current assignment marks for you to review before saving. You also have the option to
overwrite existing marks.

1. On the Assignment Marks screen, click the Import the Marks link.

2. Onthe Assignment Mark Import screen, click Browse to find the appropriate .csv file on
your computer.

On the Choose file window, navigate to the appropriate file and then click Open.
Click Import the marks.

The students for which marks were imported, their imported marks, their current marks,
the symbols indicating the status of their imported marks, and any error messages display
in the grid.

GradeBook checks the .csv file for the following requirements before the marks are
successfully imported:

¢ Valid student district ID

* Student must be enrolled in the class for which the assignment marks are being
imported
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¢ Assignment mark must be valid for assignment type associated with assignment
* Assignment mark cannot be longer than 100 characters

If any of these requirements are not met after the file is imported, various error messages
may display describing the reason the marks cannot be imported.

5. Ifitis necessary to designate the first row in the file as the header row, select the Yes
option for First row contains headers?, browse for the file to import and click Import the
Marks.

Note: You can click the Return to Assignment link in the website banner at any
time to return to the Assignment Marks screen.

6. To overwrite the existing marks with the imported marks, select the Yes option for
Override existing marks?.

Note: If an assignment was previously marked as Missing, when you save the
imported marks file, the assignment is no longer Missing. Saving the imported
marks file, however, does not overwrite an assignment that was previously
marked as Excluded or has comments associated with it.

7. Click Save.

The imported marks displays on the Assignment Marks screen.

Note: You can hover your cursor over the student's name to view an updated
average.

Import Assignment Mark Symbols for a Default or Custom Setup 1 Class

“Import Assignment Marks Symbols for a Default or Custom Setup 1 Class” displays the icons,
warnings, and error messages that may display on the Assignment Mark Import screen while
importing an assignment marks file for a Default or Custom Setup 1 class.

Import Assignment Marks Symbols for a Default or Custom Setup 1 Class

Display Icon Status Error Message

v

Assignment mark is valid. N/A

Imported and current marks do not match. | “Warning! The marks do not match.”

Assignment marks is invalid. “Error! The student is not valid for this class.”
@ “Error! External Student Id is missing.”

“Error! Special characters are not permitted in an
student Id.”

“Error! Duplicate student.”
“Error! Mark is invalid for the assignment mark type.”
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Classic Assignment 5-Day View

Note: This section describes the 5-Day View screen previous to ProgressBook
Suite v18.0.0. If you are using the 5-Day View screen v18.0.0 and later, see
“Assignment 5-Day View.”

The Assignment 5-Day View provides a view of assignments or assignment's assessments by day
for 5 days at a time for a class in a table format. Click 5-Day View on the Teacher Home Page
or Class Dashboard.

On the 5-Day View screen, you can click JBE above the list of students to update the Class
Roster. Click a student's name to view student profile information. Click the date at the top of a
column to view the 5 Day Planner screen. Click B at the top of a column to add an assignment
to aclass. To enter assignment marks for a class, click the assignment abbreviation. You can view

existing daily comments, if any, or add them by clicking E

Note: View the previous week's assignments or assignment's assessments by
clicking the left arrow next to the Monday column or view the next week's
assignments by clicking the right arrow next to the Friday column. To view a 5-
day view of assignments or assignment's assessments for a different class, select
the appropriate class in the Class drop-down list.

Pr 7.Bb.b'k| « 5.Day View GradeBook | Help | Sign Out
E M 2102017 Tu amizor7 » W 41212017 Th ansior Fanazoiz »
Cmt Cmt Cmt Cmt Cmt
Anderson Journey rd # # Fd 7
Brown Garrett 7 IE4 P4 W [z
Harris Waneta 7/ ; 7/ 7/ 7&"
Jackson Lainey rd Fd [Z Ei ré’
Johnson Danielle rd Fd [# Fd P
Jones Aria 2 # ¥4 Fd 2
Miller Phineas [# [ / Fd /
Moore Braxton z [4 .7/ Z Fé
Smiles Sebastian w4 Fd 4 Fd (4
Smith Flannery [z 4 [Z 7z £
Taylor Casey 7 @ 4 z =
Thomas Odin = — 7 - B
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Grades

Interim and Report Card Grades

The Interim/Report Card forms sent to students' parents are custom designed by the GradeBook
system manager, but teachers enter the grades that display on these forms. You can enter grades
by student, class, or class group.

Enter Interim/Report Card Grades by Student

On the Interim/Report Card forms, you can use the ENTER or TAB keys to move from field to field.

1.

On the Teacher Home Page or the Class Dashboard, click Enter Interims or Enter
Report Cards.

On the Interim Entry screen or Report Card Entry screen, in the Class list, select the
desired class or class group.

Note: Select All Classes to enter grades by student and to include all subjects for
which you have that student at the same time.

(Optional) In the second drop-down list below Classes, select a grade level by which to
filter students.

In the Rpt list, select the desired interim/report card. More than one interim/report card
may display in the list.

Click the appropriate student in the list of students on the left side of the screen.
Note: Click a student's name to open the Student Progress window, which
displays assignments grouped by assignment type; individual assignment
weights; marks; missing, late, or excluded assignments, if any; and comments.

Select the check box above the current quarter.
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7. Click ~ to automatically calculate and populate the grade using the marks previously
entered in the grade book.

GradeBook | Help | Sign Out|

Pro_qresé?B'uo'@'k ~ Report Card Entry

GradeBook

Steven Diem Rpt: 2nd Grade Report Card | ®
Casss Check the columns to calculate, then press the = button
All Classes ¥ Class Assessment at Click here to calculate the averages. |
) Reading - Gr 02 Overall Grade - »
Crislac D: 999831036
02 - Avg: Mark: Applies phonics skills as presented -
Points: 0/0 Applies reading as presented -
Deem, Jordan HR Absent: 0 Tardy: 0 -
Deemer. Cherine Per Absent: 0 Tardy: 0 Recognizes vocabulary -
Denes, Clair Reads fluentl -
Dew, Jessica Demonstrates comprehension -
Dewan, Sasha
Dewey, Jacab Applies higher level thinking skills =
Deyling, Michael Math - Gr 02 Overall Grade - C
Dial, Carla ID: 998881036
DickiIEnD Avg 89.09 Mark: B+ Understands concepts for current work -
Diehl, Mary Paints: 49/55 Knows math facts for current work -
HR Absent: 0 Tardy: 0
Dielman, Xhesi Per Absent. 0 Tardy' 0 Applies problem solving skills -
Diem, Steven g V-
Comment -
Comment#2 -

Note: For secondary (traditional) interim/report cards, the YTD Average displays
below the Points if YTD calculations were enabled for the interim/report card.

8. To override the automatically calculated interim/report card grade, select the grade and
change it.
9. Close the Valid Marks window.

Note: Valid mark types were previously entered by the GradeBook system
manager.

Note: You can enter an unlimited number of different mark types for a student’'s
interim/report card; however, the system may perform slowly if a large number of
mark types are entered.

10. Select the appropriate code(s) from the list for each student.

1.0f [ 4 displays in the Reporting Period column, click it to open the Comment window,
and perform the following:
a. Enter a free-form comment.
b. Click Update.

The Comment window closes.

Note: If you have entered a free-form comment, once you have refreshed the

screen, you can hover your cursor over = to display the comment.
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12. Click Save Next to save the grades for that student, and proceed to the next student, or
you can click Next or Previous to change students without saving grades.

Note: If your district administrator enables threshold override for this report card,
and the student’s grades are below the minimum or above the maximum
threshold, a warning message displays to inform you that the grades are subject
to rounding and that any grades below or above the administrator defined
threshold(s) will be rounded up or down to the respective threshold.

13. Continue to perform step 5 through step 12 for each student.

Note: You may use the @ and @& icons to jump to the top or bottom of the list if
the class includes a large number of students.

Note: A red outline appears around the field ( ) if the grade has not been
saved.

Enter Interim/Report Card Grades by Class
On the Interim/Report Card forms, you can use the ENTER or TAB key to move from field to field.

1. On the Teacher Home Page or the Class Dashboard, click Enter Interims or Enter
Report Cards.

2. On the Interim Entry screen or Report Card Entry screen, in the Class list, select the
desired class or class group.

3. (Optional) In the Grade Level drop-down list, select a grade level by which to filter
students.

4. Click Show All Students below the Classes area.
Note: To enter grades by student, click the appropriate student in the list.

5. Inthe Rpt list, select the correct interim or report card. More than one report card may
appear in the list.

Note: Only the report card(s) associated with the students in the class or in the
classes included in the class group display in the list.

Note: In class groups, teachers can enter grades only for the students associated
with the selected report card.

Note: Click a student's name to open the Student Progress window which
displays assignments grouped by assignment type; individual assignment
weights; marks; missing, late or excluded assignments, if any; and comments.

6. Select the check box above the current quarter.
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7. Click ~ to automatically calculate and populate the grade using the marks previously
entered in the grade book.

Note: For secondary (traditional) report cards, the Year to Date (YTD) Average
displays below the Points if YTD calculations were enabled for the report card.

To override the automatically calculated interim mark, select the mark, and change it.
Close the Valid Marks window.

Note: Valid mark types were previously entered by the GradeBook system
manager.

Note: You can enter an unlimited number of different mark types for a student’s
interim/report card; however, the system may perform slowly if a large number of
mark types are entered.

10. Select the appropriate code(s) from the list for each student.

11.1F [ 4 displays in the Reporting Period column, click it to open the Comment window.
a. Enter a free-form comment.
b. Click Update.

The Comment window closes.

Note: If you have entered a free-form comment, once you have refreshed the

screen you can hover your cursor over F 1o display the comment.
12. Click Save.

Note: If your district administrator enables threshold override for this report card,
and any of the students’ grades are below the minimum or above the maximum
threshold, a warning message displays to inform you that the grades are subject
to rounding and that any grades below or above the administrator defined
threshold(s) will be rounded up or down to the respective threshold.

Note: When entering grades by class, click the name of the student to open the
Student Progress window.
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Note: You may use the @ and @ icons to jump to the top or bottom of the list if
the class includes a large number of students.

GradeBook

Dashboard

Classes:

All Classes

Grade Level:
Math - Gr 02: 01

** Show All Students ™
DiMino, Nadja

Dipolis, Taylor

Divish, Keiara

Duffy, Brendan
Householder, Morgan
Howard, Jack

Hujarski, Kyle

Hula, Bach

Huller, Julia
Humerickhouse, Emma
Humphrey, Eric

Hunt, Jaymie

Hunter, Lauren
Huppert, Elise

Math - Gr 02

Check the columns to calculate, then press the = button.

Student

DiMino Nadja

ID: 999834286

Avg: 89.39 Mark: B+
Points: 219/245

HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

Dipolis Taylor

ID: 999001214

Avg: 91.43 Mark: A-
Points: 224/245

HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

Divish Keiara

ID- 999044929

Avg: 92.65 Mark: A
Points: 227/245

HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

Assessment
Overall Grade

Understands concepts for current work

Knows math facts for current work
Applies prablem salving skills
Comment

Comment#2

Owerall Grade

Understands concepts for current work

Knows math facts for current work

Applies problem solving skills
Comment

Comment#2
Overall Grade

Understands concepts for current wark

Knows math facts for cument work
Applies prablem salving skills
Comment

Comment#2

ProgressBook| - Report Card Entry SEEElS BP0}

Rpt: 2nd Grade Report Card ~  (©

(] Q2 Qi o4

Note: A red outline appears around the field (

saved.

) if the grade has not been
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Seating Chart

You can create a visual reference of a classroom’s physical arrangement in a seating chart that
includes information about each student. Once you have created it, you can perform any of the
following tasks on a seating chart:

Customize

Copy

Enter daily attendance (see “Enter Daily Attendance on the Seating Chart” )
Enter period attendance (see “Enter Period Attendance on Seating Chart” )
Print

Delete

Create a Seating Chart

You can create a visual reference of a classroom’s physical arrangement in a seating chart that
includes customized information about each student. GradeBook provides many options for
adjusting the color and size of desks, displaying students' pictures on desks, taking or displaying
attendance, and displaying comments.

1.
2.

On the Teacher Home Page or Class Dashboard, click Seating Chart.

On the Seating Chart Main Settings screen, in the Enter a name for the seating chart
field, enter a name.

In the Select the Class, Class Group, or Homeroom field, select the desired class or
group.

. You may perform any of the following optional steps when creating a seating chart:

* In the Enter comments for printing field, enter a comment that displays on the
printed seating chart.

* To display additional information for each student, select any of the following options:

- Show Comments — Displays individual student comments, if any, on the student
desk.

- Show HR Attendance — Displays the daily attendance code on the student desk.

- Show Student Pictures — Displays a picture of the student on the desk, if
available.

¢ To change the size of the desk, click the bottom-right corner of the white square, and
then drag the cursor until the desk is the desired size.

* To change the color of the desk, click the Desk color drop-down, click the color you
want using the gradients, and then click choose.

¢ To change the color of the text on the desk, select Black or White in the Choose a
color for desk text.
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For Set attendance options, select one or both of the following options:
- Allow homeroom attendance to be taken with this chart
- Allow period attendance to be taken with this chart

GradeBook automatically generates the number of rows in the seating chart based on
the number of students on the class roster. To set the number of desks to display in
horizontal rows or vertical rows, on the Seating Chart Desk Arrangement screen,
enter a number in the Enter the number of desks across field OR the Enter the
number of desks down field. The desk arrangement is determined by the number of
desks per row across or down but not both.

5. Click Save Next.

¢| = Seating Chart

O el aMicd) el bl vl

Main Settings

1 Enter a name for the seating chart:  pyam g

Enter comments for printing:

Select the Class, Class Group,

MATHEMATICS & 10 v
or Homercom:

Choase the information to display [Show Comments
4 for each student: EiShow HR Astendance
EShow Student Fictures

Set the student desk size and color:
Te chacge P dush sze. ok (b betlom right weoa of the.
5 s s S e o s R—— Desk color- [ |
8 Choose a color for desk text:  ®Black CWWhite
Sel altendance options. [lAllow homercom atlendance Lo be taken with this chart
7 ClAllow period attendance to be taken with this chart
(Parina amansance i wat svailatia for homassams |

wancel choose

6. Inthe Choose the order for assigning the seats drop-down list, select the appropriate
order of desks.

7. Click Arrange Desks.

Progressm - Seating Chart

GradeBook

Dashboimd

GradeBock | Help | Sign Oul

O 2188l /| e lind

Desk Arrangement

This wtility will rearrange the desks based on the options that you choose.
Enter the number of desks across:

1 OR
Enter the number of desks down:

2 Choose the order for assigning seats:  Roster Order Honzontal Fill

' Arrange Desks |

The desks display on the Seating Chart screen.
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Customize a Seating Chart

Once you have created a seating chart, you can customize it by using the buttons on the toolbar
displayed on the Seating Chart screen. To see a description of the icon, hover your cursor over
it. “Seating Chart Icons and Descriptions” displays the icons with their definitions.

Seating Chart Icons and Descriptions

Icon Description Icon Description

Create a new seating chart Add students to the seating
Dl +E| chart

Edit the seating chart setup Add empty desks to the
|,@ +I:I seating chart

Display the seating chart Add labels to the seating
EE - chart

Auto arrange the desks Take daily attendance
N v

Manually arrange the Take period attendance
£ desks ‘,.-r|

Edit or add comments, and Print the seating chart
il edit or delete items on the |@‘

seating chart

ProgressBook GradeBook Teacher Guide: Traditional

134



Seating Chart

Add a Label to a Seating Chart

You may add a label to a seating chart to provide additional information such as an emergency
exit location. This can be especially helpful to substitute teachers who may not be familiar with the
school building.

1. On the Class Dashboard, click Seating Chart.

On the Seating Chart screen, click abe on the toolbar.

On the Edit or Add a Label screen, enter the label in the Enter the text for your label
field.

In the Set up the font style Size drop-down list, select the desired font size.

(Optional) Select the Bold? option to make your text bold.

Click Save.

Enter the text for your label: |, 5

Setup the font style: Size: 12pt |v
Bold?]

Save

7. On the Seating Chart screen, move the label to the desired position on the seating chart.
8. Click Save.

9. Click Exit.
— t .
ProgressBook | - Seating Chart
GradeBook First click SAVE,
gt and then click ExiT.

@ o [ )
=Y <
= \{ "

Brenda Fairfax ida

Shaw Smith Warren

4 F"'L

Stephanie Gwendolen
Morales Ramos

g A |

arlo Lamar
olmes Hun

@
g5
)

]
T D
@
CE
83 L)
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Arrange Desks Manually on a Seating Chart

GradeBook arranges the desks automatically on a seating chart when it is created. However, you
may choose to rearrange the desks manually.

On the Class Dashboard, click Seating Chart.

1.

o &~ 0N

On the Seating Chart screen, click %’ on the toolbar.

Click a desk and drag it to the desired position on the seating chart.

Click Save.
Click Exit.

ProgmssB%k ~ Seating Chart

GradeBook

Before

¥

Brenda
[Shaw

.
<5

[Warren

Gwendolen
Ramos

Marshall
[Gordon

1

Carlo
Holmes

Paris.
Burns.

Daniels

After

Click the desk,
and drag to the
desired position
on the seating
chart.

Brenda
[Shaw

d

|orates

Ramos

Marshall
[Gordon

kS
|

Carlo
Holmes.

Paris.

Exit

Seating Chart
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Edit a Student's Desk on a Seating Chart
1. On the Class Dashboard, click Seating Chart.

On the Seating Chart screen, click ﬂ on the toolbar.
Click [edtl on the student's desk you want to edit.

On the Edit or Add a Student window, you may change the following desk settings as
desired:

* Add comments, such as a nickname
¢ Use the Desk color drop-down to change the color of the desk
¢ Change the size of the desk
¢ Change the color of the text on the desk
5. Click Save.

Edit or Add a Student

1 Select the Student: |da \Warren

2 Enter comments to display on the desk: Allergic to peanuts

Set the desk size and color:
To change the desk size, click the bottom-right
corner of the desk and drag the cursor until the Desk color l:l -

3 desk is the desired size.

4

Use the default desk size:]
Use the default desk colorJ

4 Choose the text color:  @Black CWhite
Remove Student From Chart Save cancel | choose
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Seating Chart

Make sure the student you want to add to the seating chart is on your class roster first.
On the Class Dashboard, click Seating Chart.

1.

o &~ 0N

On Seating Chart screen, click *®/ on the toolbar.
On the Edit or Add a Student screen, in the Select the Student field, select the student.

Click Save.

On the Seating Chart screen, move the desk to the desired position on the seating chart.

Edit or Add a Student

1 Select the Student: Rice. Julius

2 Enter comments to display on the desk:

Set the desk size and color

To change the desk size, dick the bottom-right
comer of the desk and drag the cursor until the

3 desk i the dasired size.

4

Use the default desk size:t]
Use the default desk color]

4 Choose the text color:  @Black OWhite

GradeBook

Deskcolor. [ | v

cancel choose

Morales.

Gwendolen
Ramos

Marshall
[Gordon

1

Carlo
Holmes

[Theola
Black

Paris.
Burns

6. Click Save.
7. Click Exit.

Math

Click SAVE, and then
position the desk in
the correct location.
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Add a Desk to a Seating Chart

You may add a desk to the seating chart that represents empty student desks, the teacher's desk,
or a project work table.

1. On the Class Dashboard, click Seating Chart.

On the Seating Chart screen, click B on the toolbar.

On the Edit or Add a Desk window, in the Enter the text to display on the desk field,
enter the name of the new desk.

(Optional) Change the color of the desk.

(Optional) Select Black or White as the Choose the text color option.
(Optional) Select the desired font size in the Set up the font style Size list.
(Optional) Select the Bold? option to make your text bold.

Click Save.

On the Seating Chart screen, move the new desk to the desired position on the seating
chart.

© © N O O b~

Edit or Add a Desk

1 Enter the text to display on the desk: Teacher Oesk

Usa the default desk size:bd
Use the default desk calor{) Click SAVE, and then
3 Choose the texd calor: @Biack OWhite position the desk on
Setup the font style:

A e I —— B the seating chart.
Bowd?d
i -
Bt

@ - L=

= L
Arendn Fairfn it
Shaw S m

10. Click Save, and then EXxit.
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Delete a Student from the Seating Chart

You can delete a student from the seating chart, but this does not remove or hide the student from
the class roster. However, a desk does not display on the seating chart for a student who has been
hidden in the class roster.

1. On the Class Dashboard, click Seating Chart.

2. On the Seating Chart screen, click ﬂ on the toolbar.
Click Edit on the desk of the student you want to delete.
On the Edit or Add a Student window, click Remove Student from Chart.

Edit or Add a Student

> w

1 Select the Student: Addison Dixon
2 Enter comments to display on the desk:
Set the desk size and color:
To change the desk size, click the bottom-right
cormer of the desk and drag the cursor until the Desk color:
3 desk is the desired size
&
Use the default desk size ]
Use the default desk colorf]
4 Choose the text color:  @Black OWhite

The Edit or Add a Student window closes and the desk is removed from the seating chart
on the Seating Chart screen.
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Copy Seating Chart

You can copy an existing seating chart from another class and change the necessary settings
instead of creating an entirely new one.

1. On the Class Dashboard, click Seating Chart.

On the Seating Chart (Main Settings) screen, click Iﬁl on the toolbar.
Click Copy This Chart.

Click Iﬁl again.

In the Enter a name for the seating chart field, change the name of the seating chart.
Change any of the other settings as desired.
Click Save.

N o o bk

- Saeating Chart

Sesting Chart: Dzl i el lad &

Main Seltings

1 Entar 3 nama for the s83bng chan: a6 (Copy)

Entar commants for printing:

3 Salect the Class. Class Group, MATHEMATICS 5 10
or Homercom:

Choose the information to display E4Show Comments
4 for sach student: EIShow HR Attendance
Efhow Stusset Pictures

Set the student desk e and color
5 Desk calor |[ v |
6 Chooss & color for desk bt ®ERack CWhile
Sot attendance options: [JAllow homerom attendance to be Laken with this char
T Clamow paricd attendance to be taken with this chae

[Pariced attancmnce s not svsdasie for homarsoms |

Delete This CI ﬁ Copy This Chart
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Seating Chart

Use this option to print the seating chart without the GradeBook banner. If you entered comments

while you were creating the seating chart, they display on the chart when you print it.

On the Seating Chart screen, click |& on the toolbar.

Select the desired page orientation and paper size for your seating chart.

2. On the browser message window, click OK.
A printable version of the seating chart displays in the browser.
3. Select File > Print.
4. On the Print window, click Preferences.
5.
6. Print the seating chart.
7.

Adargc i
et ( I
Brenda Farta: fes
| Shaw | it m
a & B
Saepmane v endoien ulus.
Marnes [Ramas e

e a Math B
@ %

Marahal ICare L amar

Gordon | [Hokmes Hurt

”'.!’hiﬁ

CGerwesl | Cptiorss

St Prrter

8 Sendd To Oneblete 2010
gt §

B WokRoamil on SASRVIL

Setus Ready Patiofie | Freferences
Location Wedk Room
Comment AE-ATAF. ]

Page Range
oA Hurber of copies. 1 5

Fages 1

Enter sther 8 snghe page rumber of 8 sngle
page mnge. For example, 512

‘nuhc“:urwh

Click the seating chart title at the top of the screen to return to the Seating Chart screen.

ath B Click here to return to the
Seating Chart SEATING CHART screen.
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Delete a Seating Chart

1. On the Class Dashboard, click Seating Chart.

On the Seating Chart (Main Settings) screen, click @ on the toolbar.

In the Seating Chart list, select the seating chart you want to delete.

Click Delete This Chart.

H‘DQI‘ESSBF}* +  Seating Chart GraduDook | Helg | Sign Oul

Gradelock

Dashiboged

1 Entar 3 namsa for tha sesting chart

[Enler comments for printing

Select the Class, Class Group,

3 f s MATHEMATICS 5: 10
Cheess the informaten to display FShow Commants
4 for sach studant: b-¥Show MR Attendance
[<t5how Student Pictures
St the student desk size and color

T2 thange e den st o the BeicmengH e of e
5 S0 A3 YR e CUnCF LM T DA 8 Tha Qe Bze Dusk caior: [ | v
& Choose a color for desk lext. @Black CWhite

Sel attendance eptioes. [Wllow homeraom attendance 1o be Laken with this chan

7 Dlaliow period attendance to be Laken with this chan

E T Math B (Copy) - |

Main Settings

Ol el el il @ v/ &)

Math 1 [Copy)

[Pariced atmedarn s ot availatés or heancer |

Capy This Chart

The seating chart is deleted, and the Seating Chart screen displays.

143

ProgressBook GradeBook Teacher Guide: Traditional



Reports

Reports

A variety of Classic and Report Builder reports are available in the Reports list on the Teacher
Home Page and Class Dashboard.

SR Click to display criteria

selection screen for the
selected report.

Class Progress Report ~ Run

Classic Reports

The report criteria selection screens provide a list of available classes from which you can select
one or more. Where this option is available, you can also select individual students from the class
if desired.

Available Selected
Gr. 2 Reading Algebra 2: 01
English Gr 11: 01 Algebra 2- 02 . .
English Gr 11: 02 Click to move a selected class into
Gr. 2 Math > the SELECTED list.
Click to remove a class from the
< SELECTED list.

Show Stydents * =not all students selected

Click to display a list of students in the selected class.

A common report parameter is date selection, either by reporting period or date range.

Naming conventions for reporting periods such as Quarter, Period, Marking Period, Grading
Period, etc., on the report criteria selection screens may display differently in GradeBook because
they are defined by the school district.

To view and modify the report you must have the appropriate application installed on your
computer. Classic reports can be displayed in the following formats:

* HTML - Format can be viewed in a browser and saved; to edit, you must have HTML
editing software installed on the computer and/or knowledge of HTML code

* PDF - Portable document file format that cannot be edited; to view the report, you must
have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel

* RTF - Formatted document file type that can be edited; to edit the report, you must have
a word processing software installed

* TIFF - Large graphic file format that may take longer to open than other file types and
cannot be edited
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When you have selected the desired report parameters on the report criteria selection screen,
click Run the Report or Submit to display the report. All reports open in a separate browser
window. After you have viewed the report, close the report window and return to the report criteria
selection screen. Classic reports cannot be deleted.

Note: Reports open in a separate browser window, which may display behind
GradeBook. If you cannot see the reports, check the pop-up blocker setting in
your browser. If the pop-up blocker setting is enabled, disable it for the
GradeBook website.

To print the report, you must select the print option from within the software application in which it
is displayed.

Class Progress Report

The Class Progress Report displays assignment marks, assignment type averages, and overall
averages for all students in a class. You can print this report using student numbers instead of
names to ensure anonymity in the classroom. This report is also a good option for printing a paper
backup of your GradeBook.

1. On the Teacher Home Page, in the Reports drop-down list, select Class Progress
Report.

Click Run.
On the Class Progress Report screen, select the class for which to run the report.

Select the appropriate period.

o &~ 0N

Select the desired data options:

¢ Print Assignment Type Averages - Displays averages for each assignment type
* Print Assignments - Displays marks for each individual assignment

Note: De-selecting both of the previous options produces a report that includes
only overall student averages for the class.

* Print Student Name — Displays students’ names

* Print Student ID — Display students’ identification numbers instead of names or
student numbers

* Print Student Number — Displays students’ numbers instead of names or student
identification numbers; may be used to preserve student anonymity

* Print Name & Number — Displays students’ names and numbers
6. Select one of the following sort order options:

* Sort by Student Name — Displays report information in alphabetical order by student
last name

* Sort by Student ID — Displays report information in order by student identification
number (assigned in Studentinformation)

* Sort by Roster Order — Displays report information in the specific numeric order
designated on the Class Roster screen

* Sort by Averages — Displays report information in order by descending student
average
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e Sort by Student No. — Displays information in order by student number, which is
randomly assigned in GradeBook; may be used to preserve student anonymity

7. In the Enter Print Options field, enter the number of columns to print on a page.
The default setting is 20 columns.
8. Select one of the following output formats:

* HTML - Can be viewed in a browser and saved; to edit, you must have HTML editing
software installed and knowledge of HTML code

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

9. Click Run the Report.
10. Review the report, and save or print it, if desired.
11. Close the report window.

12. On the Class Progress Report screen, click GradeBook to return to the Teacher Home
Page.

GradeBook | Help | Sign Out

Hmm ~ Class Progress Report

Select the Report Options, then Click the "Run" Button

Select a Class:

English Gr 11: 01 (Teacher1, Mrs. .J.)
English Gr 11: 02 {Teacher1, Mrs. J.)
Mathematics Challenge (Teacher?, Mrs. J.}
Period 1 Algebra (Teacher1, Mrs. J.)
Period 2 Algebra (Teacher, Mrs. J.

2nd Grade Math (Teacher1, Mrs_J.

Select Date: Select the Data Options: Select the Sort Order:
Select a Period: Print Assignment Type Averages O Sort by Student Name
Ot k1Print Assignments
Oz O Sort by Student ID
(O Print Student Name
O3 . O Sort by Roster Order
® O Print Student D
Q4
o O Print Student Number @ Sort by Averages
+
® Print Name & Number O Sort by Student No.
Enter Print Options: Select the Output Format:
# Columns Per Page: |20 @HTML O Excel
Run the Report
@ Report | - v (2 deh v Pagev Safetyv Toolsv @+

Class Roster
Math - Gr 02 - 4 - Hinds, Ginneen

D'Souza, Jack
Diehl, Mary
Dielman, Xhesi
Diem, Steven
Dienes, Taylor
Dies, Melissa
Dietrich, Kaylee
Dietrick, David
Dawood, Supta
Denes, Clair
Day, James
DeCapite, Jarred
Decrane, Jayla
Deem, Jordan

NMBENEENEEEEENEEEEE
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Class Roster Report

The Class Roster Report lists the students in a class. You can run one Class Roster Report for
multiple classes.

1.

2
3.
4

Pragres§ - Class List Report

On the Teacher Home Page, in the Select a Report drop-down list, select Class Roster.
Click Run.

On the Class List Report screen, select the class(es) for which to run the report.

Select one of the following sort options:

e Sort by Student Number — Displays student roster in order by student number,
which is randomly assignment in GradeBook; may be used to preserve student
anonymity

* Sort by Student Name — Displays student roster in alphabetical order by student last
name

» Sort by Roster Order — Displays student roster in the specific numeric order
designated on the Class Roster screen

Select one of the following output formats:

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* HTML - Format can be viewed in a browser and saved; to edit, you must have HTML
editing software installed and knowledge of HTML code

(Optional) Use any of the following formatting options:

* Include Grade Level — Displays each student’s grade level in the first column on the
report

* Students/page — Enter a number in the field to indicate how many students should
display per page in the report (only applies to HTML output)

Click Submit.
Save or print the report, if desired.

Close the report window.

GradeBook | Help | Sign Out

Select a Class

[0 Health: 2 [0 Reading - Gr02: 1 [0 Social Studies: 2
Math - Gr 02: 4 [ Science: 2
Select Sort Options. Select the Qutput Format Select Formatting Options
@® Sort by Student Number OExesl Olinclude Grade Level
O sort by Student Name
®HTML Students/page: [32 | "HTML only
(O sort by Roster Order udentsipage o
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(& Report

Class Roster
Math - Gr 02 - 4 - Hinds, Ginneen

Y v B v = @ v Pagew Safetyv Toolsw @

D'Souza, Jack

Diehl, Mary

Dielman, Xhesi

Diem, Steven

Dienes, Taylor

Dies, Melissa

Dietrich, Kaylee

Dietrick, David
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Gradebook Summary Report - Elementary

The Gradebook Summary Report — Elementary lists students’ marks including letter grades and
percentages for all their classes. The report also displays daily attendance.

1. On the Teacher Home Page, in the Select a Report drop-down list, select Gradebook
Summary Report — Elementary.
2. Click Run.
3. On the Gradebook Summary Report — Elementary screen, select a report card.
4. Select the Report Card Course(s) on which to run the report.
5. Select the corresponding classes in the Select Class(es) list for which to run the report.
6. Select the appropriate period.
7. Select one of the following output formats:
* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed
* Excel - Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed
* TIFF - Large graphic file format that may take longer to open than other file types and
cannot be edited
* RTF - Formatted document file type than can be edited; to edit the report, you must
have word processing software installed
8. To display all grades for all students, select the following academic criteria in the

Gradebook Filter drop-down lists:

* In the first, select Classes with any.

* In the second, select Letter Grade.

¢ |n the third, select <=.

* In the fourth, select the highest possible grade on the grading scale.

Note: You can adjust the filter criteria to narrow the list of students. For example,
you may select only those students earning less than C.
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9. Todisplay the report results by student name, in the Student Name drop-down list, select

1st, and in the Homeroom drop-down list, select 2nd.
10. Click Run the Report.
11. Review the report, and save it, if desired.

12. Close the report window.

Select the Report Options, then Click the "Run” Button

Select a Report Card: Select Date:
= Select o Perlod:
arade Repat Card {Copy)
nd Gradé Report Card (Copy) Oni Qa2 &3 Oas
2nd Grads Report Card (Copy) .

Salact the Output Format:
Select Report Cord Course{s): e fom A RELF ) Excol OITFF CRTF
Fitnass Education - x et = e

Haalth

Mathematice ]
Music F
Reading _____________________}
Science

Social Siudies

SocialPersonal Geowth ¥,

Select Class{es): Skt L A

Math - Gr 02: 01
Randing - Gr 00 01

v 1 proces il erslled Those

Sames may nol azsally KEpes on e rezan

Academic Criteria:
Grade Dook Filer:

Classes with sy = Letler Orade | | w= el Lake View Pamary School Defaull; Av =

Sort Order:
Student Hame 15t |«
Homeroem Znd |~

Lake View Primary School Grade Book Report
2nd Grade Report Card Report Card

1ST QUARTER

|Studient HRID Abs T Mrk k) Mri Y Mrk E Mrk % Mrk % Mri o Mrk kg Mrk %
DiMine, Nadja oo1P 2 1 B- 81.63 As 100
Dipolis, Taylor oo1P 2 o B- 81.63 F 3333
Divish, Keiara oo1P 2 0 B+ 87.35 A+ 100
Duffy, Brendan oo1rP 2 o B+ 87.76

Householder, Morgan 0o1P 2 1 B+ 89,39 A+ 100
Howard, Jack oo1rP 2 1 F 57.55 F 3333
Hujarski, Kyle oo1rP 2 0 B+ 88.57 D+ 66.67
Hula, Bach oo1P 2 1 B+ 88.57 B+ 86.67
Huller, Julia oo1P 1 1 A a3.47 B+ 86.67
Humerickhouse, Emma oo1P 2z 1 B 84.08 A 93.33
Humphrey, Eric 0P 2z 1 B- | 81.22 F 0
Hunt, Jaymie oo1rP 2 1 B 84.49 A 93.33
Hunter, Lauren oo1P 2 1 B- 82.04 Ar 100
Huppert, Elise oo1P 1 1 B+ 87.76 A+ 100

All letter grade marks and percentages are calculated from the teacher's gradebook.
Course names are those defined for the specified report card.

Frinted from ProgressBook on

Page: 1 of 1
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Homeroom Roster List Report

The Homeroom Roster List Report displays the physical location, the teacher, and the list of
students assigned to a homeroom. Most teachers have a single homeroom from which to choose.
However, kindergarten teachers with morning and afternoon classes have two homerooms.

1. From the Teacher Home Page, in the Select a Report drop-down list, select Homeroom
Roster List.

Click Run.

On the Homeroom Roster screen, in the Select a Homeroom area, select the
appropriate homeroom.

4. inthe Select the Output area, select one of the following output formats:

* Excel - Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

« HTML - Format can be viewed in a browser and saved; to edit, you must have HTML
editing software installed and knowledge of HTML code

Click Submit.

Review the report, and then close the report window.

GradeBook | Help | Sign Out

H'ogresé]B&'k ~ Homeroom Roster

Select a Homeroom
39

Select the Qutput Format

@ HTML

& Report [ B - - [ deh v Pagev Safety~ Tools~ (@~

Homeroom Roster
Hinds, Ginneen - Room 39

D'Souza, Jack
Dawood, Supta
Day, James
DeCapite, Jarred
Decrane, Jayla
Deem, Jordan
Denes, Clair
Diehl, Mary
Dielman, Xhesi
Diem, Steven
Dienes, Taylor
Dies, Melissa
Dietrich, Kaylee
Dietrick, David
Dietsch, Storm
Dietz, Kathryn
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Lesson Plan Report

The Lesson Plan Report options lets you print lesson plans for a range of dates with or without the
academic standards. In addition, several options are available for reporting the number of times
academic standards have been reinforced by the lesson plan.

1. Onthe Teacher Home Page, in the Select a Report drop-down list, select Lesson Plan
Report.

Click Run.
On the Lesson Plan Report screen, select the class(es) for which to run the report.

Select the appropriate period.

Note: You can enter dates in the Start Date and End Date fields to span several
reporting periods or limit the date range to less than a reporting period.

5. Select on of the following report versions:

* Lesson Plan Detail with standards — Displays the dates the lesson plan is
scheduled for, the complete text of the lesson plan, and academic standards
associated with the lesson plan during the specified time period

* Lesson Plan Detail without standards — Displays the dates the lesson plan is
scheduled for and the complete text of the lesson plan during the specified time
period

* Lesson Plan Summary with standards — Displays the dates the lesson plan is
scheduled for, the summary of the lesson plan, and academic standards associated
with the lesson plan during the specified time period

* Lesson Plan Summary without standards — Displays the dates the lesson plan is
scheduled for and the summary of the lesson plan during the specified time period

* Content Taught (Listing taught standards) — Displays a list of academic standards
that have been associated with the lesson plans and the number of times each has
been reinforced during the specified time period

¢ Content Taught (Listing all standards) — Displays a list of all the academic
standards for a specified content area and grade band or grade level, as well as the
number of times each has been reinforced through the lesson plans during the
specified time period

* Content Not Taught — Displays a list of academic standards for a specified content
area and grade band or grade level that have not been reinforced through the lesson
plans during the specified time period

6. If you selected Content Taught (Listing all standards) or Content Not Taught in step 5,
the following two additional options are available:

* Content Area — Subject area for which academic standards should display
* Grade — Grade level or grade band for which academic standards should display
7. Select one of the following output formats:

* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel
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* TIFF - Large graphic file that may take longer to open than other file types, and

cannot be edited

Reports

* RTF - Formatted document file type that can be edited; to edit the report, you must

have word processing software installed
8. Click Run the Report.

9. View the report, and save or print it if desired.

10. Close the report window.

Frogress + Lesson Plan Repart

GradeBook

Select Class(es):
Algebra 2- 01 (Teacher1, §
Algebia 2 02 (Teacher], )
English Gr 11: 01 (Teachert, }
Enghsh Gr 11 02 (Teacher!,

Readng - Gr 02 D1 {Teachert, )

() Content Nat Taught

Saelect if listing all standards:
Content Area: Grade:
OH Mathematics w

Run the Repant

Select the Report Options, then Click the "Run® Button

Select the Oulput Format:

Select Dates: Select the Version:
Select a Period: (O Lessson Plan Detail with standares
®a Qa2

(JLesson Plan Detail without standards

ol Qo 1 Lesson Plan Summary with standards
Enler a Range: CiLesson Plan Summary without standards
Start D () Gantent Taught (Listing taught standsrds)
(@) Content Taught (Listing all standards)
End Dt

Note: Content Taught report options display the total number of days each
academic standard has been reinforced through the lesson plan. The Content
Not Taught option displays a list of standards not reinforced in the selected time

period.
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Class: Gr. 2 Math( Teacher1)

Content Taught Report

Dates: 08/24/07 - 10/28/07

Mathematics
S01. Number, Mumber Sense and Operations

A, Usze place value concepis to represent whole numbers using numerals, words and physical
maodels. (PK-02)
01. Use place value concepts to represent, compare and order whole numbers using physical
models, numerals and words, with ones, tens and hundreds. For example:
a. Recognize 10 can mean "10 ones” or a single entity (1 ten) through physical models and
trading games.
b. Read and wnte 3-digit numerals (e.g., 243 as two hundred forty three, 24 tens and 3 ones,
or 2 hundreds and 43 ones, etc.) and consiruct models to represent each. (02)
B. Recognize, classify, compare and order whole numbers. (PK-02)

01. Use place value concepts fo represent, compare and order whole numbers using physical
models, numerals and words, with ones, fens and hundreds. For example:
a. Recognize 10 can mean "10 ones” or a single entity (1 ten) through physical models and
trading games.
. Read and write 3-digit numerals {e.q., 243 as two hundred forty three, 24 tens and 3 ones,
or 2 hundreds and 43 ones, ete ) and construct models to represent each. (02)

07

02. Recognize and classify numbers as even or odd. (02)
C. Represent commonly used fractions using words and physical models. (PK-02)
05. Represent fractions (halves, thirds, fourths, sixthe and eighths), using words, numerals and
physical models. For example:
a. FRecognize that a fractional pant can mean diferent amounits depending on the criginal
guantity.
b. Recognize that a fractional part of a rectangle does not have to be shaded with contiguous
parts.
c. ldentify and illustrate paris of a whole and parts of 2ets of chjects.
d. Compare and order physical models of halves, thirds and fourths in relation to 0 and 1 {02)
D. Determine the value of a collection of coing and dollar bills. (PK-02)

04. Represent and write the value of meney using the ¢ sign and in decimal form when using the
% sign. (02)
E. Make change using coins for values up to cne dollar. (PK-02)
03. Count money and make change using coing and a dollar kill. (02}

Totals

128
3
3

Missing Assignment Report

The Missing Assignment Report lists missing assignments by student or assignment. To
include assignments in this report, you must have designated assignments as missing on the

Assignment Marks screen.

1. On the Teacher Home Page, in the Select a Report drop-down list, select Missing
Assignment Report.
Click Run.
On the Missing Assignment Report screen, select the class(es) for which to run the
report.
4. Select the appropriate period.
Note: You can enter dates in the Start Date and End Date fields to span several
reporting periods or limit the date range to less than a reporting period.
5. Select on of the following sort options:
e Sort by Student — Groups by student in alphabetical order and displays all missing
assignments for each student in order by due date
¢ Sort by Assignment — Groups by assignment in order by due date and displays all of
the students missing each assignment
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6. Select one of the following output formats:

* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* TIFF - Large graphic file that may take longer to open than other file types and
cannot be edited

* RTF - Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

7. Click Run the Report.
8. Review the report and save or print it if desired.
9. Close the report window.

10. On the Missing Assignment Report screen, click GradeBook to return to the Teacher
Home Page.

GradeBook | Help | Sign Out

PragressB%k ~ Missing Assignment Report

GradeBook

Dashboard

Select the Report Options, then Click the "Run" Button

Select Class(es): (Clici Hera to Selact AIT

Period 1 Algebra (Te
Period 2 Algebra (Teacherd,
2nd Grade Math (Teacher!, Mrs_J_

Select Dates: Select the Version: Select the Output Format:
TE RPN @®Sort by Student OPDF
®al Ca2 OSort by Assignment OExcel
Ca3  Oas OTFE
®RTF
Enter a Range:
Start Date:
End Date:
Run the Report
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I Pages\i Layers\i Signatures\l Bookmarks

HSaveaCopv’ — @ I.‘i-j ‘j| I’E Select Text - L:'.:ﬁ G‘)\ - |:| = 118% - @ 0% £ VEE\.‘\,QSU(EEE:%

Missing Assignments by Student

Class: Algebra 2 01 (Mrs. J. teacher) Dates: 08/01/04 - 10/31/04

Date Due Type Points Weight

Nader, Adelaide 70.61 (C-)
Chapter 2 Quiz 10/21/04 Quizzes 50 1

Randjekovic, Christina 75.10 (C)
Chapter 2 Extra Credit 10/26/04 Extra Credit 0 1

Robinson, Megan 63.67 (D)
Chapter 1 Quiz 09/23/04 Quizzes 50 1

Scarnecchia, Trevor 76.33 (C)
Chapter 2 Worksheet 10/13/04 Classwork 25 1

Scina, Jessica 79.59 (B-)
Chapter 1 Workshest 08/30/04 Classwaork 25 1

Seelman, Kimberly 79.18 (C+)
Page 110 - odd problems 10/07/04 Homework 10 1

ParentAccess Login Activity Audit

The ParentAccess Login Activity Audit lets teachers monitor the last time parents and students
logged in to ParentAccess. Another option displays the parents and students who have never
logged in to use ParentAccess.

1. From the Teacher Home Page, in the Select a Report drop-down list, select
ParentAccess Login Activity Audit.
Click Run.
On the ParentAccess Login Activity Audit screen, select the appropriate class(es) for
which to run the report.
4. Select the appropriate reporting period.
Note: You can also enter a date in the Start Date field to return results from the
specified date to the present.
5. Select one or more of the following Account Types:
* Parents — Displays users with parent accounts who have logged in to ParentAccess
in alphabetical order by last name with the date of their last login
« Students — Displays users with student accounts who have logged in to
ParentAccess in alphabetical order by last name with the date of their last login
¢ Parents (Never logged in) — Displays users with parent accounts who have never
logged in to ParentAccess during the specified time frame in alphabetical order by
last name
* Students (Never logged in) — Displays users with student accounts who have never
logged in to ParentAccess during the specified time frame in alphabetical order by
last name
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* No Account — If a ParentAccess account does not exist for particular students, the
names display in alphabetical order by last name
6. Select one of the following output formats:

* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* TIFF - Large graphic file that may take longer to open than other file types and
cannot be edited

* RTF - Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

7. Click Run the Report.

Progresé)B'ufk - ParentAccess Login Activity Audit EmirEn] Eh| SE e

Select the Report Options, then Click the "Run” Button

Select Class(es):

Select Time Frame:

Algebra 2: Section 2 (Teacherl, Ms. Sue) Select A Reporting Period:
a1 [¥l@2 a3 o4
or a Start Date:
Reading - Gr 02: Section 1 (Teacher1, Ms. Sue) .
SuperDuper Math (Teacher1, Ms. Sue) Select the Account Types:
] Parents
] Students
[] Parents (Never logged in)
[] Students {Never logged in)
[INo Account
Select the Qutput Format:
® PDF O Excel OTIFF CORTF
Run the Report

8. Review the report and then close the report window.

Period Attendance Report

The Period Attendance Report provides teachers with numerous options for presenting summary-
and detail-level period attendance data. Three detailed report versions display attendance
information using a variety of grouping and filtering combinations. A summary report version
displays attendance information by teacher, class, and student. The Basic Details — Two Column
report version does not allow filtering.

1. On the Teacher Home Page, in the Select a Report drop-down list, select Period
Attendance Report.

Click Run.

On the Period Attendance Report screen, select the class(es) in the Available column
for which you want to run the report.

Click > to move the selected classes to the Selected column.

Select the appropriate reporting period, or enter dates in the Start Date and End Date
fields to span several reporting periods or limit the date range to less than a reporting
period.
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6. Select one of the following versions:

* Basic Details - Two Column — Displays attendance information in two columns
alphabetically by student last name

¢ Details by Student/Class/Date — Displays attendance information grouped
alphabetically by student last name, class, and then date of absence

¢ Details by Student/Date/Class — Displays attendance information grouped
alphabetically by student last name, date of absence, and then class

¢ Details by Teacher/Class/Date/Student — Displays attendance information grouped
by teacher, class, date of absence, and then alphabetically by student last name

¢« Summary by Teacher/Class/Student — Displays attendance information by teacher,
class, and then alphabetically by student last name

7. If you selected any of the report version options except for Basic Details - Two Column
in step 6, select one of the following absence type options:

* Excused Absences

* Unexcused Absences

* Total Absences

e Excused Tardies

* Unexcused Tardies

* Total Tardies

* Show checked column values only
* And

e Or

8. If you selected any of the report version options except for Basic Details -- Two Column
in step 6, select one of the following inequality options next to an absence type option in
step 7, and then enter a number in the blank field next to it:

. >
. <

9. Select one of the following output formats:
* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* TIFF — Large graphic file that may take longer to open than other file types and
cannot be edited

* RTF - Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

10. Click Run the Report.

Note: If a message displays asking to open or save the file, click Open to view
the report. This message may display depending on your browser’s security
settings.
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11. View the report, and save or print it if desired.

12. Close the report window.

ProgmssB%k » Period Attendance Report it A

GradeBook

Welcome Mary Smiles

Select the Report Options, then Click the "Run" Button

Avi%\\.ame EEEIEL Select Time Frame:
‘F/{\Zgg“ggz' Math Select A Reporting Period:
Science Oai Oa3 Oas
Social Studies = Enter a Range:
Start Date:
End Date:
<
Show Students = not all students selected
Select the Version: Check the box to apply the selection criteria:
[OJExcused Absences >~ 0
O Basic Details - Twa Column =
> -
@ Details by Student/Class/Date [JUnexcused Absences
(O Details by Student/Date/Class CTotal Absences hd &
(O Details by Teacher/Class/Date/Student [Excused Tardies >0
O Summary by Teachsr/Class/Student [dUnexcused Tardies > v 0
[Total Tardies =~ 0

[] Show checked column values only

OAnd ®0r
Select the Qutput Format:
@ PDF Obxcel OTIFF ORTF

Period Attendance Detail
Lake View Primary School Q4
Student Class Date Per Abs Daily Abs Reason
DiMino, Nadja Math - Gr 02: 01 4/09/2008 Tardy

Math - Gr 02: 01 4/17/2008 Excusad Absent

Math - Gr 02: 01 6/04/2008 Excused Absent
Dipolis, Taylor Math - Gr 02: 01 4/07/2008 Tardy

Math - Gr 02: 01 5/05/2008 Excused Absent

Math - Gr 02: 01 5/29/2008 Tardy
Divish, Keiara Math - Gr 02: 01 5/23/2008 Excused Absent

Math - Gr 02: 01 5/2712008 Tardy
Duffy, Brendan Math - Gr 02: 01 4/11/2008 Tardy

Math - Gr 02: 01 6/02/2008 Tardy
Householder, Morgan Math - Gr 02: 01 4/11/2008 Excused Absent

Math - Gr 02: 01 5/01/2008 Tardy

Math - Gr 02: 01 5/29/2008 Excused Absent
Howard, Jack Math - Gr 02: 01 4/29/2008 Excused Absent
Hula, Bach Math - Gr 02: 01 4/17/2008 Excused Absent

Math - Gr 02: 01 4/25/2008 Tardy

Math - Gr 02: 01 6/04/2008 Excused Absent Tardy
Huller, Julia Math - Gr 02: 01 4/23/2008 Tardy

Math - Gr 02: 01 5/05/2008 Excused Absent
Humerickhouse, Emma Math - Gr 02: 01 4/21/2008 Tardy

Math - Gr 02: 01 5/23/2008 Excused Absent
Humphrey, Eric Math - Gr 02: 01 4/23/2008 Excused Absent
Hunt, Jaymie Math - Gr 02: 01 41712008 Tardy
Hunter, Lauren Math - Gr 02: 01 4/11/2008 Excused Absent

Math - Gr 02: 01 4/15/2008 Tardy

Math - Gr 02: 01 5/29/2008 Excused Absent
Huppert, Elise Math - Gr 02: 01 4/29/2008 Excused Absent

Math - Gr 02: 01 6/04/2008 Tardy
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Post Homework & Marks to Web Audit

The Post Homework & Marks to Web Audit for Default and Custom Setup 1 classes displays
assignments for one or more class by date, assignment type, and whether or not marks were
posted to ParentAccess.

1. From the Teacher Home Page, in the Select a Report drop-down list, select Post
Homework & Marks to Web Audit.

Click Run.

On the Homework and Marks Posted to Parent Access screen, select the appropriate
class(es) for which to run the report.

Enter the appropriate dates in the Start Date and End Date fields.
Select one of the following output formats:

* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* TIFF - Large graphic file that may take longer to open than other file types and
cannot be edited

* RTF - Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

6. Select one of the following homework options in the Select View area:

* All Posted — Displays homework and assignments that have been posted to
ParentAccess

* Not Posted — Displays homework and assignments that have not been posted to
ParentAccess

* No Homework Given — Displays only classes in which homework and assignment
marks were not posted to ParentAccess

7. Select one of the following marks options in the Select View area:

e All Posted — Displays assignments for which marks were posted to ParentAccess

* Not Posted — Displays assignments for which marks were not posted to
ParentAccess

8. Select one of the following view options in the Select View area:

« Summary — Displays only classes in which homework and assignment marks were
posted to ParentAccess

¢ Detail — Displays homework and assignments for which marks were posted to
ParentAccess in order by assignment due date, along with assignment description
and assignment type
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9. Click Run the Report.

GradeBook | Help | Sign Out

H’ogresém - Homework and Marks Posted To Parent Access

GradeBook

Select the Report Options, then Click the "Run" Button

Select View:
Select Class(es): (Click Here to Select Al
Fitness Education: Test1 (Teacher1, }
Fitness Education: Test2 (Teacher1, } @ All Posted () Not Posted

o
P
H
o
5
25
[2]
2
I
=
8
=
R
2
H
[
]

Reading - Gr 02- 03 (Teacher1. }
Writing 2: (Teacher1, ) @ All Posted O Not Posted

@ Summary O Detail

Select Dates:
Enter a Range:

Start Date:
End Date:

Select the Qutput Format:
® PDF OExcel OTIFF CORTF

Run the Report

10. Review the report, and then close the report window.

Student Progress Reports
The following are variations of Student Progress Reports:
* If you want to run a basic year to date progress report, see “Student Progress Report.”

* If you want to display a student’s averages by assignment type, see “Student Progress
Report by Assignment Type for Default and Custom Setup 1 Classes.”

Student Progress Report

The Student Progress Report displays a student’s cumulative performance; year-to-date final
grade, if the year to date grade calculation has been enabled for the report card used in the class;
assignment details, including missing and late assignments, and assignment weights if they are
used; and absence information based on the features selected. This report can be used in place
of interim report cards and for Parent/Teacher conferences.

1. On the Teacher Home Page, in the Select a Report drop-down list, select Student
Progress Report.

Click Run.

On the Student Progress Report screen, in the Select One or More Students area, in
the Available column, select the class(es) for which to run the report.

Note: You can click Show Students below the Available column to expand the
classes and select specific students.

4. Double click the class or student name or click ' = to move the selected class(es) or
student(s) to the Selected column.
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5.

Select the appropriate reporting period.

Note: Click Select All to select all the reporting periods. Click De-Select All to
clear all the check boxes.

Select any of the following feature(s) to display on the report:

Assign % — Percentage earned on an assignment

Class Average — Average for the class displays next to the overall student average
Daily Attendance — Displays daily attendance

Daily Comments — Displays daily comments entered, if any

Duplex Printing — Allows two-sided printing with a blank page between students
when the report ends on an odd page

Hide Assignments — Displays earned points, total points, weight, and average for
each assignment type but does not display assignment

Hide Averages — Does not display assignment averages or letter grades

Hide Excluded — Does not display assignments that have been excluded for the
student

Hide Points — Does not display points used to average the calculation

Note: If the Hide Points option is selected, a help message displays below
the Select One or More Features area.

Parent Sig. Line — Lines for parents to sign and date verifying that they reviewed the
progress report

Period Attendance — Displays attendance for each of the student's classes
Points Missing — Displays the number of points missed for missing the assignment
Student ID — Displays student's identification number

Posted to Parent Access — Displays averages and/or letter grades based on
preferences selected on the ParentAccess Preferences screen

B’Teacher Comment — General comment that displays on all students' progress
reports

Select one of the following output formats:

PDF — Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

RTF — Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

TIFF — Large graphic file that may take longer to open than other file types and
cannot be edited

Single Column Report — Information displays in one column
2 Column Report — Information displays in two columns

Click Submit.

Review the report, and save or print i, if desired.
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10. Close the report window.

Progreséé%k - Student Progress Report

GradeBook

Dashboard

Select One or More Students
Available

Art:

Health: 2

Math - Gr 02: 6

Mathematics: 1 =
Reading - Gr 02: 1

Science: 2

Science: 6

Social Studies: 2

Writing 2: 10

Show Students

Select One or More Features
[ Assign %
[(Class Alias
[ Class Average

[(IDaily Comments  [1Hide Points

[JDuplex Printing
[Hide Assignments []Period Attendance
[IHide Averages
O Daily Attendance [JHide Excluded

Selected
GEOMETRY: 2
Math - Gr 02: 4

* = not all students selected

Note: You can double-click item in Available column to add to Selected

[IParent Sig. Line

[IPoints Missing
[JPosted ta Parent Access
O Student ID

[ 4 Teacher Comment [1Hide Assessments

Select Time Frame
Reporting Periods:

Mat
Ma2
a3
a4

Select All De-Select All

Select the Output Format

©poF @ Single Column Report
Oxcel (O 2 Column Report
ORTF

OTiff

Reports

Progress Report
Student: Adamczyk, Jennifer

1ST QUARTER

Extra Credit
10/26/110  Chapter 2 Extra Credit
Homework

09/09/10  Page 101 - odd problems

Comment: Great job!

09/15110  Worksheet 23a

09/30/10  Chapter 1 Worksheet
10/07/10  Page 110 - odd problems
10113110  Chapter 2 Worksheet
Quizzes

0923710  Chapter 1 Quiz

10121110 Chapter 2 Quiz

10/28/10  Chapter 1 & 2 Quiz

Lake View High School
HR: Teacherd3,

Algebra 2 Teacherl,

Class Avg: 85.43 (B)

Points: 219.5/255 Average: 86.08 (B)

40
Points: 74.5/80
10710 (100%)

Average: 93.13 (A)

7510 (75%)
22125 (88%)
9/10 (90%)

26125 (104%)

Points: 141/175

35/50 (70%)
38150 (76%)
6BI75 (90.67%)

Average: 80.57 (B)
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Student Progress Report by Assignment Type for Default and Custom Setup 1
Classes

The Student Progress by Assignment Type Report displays the student’s overall averages,
averages by assignment type, and period attendance.

Note: This report is only intended for classes using the Default or Custom Setup 1
grading scale setup.

1. On the Teacher Home Page, in the Select a Report drop-down list, select Student
Progress By Assighnment Type.

2. Click Run.

On the Student Progress Report - Summary by Assignment Type screen, in the Select
One or More Classes area, in the Available column, select the class(es) for which you
want to run the report.

Note: You can click Show Students below the Available column to expand the
classes and select specific students.

4. Double click the class or student name or click | > | to move the selected class(es) or
student(s) to the Selected column.

5. In the Select One or More Features area, click @Teacher Comment to add a general
comment that displays on all students' progress reports, if desired.

6. Select the appropriate reporting period.

Note: Click Select All to select all the reporting periods. Click De-Select All to
clear all the check boxes.

7. Select one of the following output formats:

* PDF - Portable document file format that cannot be edited; to view the report, you
must have Adobe Reader installed

* Excel — Format provides full functionality of Microsoft Excel; to view, edit, or save the
report in this format, you must have Excel installed

* RTF - Formatted document file type that can be edited; to edit the report, you must
have word processing software installed

* TIFF — Large graphic file format that may take longer to open than other file types and
cannot be edited
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8. Click Submit

Progresé .|~ Student Progress Report - Summary by Assignment Type

GradeBook

Dashboard

Select One or More Students

Select Time Frame

Available Selected Reporting Periods:
Art: GEOMETRY: 2
Health- 2 Math - Gr 02 4 Hai
Math - Gr 02: 6
Mathematics: 1 = Maz
Reading - Gr 02- 1 a3
Science: 2
Science: 6 a4
Social Studies: 2
Writing 2: 10 Select Al De-Selact Al
<
Select the Qutput Format
@®PDF
Show Students * = not all students selected OFxcel
(Cel
Note: You can double-click item in Available column to add fo Selected
ORTF
Select One or More Features Orif

Assign % Duplex Printing

Class Alias
Class Average
Daily Attendance
Daily Comments

[IHide Averages
Hide Excluded
Hide Points

Parent Sig. Line

Hide Assignments  Period Attendance

Points Missing
Posted to Parent Access
Student ID

BTeacher Comment | Hide Assessments

Reports

Gradeamkl Help \ Sign Out

9. Review the report and then close the report window.

Progress Report - By Assignment Type

Solderitsch, Michael 882484 2/25 18 120 35 140
Sole, Matihew 96.4T(A) 2525 2020 37 140
Soliday, Victoria 8824(B4) 22/25 18 120 35 140
Soltes, lan 89.41(BY) 22/25 18 120 36 140
Sontag, Mark 8824(BY) 22125 18 120 35 140
Sooliman, Jardan S059(A) 24125 18 120 35 140
Sopata, Ryan 8235(B-) 22/25 15 120 33 140
Sopko, Peter 8824(BY) 22/25 18 120 35 140
Sorge, Barry 8941(B4) 20/25 16 120 40 140
Spahn, Sara 8824(B+) 22125 18 120 35 140
Spangler, Patrick 12(A)  23/25 18 120 39 140
Sparatta, William 89.41(B+) 22/25 19 120 35 140
Sparhawk, Colleen 8941(BY) 2025 18 120 38 140

Report Builder Reports

The following reports are available:

Report Builder reports offer many filter options for defining customized reports related to results.
Once you have selected the desired settings, you can save the report with those settings to use

Class Assignment Marks — For a Default or Custom Setup 1 class, the report displays
class assignment mark information for individual or multiple classes in individual or
multiple reporting periods.
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Homework and Marks Posted to Parent Access — Displays assignments and
assignment types for individual or multiple classes within a date range with an indication
of whether or not marks are posted to ParentAccess.

Report Card Marks — Provides numerous options for presenting report card information
for individual or multiple class(es). For example, you can apply specific filter options to
create a report that displays students with grades above or below a grade threshold.

Student Demographics by Class — Provides many options for displaying student
demographic information for individual or multiple classes, class groups, or homerooms.

YTD Final Grade — Provides many options for displaying year-to-date grade information
for students in a class or class group. The YTD Final Grade Report can only be used on
classes where the YTD Grade calculation has been enabled on the report card for the
class

Naming conventions for reporting periods such as Quarter, Period, Marking Period, Grading

Period,

etc., on the Report Viewer screen are defined by the school district.

The appearance of “# in the top right corner of the banner indicates that the report is a core
report—provided by GradeBook—or a user-defined version of a core report. This icon does not

display

for add-on reports, which are reports that have been customized and then uploaded by

your support staff.

Once you have generated the report, numerous features are available:

To view the report, click View Report or | View Report |.

To show report headers, required parameters, optional filters, and columns, click Show
Setup. To hide this area, click Hide Setup.

To save the report with the selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window, in the New report name field, enter the unique
report name, and in the New description field, enter the description of the report. Then,
click Save.

To navigate to a specific student on the report, click to open the Document Map
pane, and click the student's name. This feature is only available when using Internet
Explorer.

To view a specific page in the report, use the * or P icons to navigate to the next

page or last page, or use the 4 or M jconsto navigate to the previous page or first
page. You can also enter the page number in the field, and then press ENTER.

To view a report in a smaller or larger size, select the desired percentage in the list that
represents the display size. This feature is only available when using Internet Explorer.

To search for a word or phrase in the report, enter it in the blank field next to Find, and
then click Find. Click Next to search for the next instance of the word or phrase. This
feature is only available when using Internet Explorer.

To export a report to a specific file format, select the desired format in the list, and then
click Export. When you are prompted, click either Open or Save. If you select Open, the
report opens in the software application associated with the file format you selected. You
must have the appropriate application installed on your computer to read and modify the
report file. The following file formats are available:
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¢ XML file with report data — Extensible Markup Language file format includes only
data; no page formatting, headers, footers, lines or graphic images. This file format
can be viewed in a web browser.

¢ CSV - Comma-separated values file format in plain text format.

* Acrobat (PDF) file — Portable document file format that can only be viewed and not
edited. This file format can be viewed in Adobe Reader.

e MHTML (web archive) — Short for MIME HTML file format and also referred to as
MHT. MHTML is a web page archive format used to bind images, Flash animations,
Java applets, audio files, etc. together with HTML code into a single file. This file
format can be viewed in a web browser and is supported in the following browser
versions: |[E 5.5 and later, Firefox 1.5 and later, and Safari 3.0 and later.

* Excel — Format provides full functionality of Microsoft Excel.

e TIFF — Large graphic file format that may take longer to open than other file types and
cannot be edited.

*  Word — Format provides full functionality of Microsoft Word.

To print the report, click % If you are prompted to install SQL Server Reporting Services
2008 ActiveX control, continue to install it on the computer so that you can print the
report. The print feature is only available when using Internet Explorer. If you are not able
to install the ActiveX control, proceed to export the report to an acceptable file format, and
then print the report from that software application.

To sort the columns in ascending or descending order, click E

To delete any report you have customized, click & to the right of| Run | next to the report
name in the Reports list on the Class Dashboard or Teacher Home Page.

Class Assignment Marks Report

The Class Assignment Marks report for a Default or Custom Setup 1 class displays class
assignment mark information for individual or multiple classes in individual or multiple reporting
periods. For example, you can apply specific filter options to create missing assignment, past due,
or high achiever reports. Once you save the report with your desired filter options and unique
name, you can run it as often as you like.

1.

On the Teacher Home Page or Class Dashboard, in the Select a Report drop-down list,
select Class Assignment Marks.

Enter the name of the report in the Report Header field. Class Assignment Marks
displays by default, but you may change the name if desired.

In the Set Required Parameters area, select the appropriate class(es) in the Class drop-
down list.

In the Periods drop-down list, select the desired grading period(s).
Select one of the following Include Hidden Students options:

¢ Yes — Include students that have been hidden from a teacher's class roster
* No — Do not include students that have been hidden from a teacher's class roster
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6.

10.

In the Set Optional Filters area, select the appropriate option(s) in the Field Name drop-
down list. See “Class Assignment Marks Report — Field Name Options” for descriptions
of all available options.

Select one of the following options in the Operation drop-down list if it is available. The
available options may vary depending on the option you selected in the Field Name drop-
down list.

* |s Equal To

* |s Not Equal To

* IslLess Than

* |sLess Than or Equal To

e Is Greater Than

e Is Greater Than or Equal To
* Is Before

* Is Before or On

e Is After

* |s After or On

e Begins With

* Does Not Begin With
* Ends With

* Does Not End With

* Contains

* Does Not Contain

* HasAValue

* Does Not Have A Value

In the Value field, enter or select the appropriate value.

Note: The available options and acceptable values vary depending on the option
you selected in the Field Name drop-down list. You may be able to enter only
alphabetical or only numeric characters depending on the option you selected in
the Field Name drop-down list. If you selected an option in the Field Name drop-
down list that ends in “Indicator,” then you must select the Yes or No option in the
Value field. If you selected an option in the Field Name drop-down list that
requires a date, a calendar becomes available in the Value field. If you selected
Has A Value or Does Not Have A Value in the Operation drop-down list, then
the Value field is not available.

Specific selected columns indicated by a check mark display on the report by default. If
you have selected specific filter options in the Field Name drop-down list and you want
that information to display on the report, make sure to select the corresponding column
name in the Columns drop-down list. Options in the Field Name drop-down list that end
in “Indicator” do not have a corresponding column to display.

Click View Report.

The report displays at the bottom of the window.
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11. To save the report with your selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window in the New report name field, enter the unique report
name, and in the New description field, enter the description of the report. Then, click
Save.

The following message displays at the bottom of the window: “Report setup saved
successfully.”

I ProgressBock. :
GradeBOOk Report Viewer

4| Hide Setup

¥ Save SetupAs... ‘@ View Re;wr!‘ ReportName: Class AssignmentMarks =

Report Header: High Achievers

Class: Math - Gr 02: 01 -
Periods: Q2 -
Include Hidden Students: ' Yes @No

Mark Value > | |s Greater Than Or Equal To | =|[10 <]
Assignment Name ~ || Contains > |math solver <]

<]
Add New

Columns: Student Reporting Period Average, Student Reporting Period Mark, Assignment Name, Assigned Date, -

=
ProgressBook..
il GradeBook gl
-/ ShowSetup| ¥, Save Setup As ‘ View Repon| Report Name: High Achievers
14 4 [t Joft b B [100% e Find | Mext  |Select a format [] Export 3

High Achievers

% Class & Student & Assignment o |Assigned S Due 3 i Assignment & Possible = Mark 2
Hame  Reporting Hame Date Date L Type Code Points Value

Period
Mark

Math Solver 10/26/2009 11/11/2009

- Groz Sheet 11
o1
Dipolis, Taylor  Math - S+ Math Solver 10/26/2009 11/11/2009 Qz HW 10 8000
Gr02: Sheet 11
UE S+ Math Solver 11/23/2009 12/09/2008 Q2 HW 10 100.00
Sheet 12
Divish, Kelara  Math - S+ Math Solver 10/26/2009 11/11/2008 Qz HW 10 0.00
- Grox Sheet 11
(e S+ Math Solver 11/23/2009 12/09/2008 Q2 HW 10 80.00
| Sheet 12
Duffy, Brendan Math - 0 Math Solver 10/26/2009 11/11/2009 Q2 HW 10 100.00
Gr02: Sheet 11
ot 0 Math Solver 11/23/2009 12/09/2002 Q2 HW 10 80.00
Sheet 12

Class Assignment Marks Report — Field Name Options

Option Description

Assigned Date Date the assignment was assigned.

Indicates whether the assignment is missing. If you select this

Assignment Missing Indicator option, you must select Yes or No in the Value field.

Indicates whether the assignment is missing. If you select this

Assignment Missing Status Name option, you must type Missing in the Value field.

Assignment Name Name of the assignment.
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Class Assignment Marks Report — Field Name Options

Option

Description

Assignment Past Due Indicator

Indicates whether the assignment is late. If you select this option,
you must select Yes or No in the Value field.

Assignment Past Due Status Name

Indicates whether the assignment is late. If you select this option,
you must type Past Due in the Value field.

Assignment Type Code

Code representing the assignment type associated with the
assignment.

Assignment Type Name

Assignment type associated with the assignment.

Assignment Type Weight

Weight of the assignment type associated with the assignment.

Assignment Weight

Weight of the assignment.

Class Enrollment Status Name

Indicates whether the student is active in the class. If you select this
option, you must enter Active, Withdrawn, or Future in the Value
field.

Class Name

Name of class in which the student is enrolled.

Due Date

Date the assignment is due.

Exclude Mark from Class Indicator

Indicates the assignment was excluded from students' averages for
the entire class. If you select this option, you must select Yes or No
in the Value field.

Exclude Mark from Class Status Name

Indicates the assignment was excluded from students' averages for
the entire class. If you select this option, you must enter Exclude in
the Value field.

Exclude Mark from Student Indicator

Indicates the assignment was excluded from an individual student's
average. If you select this option, you must select Yes or No in the
Value field.

Exclude Mark from Student Status
Name

Indicates the assignment was excluded from an individual student's
average. If you select this option, you must type Exclude in the
Value field.

Grade Level Name

Grade level in which the student is enrolled.

HomeRoom ID

Code that identifies the homeroom to which the student is
assigned.

Mark Comment

Comment made by the teacher about the assignment.

Mark Earned

Mark given by the teacher for the assignment.

Letter grade equivalent to the mark earned on the assignment

Mark Letter Grade based on the grading scale used.
Numeric mark equivalent to the mark earned on the assignment
Mark Value based on the GUI option of the mark type used by assignment type

for that assignment.

Possible Points

Total value of the assignment.

Reporting Period Long Name

Name of the reporting period, which is based on the Term Begin
and Term End dates, specified on the Reporting Periods screen.

Reporting Period Short Name

Short name of the reporting period as specified on the Reporting
Periods screen and used in the Grading Period list on the Class
Dashboard and on the Report Card Entry screen.

Roster Order

Order in which the class was assigned on the Class Roster screen.

Student Assignment Type Average

Average of the assignment type associated with assignment.
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Class Assignment Marks Report — Field Name Options

Option Description

Student Assignment Type Mark

Mark equivalent to the average of the assignment type associated
with assignment.

Student Group Name Name of student group within a class.

Student Hidden Indicator

Indicates the student is hidden in the class. If you select this option,
you must select Yes or No in the Value field.

Student Hidden Status Name

Indicates the student is hidden in the class. If you select this option,
you must enter Hidden in the Value field.

Student ID District code that identifies the student.
Student Name Full name of the student.
Student Reporting Period Average Student's average in the class in the reporting period.

Student Reporting Period Mark

Mark equivalent to the student's average in the class in the
reporting period.

Teacher Name Name of the primary teacher associated with the class.

Homework and Marks Posted to ParentAccess

The Homework and Marks Posted to Parent Access report displays assignments and
assignment types for individual or multiple classes within a date range with an indication of
whether or not marks are posted to ParentAccess.

1.

From the Teacher Home Page, in the Select a Report drop-down list, select Homework
and Marks Posted to Parent Access.

Click Run.

In the Report Header field, enter the name of the report. Homework and Marks Posted
to Parent Access displays by default, but you may change the name, if desired.

In the Select Required Parameters area, in the Class drop-down list, select the
appropriate class(es).

Note: Only the classes to which you have access display in list.

In the Start Date field, choose a date from the calendar.

In the End Date field, choose a date from the calendar.

In the Published Marks to Web option, select one of the following options:

* Yes — Displays assignments for which marks were posted to ParentAccess

* No - Displays assignments for which marks were not posted to ParentAccess

In the Published Assignment To Homework option, select one of the following options:

* Yes - Displays only classes in which homework and assignment marks were posted
to ParentAccess

* No - Displays only classes in which homework and assignment marks were not
posted to ParentAccess

In the Set Optional Filters area, select the following appropriate option in the Field Name
list:

* Assigned Date — Date the assignment was assigned
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¢ Assignment Name — Name of the assignment

* Assignment Type Name — Name of the assignment type
* Class Name — Name of the class

* Due Date — Date the assignment is due

* Floating Indicator — Indicates if this is floating assignment
* School Name — Name of the school

10. Select one of the following options in the Operation list if it is available. The available
options may vary depending on the option you selected in the Field Name list.

* Is Equal To

* |Is Not Equal To

* Is Before

* Is Before Or On

e Is After

e |s After Or On

* Begins With

* Does Not Begin With
* Ends With

* Does Not End With
* Contains

* Does Not Contain
* Has a Value
* Does Not Have a Value
11. In the Value field, enter the appropriate value.

Note: The available options and acceptable values vary depending on the option
you selected in the Field Name drop-down list. You may be able to enter only
alphabetical or only numeric characters depending on the option you selected in
the Field Name drop-down list. If you selected an option in the Field Name drop-
down list that ends in “Indicator,” then you must select the Yes or No option in the
Value field. If you selected an option in the Field Name drop-down list that
requires a date, a calendar becomes available in the Value field. If you selected
Has a Value or Does Not Have a Value in the Operation drop-down list, then the
Value field is not available.

12. Click View Report.
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The report displays at the bottom of the window.

__ V.2 GradeBook

Report Viewer

- Hide Setup

¥ Save Setup As | View Repnn|

Report Name: Homework and Marks Posted to Parent Access

£ 2

 Heade

Report Header:

Homework and Marks Posted to Parent Access

Class:
Start Date:

End Date:

Published Marks To Web?:
Published Assignment To

Homework?:

Math - Gr 02: 1, Science: 3, Math - Gr 02: 6, Science: 1

08/01/2011
11/04/2011
CiYes @ No

CiYes @ No

[

Mo columns are available to add or remove

Note: The field or list displays red indicating an unacceptable value was entered

View Report

or a required field was left blank.

Reports

13. To save the report with your selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window in the New report name field, type the unique report
name, and in the New description field, type the description of the report. Then, click

Save.

The following message displays at the bottom of the window: “Report setup saved

successfully.”

Homework and Marks Posted to Parent Access

Hinds, Ginneen

Class Name

Math - Gr02: 1

Science: 1

Science: 3

Date Range

11/4/2011 to 11/4/2011

Homework and assignment marks posted between 9/1/2011 and 11/4/2011

Lake View Elementary School

Assignment Description
Friday Quiz

10/28/2011 to 10/28/2011  Friday Quiz
10/21/2011 to 10/21/2011  Friday Quiz
10/14/2011 to 10/14/2011  Friday Quiz

10/7/2011 to 10/7/2011

Friday Quiz

10/31/2011 to 10/31/2011  Solid States Worksheet
10/10/2011 to 10/21/2011  Leaf Project
10/31/2011 to 10/31/2011  Solid States Worksheet

Assignment Type Marks Posted?

Quiz

Quiz

Quiz

Quiz

Quiz
Classwork
Project
Classwork

Report Card Marks Report

The Report Card Marks report provides numerous options for presenting report card information
for individual or multiple class(es). For example, you can apply specific filter options to create a
report that displays students with grades above or below a grade threshold. Once you save the
report with your desired filter options and unique name, you can run it as often as you like.
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1.

On the Teacher Home Page or Class Dashboard, in the Select a Report drop-down list,
select Report Card Marks.

Enter the name of the report in the Report Header field. Report Card Marks displays by
default but you may change the name if desired.

In the Set Required Parameters area, in the Report Card drop-down list, select the
appropriate report card.

In the Class List, select the appropriate class(es).
Select one of the following Include Hidden Students options:

¢ Yes — Include students that have been hidden from a teacher's class roster
¢ No — Do not include students that have been hidden from a teacher's class roster

Note: The field or list displays red indicating an unacceptable value was entered
or a required field was left blank.

In the Set Optional Filters area, select the appropriate common option in the Field Name
list. See “Report Card Marks — Field Name Options” for descriptions of all the available
options.

Select one of the following options in the Operation drop-down list if it is available. The
available options may vary depending on the option you selected in the Field Name drop-
down list.

* |Is Equal To

* |s Not Equal To

e |s Before

* |s Before or On

e Is After

e Is After or On

* |sLess Than

e |sLess Than or Equal To
* |s Greater Than

* |s Great Than or Equal To

* Begins With

* Does Not Begin With
* Ends With

* Does Not End With

* Contains

* Does Not Contain

* Has A Value

* Does Not Have A Value
In the Value field, enter or select the appropriate value.

Note: The available options and acceptable values vary depending on the option
you selected in the Field Name drop-down list. You may be able to enter only
alphabetical or only numeric characters depending on the option you selected in
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the Field Name drop-down list. If you selected an option in the Field Name drop-
down list that ends in “Indicator,” then you must select the Yes or No option in the
Value field. If you selected an option in the Field Name drop-down list that
requires a date, a calendar becomes available in the Value field.

Note: You cannot select any columns in the Add & Remove Columns area;
however, the Student, Course, Assessment, and Reporting Periods columns
display by default on the report. Options in the Field Name drop-down list that
end in “Indicator” do not have a corresponding column to display.

9. Click View Report.
The report displays at the bottom of the window.

10. To save the report with your selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window in the New report name field, enter the unique report
name, and in the New description field, enter the description of the report. Then, click
Save.

The following message displays at the bottom of the window: “Report setup saved
successfully.”

: A+ V - Report Viewer
_ GradeBook
A_| Hide Se(up| ¥ Save Setup As | Q View Repnn‘ Report Name: Secondary Report Card
date Report Headers. |
Report Header: Honor Roll |
Report Card:  2nd Grade Report Card E
Class: Math - Gr 02: 01 -
Include Hidden Students: Yes ©No
Assessment Name ~ || Contains - |overall (%]
Mark | = Is Equal To - |A 0
=] %]
Add New
Add & Remov
No columns available to add or remove
L Vizw Repot,

A ProgressBook. .

A+ GradeBOOk Report Viewer @ ®
v? Show Setup ”,5 Save Setup As... | V\ew Repon‘ Report Name: Honor Roll Report
15 H A4 ofi Pl 100% Find | Next Select a format [Hlewat &

Honor Roll

Student S Course S Assessment (13

Nadja Math - Gr  Overall A
DiMino 02 Grade
Taylor Math - Gr  Overall A
Dipolis 02 Grade

Printed from ProgressBook A 1/16/2012 4:17:02 FM

ProgressBook GradeBook Teacher Guide: Traditional 174



Reports

Report Card Marks — Field Name Options

Options Description
Assessment Name Name of assessment as it displays on the report card.
Assessment Order Order in which the assessment is displayed on the report card.
Birth Date Date of birth of the student.

Indicates whether the student is active in the class. If you select
Class Enroliment Status Name this option, you must enter Active, Withdrawn, or Future in the

Value field.
Counselor Name Name of the guidance counselor assigned to the student.
Course Abbrev Name Apbreviation of course name as specified on the Update Course
window.
Course ID District identification code that represents the course.
Course Name Name of course as specified on the Update Course window.

Short name of course as specified on the Update Course

Course Short Name .
window.

Indicates whether the course is ungraded as specified on the
Update Course window. Usually study halls and lunch are
specified as ungraded courses. If you select this option, you must
select Yes or No in the Value field.

Course Ungraded Indicator

Enrollment Date Date on which the student enrolled in the school.

Code that represents whether the student is active or inactive in

Enroliment Status Code the school in which the student is enrolled.

Indicates whether or not the report card has been designated to
display in ParentAccess. If you select this option, you must select
Yes or No in the Value field.

Exclude from Parent Access
Indicator

Gender Code Code that represents whether a student is female or male.

Last date of the interim as specified on the Reporting Periods
screen.

Interim End Date

Grade entered for an assessment on the Report Card Entry
screen.

Mark

Indicates whether the student's information has been disabled in
ParentAccess. If a parent account is associated with multiple

Parent Access Disabled student accounts, the parent account can still access the other

Indicator student accounts. If you select this option, you must select Yes or
No in the Value field.

PB Assessment ID GradeBook code that identifies the report card assessment.

PB Class ID GradeBook code that identifies the class.

GradeBook code that identifies the group to which a course
PB Course Group ID belongs as specified on the Courses tab in the Report Card
Builder. This code is used only in standards-based report cards.

PB Course ID GradeBook code that identifies the course.

GradeBook code that identifies the grade level in which the

PB Grade Level ID student is enrolled.

GradeBook code that identifies the grading scale associated with

PB Grading Scale ID
an assessment.
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Options

Description

PB Homeroom ID

GradeBook code that identifies the homeroom in which the
student is assigned.

PB Mark Type ID

GradeBook code that identifies the mark type associated with an
assessment.

PB Report Card ID

GradeBook code that identifies the report card.

PB Reporting Period ID

GradeBook code that identifies the reporting period.

PB School ID

GradeBook code that identifies the school in which the student is
enrolled.

PB Student ID

GradeBook code that identifies the student.

Reporting Period Calculation
Code

Code that represents the calculation method selected for each
grade calculation method as specified on the System Calcs tab
in the Report Card Builder.

Reporting Period End Date

Last date of the reporting period as specified on the Reporting
Periods screen.

Reporting Period Name

Name of the reporting period as specified on the Reporting
Periods screen.

Reporting Period Order

Order in which the reporting periods display on the report card as
specified on the Periods tab in the Report Card Builder.

Reporting Period Short Name

Short name of the reporting period as specified on the Reporting
Periods screen and used in the Grading Period list on the Class
Dashboard and on the Report Card Entry screen.

Reporting Period Start Date

First date of the reporting period as specified on the Reporting
Periods screen.

Reporting Period Type Code

Code that indicates whether Gradebook Range was selected for
the reporting period as specified on the Reporting Periods
screen. Reporting periods that display in the Grading Period
drop-down list on the Class Dashboard are set as Gradebook
Range.

Student First Name

First name of the student.

Student ID

District code that identifies the student.

Student Last Name

Last name of the student.

Student Middle Name

Middle name of the student.

Student Name

Full name of the student.

Student Demographics by Class Report

The Student Demographics by Class report provides numerous options for displaying student
demographic information for individual or multiple classes, class groups, or homerooms. For
example, you can apply specific filter options to create a report that displays student addresses
for specific classes or schools. Once you save the report with your desired filter options and a
unique name, you can run it as often as you like.

1.

On the Teacher Home Page or Class Dashboard, in the Select a Report drop-down list,
select Student Demographics

Enter the name of the report in the Report Header field. Student Demographics displays
by default, but you may change the name if desired.
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3. Inthe Set Required Parameters area, in the Class drop-down list, select the appropriate
class(es).

Note: The field or list displays red indicating an unacceptable value was entered
or a required field was left blank

4. Inthe Set Optional Filters area, select the appropriate option(s) in the Field Name drop-
down list. See “Student Demographics Report — Field Name Options” for descriptions of
all the available options.

5. Select one of the following options in the Operation drop-down list if it is available. The
available options may vary depending on the option you selected in the Field Name drop-

down list.

* |s Equal To

* |s Not Equal To

* Begins With

* Does Not Begin With
* Ends With

e Does Not End With

e Contains

* Does Not Contain
* HasAValue
* Does Not Have A Value
6. Type the appropriate value in the Value field.

Note: The available options and acceptable values vary depending on the option
you selected in the Field Name drop-down list. You may be able to enter only
alphabetical or only numeric characters depending on the option you selected in
the Field Name drop-down list. If you selected an option in the Field Name drop-
down list that ends in “Indicator,” then you must select the Yes or No option in the
Value field. If you selected an option in the Field Name drop-down list that
requires a date, a calendar becomes available in the Value field.

7. Specific selected columns indicated by a check mark display on the report by default. If
you have selected specific filter options in the Field Name drop-down list and you want
that information to display on the report, make sure to select the corresponding column
name in the Columns drop-down list. Options in the Field Name drop-down list that end
in “Indicator” do not have a corresponding column to display.

8. Click View Report.
The report displays at the bottom of the window.

9. To save the report with your selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window in the New report name field, enter the unique report
name, and in the New description field, enter the description of the report. Then, click
Save.
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The following message displays at the bottom of the window: “Report setup saved
successfully.”

|A+ mBOOk Report Viewer

Al.ﬁ,‘— Hide Setup‘ f', Save Setup As.. ‘ V\ew Repon‘ Report Name: Student Demographics by Class

Report Header: Disabilities

Class: Algebra 2: 01, Algebra 2: 02, English Gr 11: 01, English Gr 11: 02, Math - Gr 02: 01, -

Disability Name ﬂ Contains |~ |aut &

iAdd New

Columns: Class Name, Student Last Name, Student First Name, Student ID, School Name, Grade Level Name, -

I ProgressBook
> Report Viewer
Lsd GradeBook
- Show Setup f"_‘, Save Setup As | View Report Report Name: Disabilities
H 4 [ oft b Pl | 100% =l f Find | Next | Select a format [=] Export =
Disabilities
¢ Student £ Student & Student & School £ Grade £ Homeroom % | Disability ¢ | Disability S
Last First m Name Level m Name Code
Name Name Hame
Math - Gr  DiMino Madja 099834286 Lake View 0z oo1p Autism 12
02: 01 Primary
School
Printed from ProgressBook 1 1/16/2012 4:17:02 PM

Student Demographics Report — Field Name Options

Option Description
Birth Date Date of birth of the student.
Calendar Name Calendar used by the school in which the student is enrolled.
Name of the class in which the student is enrolled. If no class name is
Class Name . . ;
assigned, then course name and section displays.
Counselor Name Name of the guidance counselor assigned to the student.

Code that represents a disability that is included in a list of disabilities
recognized by the state department of education. These codes are also
used in SpecialServices. If you select this option, you must enter 01, 02,
03, 04, 05, 06, 08, 09, 10, 11, 12, 13, 14, 15, or ** in the Value field.

Disability Code

Full name of a disability that is included in a list of disabilities recognized
by the state department of education. These codes are also used in
SpecialServices. If you select this option, you must enter the full or
partial disability name in the Value field.

Disability Name

District of Residence District in which the student resides.
District of Service District in which the student receives services.
Enrollment Date Date on which the student enrolled in the school.
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Student Demographics Report — Field Name Options

Option

Description

Enroliment Status Code

Code that represents whether the student is active or inactive in the
school in which the student is enrolled.

Gender Code

Code that represents whether a student is female or male.

Grade Level Code

Code that represents the grade level in which the student is enrolled.

Grade Level Name

Grade level in which the student is enrolled.

Graduation Date

Date on which the student will graduate from high school.

Home School ID

Code that represents the school building in which the student was
originally enrolled.

Homeroom ID

Code that identifies the homeroom to which the student is assigned.

Parent Access Disabled Indicator

Indicates whether the student's information has been disabled in
ParentAccess. If a parent account is associated with multiple student
accounts, the parent account can still access the other student
accounts. If you select this option, you must select Yes or No in the
Value field.

Parent Access Disabled Status
Name

Indicates whether the student's information has been disabled in
ParentAccess. If you select this option, you must enter Disabled in the
Value field.

PB School ID

GradeBook code that identifies the school in which the student is
enrolled.

PB Student ID

GradeBook code that identifies the student.

School Enrollment Status Name

Indicates whether the student's record is active in GradeBook. If you
select this option, you must enter Active or Withdrawn in the Value field.

School ID

Code that identifies the school in which the student is enrolled.

School Name

Name of the school in which the student is enrolled.

Student Address Line 1

Street address where the student lives.

Student Address Line 2

Street address where the student lives.

Student Address Line 3

Street address where the student lives.

Student Address Apt No

Apartment number of the apartment in which the student lives.

Student City

City in which the student lives.

Student Email Address

Email address of the student.

Student First Name

First name of the student.

Student ID

District code that identifies the student.

Student Last Name

Last name of the student.

Student Middle Name

Middle name of the student.

Student Phone Number

Student's primary phone number.

Student State

State in which the student lives.

Student Zip Code

Postal code of the address at which the student lives.

Student's Last Parent Access
Login Date

Date the last time the student logged in to ParentAccess.
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YTD (Year to Date) Final Grade Report

The YTD (Year to Date) Final Grade Report provides many options for displaying year-to-date
grade information for students in a class or class group. The YTD Final Grade Report can only
be used on classes where the YTD Grade calculation has been enabled on the report card for the
class.

1. On the Teacher Home Page, in the Select a Report list, select YTD Final Grade.
2. Click Run.

3. On the GradeBook Report Viewer window, enter the name of the report in the Report
Header field. Year to Date Final Grade displays by default, but you may change the name
if desired.

4. Inthe Select Required Parameters area, in the Class List, select the appropriate class.
Note: Only the classes to which you have access display in the list.

5. Select one of the following Show Grade Source Legend options:

* Yes — Include the legend that displays the reporting periods, calculations methods,
and weights that determine how the final grade is calculated as defined in the Report
Card Builder

* No — Do not include the Grade Source Legend
6. Select one of the following Show Grading Scale Legend options:

* Yes — Include the legend that displays the marks and point value ranges used in the
grading scale that determines how the final grade is calculated as defined in the
Report Card Builder

¢ No - Do not include the Grading Scale Legend

7. In the Set Optional Filters area, select the appropriate option in the Field Name drop-
down list. See “YTD (Year to Date) Final Grade Report” for descriptions of all the available
options.

8. Select one of the following options in the Operation drop-down list if it is available. The
available options may vary depending on the option you selected in the Field Name drop-
down list.

* |s Equal To

* |s Not Equal To

e |s Before

* |s Before or On

e Is After

e Is After or On

* |sLess Than

e |s Less Than or Equal To

* Is Greater Than

* |s Greater Than or Equal To

* Begins With
* Does Not Begin With
e Ends With
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10.

11.

12.

* Does Not End With

* Contains

* Does Not Contain

* HasAValue

* Does Not Have A Value

In the Value field, enter the appropriate value.

Note: The available options and acceptable values vary depending on the option
you selected in the Field Name drop-down list. You may be able to enter only
alphabetical or only numeric characters depending on the option you selected in
the Field Name drop-down list. If you selected an option in the Field Name drop-
down list that requires a date, then a calendar becomes available in the Value
field. If you selected Has a Value or Does Not Have a Value in the Operation
drop-down list, then the Value field is not available.

Specific selected columns indicated by a check mark display on the report by default. If
you have selected specific filter options in the Field Name drop-down list and you want
that information to display on the report, make sure to select the corresponding column
name in the Columns drop-down list.

Click View Report.

The report displays at the bottom of the window.

Note: The field or list displays red indicating an unacceptable value was entered
or a required field was left blank.

To save the report with your selected parameters, filters, and columns, click Save Setup
As. On the Save Setup As window in the New report name field, enter the unique report
name, and in the New description field, enter the description of the report. Then, click
Save.

The following message displays at the bottom of the window: “Report setup saved
successfully.”
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'Hmesemp‘ :JSavesEmpAs,‘ \:‘lewRepm‘[ Report Name : YTD Final Grade

=

Report Header: Year To Date Final Grade

Class: Algebra 2: 01 -
Show Grade Source Legend: @ Yes (" No
Show Grading Scale Legend: © Yes ( No
District Student ID ~ | Has A Value - 6
Grade Lavel ~ | Is Not Equal To +9 (%]
Student Name - - [%]
Year To Date Value - - (%]

Columns:

District Student ID, Reparting Periods, Year To Date -

ProgressBook.
Ll GradeBook

- Show Selup‘ i! Save Setup As. | @V\ew}?epoﬂ|

Report Name : YTD Final Grade

N

4 4 [t Joft » Pl 100% - Find | Next  Select a format + Export (5§

Year To Date Final Grade

Algebra 2

Student ID
Adamczyk, Jennifer 999785455 8559
Nader, Adelaide 999729061 6334
Nadig, Cheridan 999729063 8399
Pruc, Shannon 999909983 87.80
Randjekovic, Christina 999101913 88.08
Rencic, Carolyn 999883057 83.06
Retherford, Jonathon 999865424 89.48
Reyes, Jacqueline 999884294 8595
Robinson, Megan 999883733 7184
Ryland, Nicole 999366498 88.27
Scarnecchia, Trevor 999882192 7824
Schlessinger, Kevin 999861898 88.64
Schoonover, Lauren 0999881968 8447
Seelman, Kimberly 999888058 81.37
Sagro, Brittany 999901173 83.15
Shannen, Brett 999389804 90.29
Sladik, Jillian 999901295 78.85
Slates, Tiffany 999902878 89.95
Smerdel, Brian 399929340 88.11

8716 9068 7020 83.41(B)
8751 7457 8594 7784 (C)
8400 90.06 8763 86.42 (B)
7452 8160 9043 83.58(B)
8423 8868 8575 86.69 (B)
8739 8754 82.00 85.00(B)
8492 8092 7660 8298 (B)
8511 87 66 8946 87.05(B)
86.66 88.74 87.31 83.64 (B)
76.49 90.57 87.31 85.66 (B)
8214 8652 88.37 83.82 (B)
82.40 76.34 87.34 83.68 (B)
80.11 3772 86.52 72.21(C)
8335 T8.63 85.57 82.223(B)
8548 92.28 70.54 82.86 (B)
83.92 86.52 82.80 85.88 (B)
86.13 67.88 8472 79.40(C)
83.54 7228 8472 82.62 (B)
7078 89.43 87.97 84.07 (B)

Grade Source Legend

Grading Scale Legend

Report Period | fyerade Weight
Q1 Gradebook 2 A
Q2 Gradebook 2 B
EX1 Report Card 1 g
Q3 Gradebook 2 E
Q4 Gradebook 2
EX2 Report Card 1

Start

895% 110%

79.5% 50.49%

69.5% 79.49%

5958 69.40%
0% 59.49%

Reports
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YTD (Year to Date) Final Grade Report

Options Description

Average Mark Student’s grade for the reporting period. Depending on how the
year to date grade calculation is set up in the report card, the
grades display differently. If the year-to-date grade calculation is
based on a system calculation that uses grades from the report
card, then the grade is the grade entered on the Report Card
Entry screen. If the year-to-date grade calculation is based on a
system calculation that uses averages from the grade book, then
the grade is the numeric average from the teacher’s grade book.

Birth Date Date of birth of the student.

District Student ID District code that identifies the student.

Code that represents whether the student is active or inactive in

Enroliment Status Code the school in which the student is enrolled.

Gender Code Code that represents whether a student is female or male.

Grade Level Grade level in which the student is enrolled.

Short name of the reporting period as specified on the Reporting
Reporting Period Short Name Periods screen and used in the Grading Period drop-down list
on the Class Dashboard and on the Report Card Entry screen.

School ID Code that identifies the school in which the student is enrolled.
School Name Name of the school in which the student is enrolled.

Student Email Address Email address of the student.

Student Name Full name of the student.

Year To Date Student’s class grade if final report cards were given at the

current time. Depending on the marks used in the grading scale
used in the report card, the grades display as percentage
averages or point values and its mark equivalent.

Year To Date Value Numeric point value equivalent of the student’s class grade at the
current time if final report cards were given. Depending on how
the year-to-date grade calculation is set up in the report card, the
grades display differently. If the final grade is based on numeric
averages, then the grade is a percentage average. If the final
grade is based on letter grades, then the grade is a point value
equivalent of the letter grade.
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ParentAccess

ParentAccess enables parents and students to view select GradeBook information. You have
access to view the information so you can see exactly what parents see for each student. On the
ParentAccess Home screen, Today’s Comments display (if applicable), as well as a summary
of the student’s Grades, Homework, Grade Details, and Daily Attendance with links to more
detailed information. On the left side of the screen, the navigation bar displays links to Student
Information, School Information, and Family Information (or Account Management for
students).

_ Lakeview City Schools

Brett Shannon

P ss‘gdﬂb‘k Home Student ID; 999839804

STUDENT INF Today's Comments

Thank you far helping the other students with this week's assignments!

A Grades
& Planner g
Oscheduls Grades Homework
oMb e 3
Ehctivities Course Grade YIDGrade  AsOf Course
Mirtesoimces ALGEBRA 2 95354 9298 A May 28 ALGEBRA 2 ()
EReport Card
BIOLOGY HONORS 9714 A 96,09 A May 29 BIOLOGY HONORS ©
W Course Request
CREATIVE WRITING 98.00 A+ 9250 A May 29 CREATIVE WRITING ]
SFees
ENGLISH 9 HONORS [ 1]
SCHOOL INFORMATION |QV\ew all grades 2
@, View all homework
@News
B4 Calendar details

Grade Details

Daily Attendance

® Class Information

b ALGEBRA 2 Absence Type Count
SAlerts Date Assignment Mark
Fe Tardy 3

Iy Accoun

i May 29 Page 364 - ALL 20120 R R 5

_Student Contacts
& Student Profile IOLOGY HONDRS Unexcused Absence 2

Date: Assignment Mark

May 28 Chapter 15 15/15 @uiew all attendance

@View all grade details

View ParentAccess

On the Class Dashboard, click View ParentAccess Website to open ParentAccess in another
window.

Classroom Administration

Seating Chart Lunch Counts

Daily Attendance by Seating Chart
Period Attendance by Seating Chart

Post Homework Post Class Information

Qiew ParentAccess Website )
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Navigate ParentAccess

The Home screen of ParentAccess provides a summary of the student’s progress, which is
divided into Grades, Homework, Grade Details, and Daily Attendance sections.

Note: To view detailed information for any of these sections, click details or View
all [name of section].

On the left side of the screen, the navigation bar is divided into Student Information, School
Information, and Family Information (or Account Management for students) sections. The
navigation bar remains visible as you navigate through ParentAccess.

In the top-right corner to the left of Help on each screen, B displays next to the student’s name.
When you click the arrow, you can select a different student from the class.

Also, at the top-right corner to the right of your user name, you can click g, and then click Sign
Out.

At the top of the screen to the left of your user name, click Help to view online help.

Click to

— -
Current ProgressBook

Navigation
Bar

Lakeview City Schools

Home

Click to change students

view Help

Brett Shannon
Student ID: 999889204

Click to
sign out

Screen UDENT INFORMATION Today's Comments
#Home ALGEBRA 2
T Thank you for helping the other students with this week's assignments!
& Planner -
details details
e Grades = Homework -
B Attendance
SActivities Course Grade YTDGrade  AsOf Course
e ALGEBRA 2 95.35A 9208A May 28 ALGEBRA 2 - ]
EReport Card
BIOLOGY HONORS 9714 A 96.09 A May 29 BIOLOGY HONORS [ 1]
W Course Request
CREATIVE WRITING 95.00 A+ 9250 A May 29 CREATIVE WRITING o
SFees
ENGLISH 9 HONORS ©
SCHOOL @ View all grades .
@ View all homework
@News
B3 cCalendar details

# Class Information
ILY INFOR

EAlerts

@My Account

%.Student Contacts

& Student Profile

N

Grade Details deEis

ALGEBRA 2
Date Assignment Mark

May 29 Page 364 - ALL 20/20
BIOLOGY HONORS
Date: Assignment Mark

Way 28 Chapter 15 1515

@ View all grade details

Absence Type

Tardy
Excused Absent

Unexcused Absence

@view all attendance
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View Another Student in the Class

You can easily select another student in the class to view their progress.
1. Atthe top of any screen, to the right of the student’s name, click g&.
2. In the list of students, select another student.

The screen updates to display that student’s information.

Lake View City Schools Addis, Thomas

Addis, Thomas Hornis, Loren Richmond, Rachel Sadeghi, Nicole i, David
' Adler, Hana ' Koski, Lauren Rideskil, Youseft Safavi, Joshua Smelzer, Zachary
Sgoular laer “ MacBoyle, Brian Roble, Katherine Sawayda, Aubrey

Cabuk, Hilary

Ravada, Michael Rothermel, Meghan Schweigert, Michael

Diaconu, Adam Reilly, Timothy Rueter, Laura Seibert, Ashley

Lake View City Schools

Hana Adler

P"OngSBOOk. Home Student ID: 999736235

STUDENT INFORMATION

detals details
Grades = Homework et

A Grades
& Planner
©Schedule Course Grade YTD Grade As OF Course
Ly ALGEBRA 2 HONORS 89.10B+ 86.30 B Aug 1 ALGEBRA 2 HONORS [ 2]
SAchmes APPLIED SOCIALSTUDIES 2 9240 A- 0440A  Augi BIOLOGY HONORS o
EResources

BIOLOGY HONORS 9270A 9270 A Aug 1
B Report Card

FRENCH 2 35308 85308 Jul3 MBS
W Course Request
$Fees HEALTH 24808 84808 Jul3
SCHOOL INFORMATION @ View all grades
Q@News
& Calendar Grade Details =i M Daily Attendance =t
# Class Information
FAMILY INFORMATION ALGEBRA 2 HONORS Absence Type Count
= Alerts Date Assignment Mark Tardy 3
@y Account Aug 1 Quiz 8.1 D Excused Absent 4
. Student Contacts

Unexcused Absence 2

&Student Profile APPLIED SOCIAL STUDIES 2

Date Assignment Mark

Jul 31 Chapter 10 Quiz 1315 Sl ariaE

BIOLOGY HONORS

Date Assignment Mark

Aug 1 Chapter 22 Quiz 19720

@ View all grade details
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Sign Out of ParentAccess

It is recommended that you sign out of ParentAccess when you are finished viewing a student’s
information.

1. At the top of any ParentAccess screen, click @ to the right of your user name.
2. Click Sign Out.

The system returns to the login screen, and you are signed out of ParentAccess.

Teacherd GB ~

O sign Out

Lakeview City Schools

Welcome to ProgressBook!

Progressﬁg%k

Sign In

Enter your login Information

[] Remember me
@ Forgot your user name or
Password?

Create an account * Switch District

& District Calendars
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Student Information

The Student Information section allows you to view a student’s information. The screens
available for viewing are as follows:

Home — Provides a summary of a student’s progress, including daily comments
displaying at the top of the screen, sections for Grades for the current reporting period,
Homework due within the next 2 school days, Grade Details for items due in the past 2
school days, and Daily Attendance information.

Grades — Provides detailed information about a student’s grades for a reporting period
including Course, Grade, and As Of date. The courses are links, so you can easily
navigate to the Grade Details screen to view a student’s assignments for that course.

= Grade Details — Provides detailed information about a student’s assignments for a
course. For traditional (high school) courses, the default view is by date, but you can
also view by assignment type. For standards-based (elementary) courses, the default
view is by standards, but you can also view by assignment summary and assessment
type. At the top of the screen, you can select the student’s other courses, and on the
right side of the screen, you can select different reporting periods.

Note: Missing assignments display as O/possible points and 0%.

Planner Screen — Provides detailed information about a student’s Assigned Work
and/or Posted Homework.

= Assigned Work — When you create an assignment, if you select Post to the
homework web page?, the assignment displays in the student Planner below the
Assigned Work heading. If you created an assignment from a VirtualClassroom
activity, a View Activity link also displays.

= Posted Homework — When you use the Post Homework feature, the homework and
associated links and/or attachments display in the student Planner below the Posted
Homework heading.

Schedule Screen — Provides detailed information about a student’s schedule. You can
also email the class’s teacher from the Schedule screen. Transportation, locker, and
counselor information also displays on this screen.

Attendance Screen — Provides information about a student’s Daily and Period
Attendance with links to view detailed information about attendance.

» Daily Attendance Screen — Provides detailed information about a student’s daily
attendance including Date, Absence Type, Reason (if a reason was entered),
Attendance Comments (if a comment was entered), and Arrival and Dismissal
Times, if available. The information displayed is live from Studentinformation if live
integration is enabled. The default view is by reporting period with links on the right
side to view different reporting periods or a summary for the school year. If
Attendance Totals are enabled by your administrator, Total Absent and Total Tardy
display for each reporting period (but not on the Summary view). There is also a link
to view period attendance details.
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= Period Attendance Screen — Provides detailed information about a student’s period
attendance including Absence Date and Absence Type. The information displayed
is live from Studentinformation if live integration is enabled. The default view is the
current reporting period. You can also view period attendance for another reporting
period. There is also a link to view daily attendance details.

* Activities Screen — If your school has enabled VirtualClassroom, the Activities screen
displays a list of the online activities you assign to the students, including due date and
status. The activity name serves as a link for students to access and work on the activity
when they are signed in to their accounts. When parents sign in to their accounts, they
can view online activities in read-only format.

* Report Card Screen — Provides detailed information about a student’s report card. If
your school uses more than one report card, such as an interim, in the Report Cards
drop-down list, you can select a different report card or interim to view. Click View Paper
Report Card to display a PDF of the student’s most recent report card. Click View Paper
History to open the Report Card History screen, which lists report cards from previous
grading periods and previous school years. Click the name of a report card to display it as
a PDF.

School Information

The School Information section lets you view the following:

* News — Provides a news selection screen in tile format where you select news for the
district or for the schools in your district

Note: If a district or school has information, the district’s or school’'s name
displays in green.

* Calendar — Provides a calendar on which you select preferences to displays for event
categories, classes, and schools

* Class Information — Provides a class selection screen showing all the student’s classes
in tile format

Note: If a class has information, the class name appears in green, and if the
class’s teacher has uploaded a class logo, the logo appears on the right side of
the tile.

Family Information

The Family Information section provides the following links if enabled by the ParentAccess
administrator:

* My Account — Click to access the My Account screen where you can reset a student’s
ParentAccess password (see “Change a Student's Password in ParentAccess” )

* Student Profile — Click to view the school and demographic information on file for the
student whose ParentAccess account you are viewing (read-only)
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Change a Student's Password in ParentAccess
You can change a student’s password in ParentAccess should the student forget it.

Note: If your school district requires students to log in using another service, such
as Google™, you cannot change their passwords.

1. On the Class Dashboard, click View ParentAccess Website.

2. On the left side of the screen in the navigation bar, below Family Information, click My
Account.

The My Account screen displays a list of students in your class.

3. Onthe My Account screen, in the row of the student whose password you want to reset,
click Reset Password.

In the New Password field, enter the new password.
In the Re-enter New Password field, enter the new password again.
Click Update.

The Password has been changed message displays and, if the student has registered
an email address, a confirmation email is sent to the student. Encourage the student to
create a new complex password.

Lakeview City Schools

ProgressBatk My Account

i Wy Studsnts
A Grades

@Planner

Oschedule Students
B Atendance

= Use this page to reset passwords for students with accounts

EResources

ERepon Card Name User name ld#

W Course Request

SFees & Thomas Addis addist 999550472 (C Reset Passrord
& Hana Adler Hanarocks 999736235

@hews

ECalendar Lauren Aguilar 999925305

# Class Information

- Hilary Cabuk Hilary 999591191
malerts Adam Diaconu 999049777
B i Loren Hornis 999963457,

(¥
& Student Profile - Lauren Koski Lauren

ent Contacts

My Account
#  MyStudents  ResetStudent Password My Account
Reset Password for Hilary Cabuk #A  MyStudents ~ Reset Student Password
New Password | s «# Password is acceptable o‘ e e

Re-enter New Password « Passwords malch
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ParentAccess Alerts Overview

Alerts are email messages regarding student progress sent to the email accounts of parents and
students who have subscribed to the alerts. The school district can set up various alerts by school
building to provide parents and students with options. Parents and students can then subscribe to
the desired alerts on the Alerts screen in ParentAccess. The alert is sent directly to the specified
email account(s); however, the parent or student must log in to their ParentAccess account to view
details of the assignment(s) related to the alert.

Teachers know that an alert about a student's progress has been sent when =2 displays next to

an assignment on the GradeBook Grid. & displays to denote that the alert subscriber has logged
in to ParentAccess.

Post Homework to ParentAccess

If your school district enables the ParentAccess feature in GradeBook, in addition to posting
assignments to the Planner in ParentAccess, you can create homework posts that provide more
specific instructions and other useful information. This option also allows you to post recurring
homework through a single post. The homework and associated links and/or attachments of the
Post Homework feature display in the student Planner below the Posted Homework heading.

1. On the Teacher Home Page or Class Dashboard, click Post Homework.
2. On the Homework Search screen, click Add New Homework.

3. Onthe Homework Setup screen, in the Homework Details area, in the Title field, enter
a title for the homework.

4. On the Homework Setup screen, in the Homework Details area, type a description of
the homework.

Note: You can use the text editor to edit and format the text.

5. Click 22 next to the Start field to choose the first date the homework is posted, or enter it

in the field.

6. Click & next to the End field to choose the last date the homework is posted, or enter it
in the field.
Select the class(es) to which the homework assignment applies.

8. Click Save.

Note: Once you have saved the homework assignment, the Links, Attachments,
and Students tabs display on the Homework Setup screen.
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9. You may perform any of the following optional steps while creating a homework post.

e To import the homework from the homework bank in the future, verify that the Save
this homework to the homework bank option is selected.

e To create links to other websites that may be useful while completing the homework
assignment, click the Links tab.

* To create an attachment to be downloaded with the homework assignment, click the
Attachments tab (if your district has enabled it).

¢ To exclude students from homework posted to ParentAccess, click the Students tab
and select student(s) to exclude.

Progresé'Bo%k » Homework Setup

GradeBook

|Otr3 vl |F'Ust Homework Example v‘

Add new homework

Homework Details
Save this homework to the homework bank:

Title: |Post Homework Example
B I US x, ¥ I||; |
Font s we. - | A- B [E]

[ source

Enter a Date Range
Start: 7212014 | 2 End: 7212014 B2

Due:
(ex. Every Friday, Daily, etc )

Choose Classes
All Classes

[v] ALGEBRA 2 HONORS [v] APPLIED SOCIAL STUDIES 2 [+]BIOLOGY HONORS

Check Spelling Save

Post Recurring Homework to ParentAccess

The Post Homework option lets you create homework with a single post that recurs during a
specified date range. The homework and associated links and/or attachments of the Post
Homework feature display in the student Planner below the Posted Homework heading.

1. On the Teacher Home Page or Class Dashboard, click Post Homework.
2. On the Homework Search screen, click Add New Homework.

3. On the Homework Setup screen, in the Homework Details area, in the Title field, enter
a title for the homework.

4. Onthe Homework Setup screen, in the Homework Details area, enter a description of
the homework.

Note: You can use the text editor to edit and format the text.
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5. Click 22 next to the Start field to choose the first date the homework is posted, or enter it
in the field.

6. Click & next to the End field to choose the last date the homework is posted, or enter it
in the field.

7. In the Due field, designate on which day(s) the homework recurs (for instance, “every
Monday” or “daily”).

Select the class(es) to which the homework assignment applies.
Click Save.

Note: Once you have saved the homework assignment, the Links, Attachments,
and Students tabs display on the Homework Setup screen.

10. You may perform any of the following optional steps while creating a recurring homework
post.

e To import the homework from the homework bank in the future, verify that the Save
this homework to the homework bank option is selected.

* To create links to other websites that may be useful while completing the homework
assignment, click the Links tab.

* To create an attachment to be downloaded with the homework assignment, click the
Attachments tab (if your district enabled it).

¢ To exclude students from homework posted to ParentAccess, click the Students tab
and select student(s) to exclude.

GradeBook | Help | Sign Out

Progmsébc?b'k ~ Homework Setup

W Add new homework

Homework Details

Save this homework to the homework bank: ¥

Title: |Muttiplication Flash Cards

w
[
=
(1]
x
L
Pl
[
nn
0
[l
i
il

+ collapse tools

Font - we. -|| A- B- @ [ = O Y R ™ =

[ source

Students should spend 15-20 minutes working with flash cards to reinforce multiplication
skills.

Enter a Date Range

Start: 07/01/2014 End: [s11/2014

Due: Every Tuesday and Thursday
(ex. Every Friday, Daily, etc_)

Choose Classes
[JAll Classes

Math - Gr 02: Section 1 SuperDuper Math [ Reading - Gr 02: Section 1

Check Spelling Save Cancel
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Import Homework from the Homework Bank

If you selected the Save this homework to the homework bank option when you created and
saved homework posts during the current or previous school years, you can import homework
from the bank.

1. On the Class Dashboard, click Post Homework.
2. Onthe Homework Search screen, click Import Homework from the Bank.
The Import Homework window displays.

3. (Optional) If the homework you want to import is not listed or the list is too long to scroll
through, you can search for it.

a. Inthe Course drop-down list, select a different class.

b. Inthe Text field, enter all or part of the title or description of the homework, or leave it
blank.

c. Click Search.

Note: The homework bank is different from the assignment bank. Saved
assignments do not display on the Import Homework window.

Select the check box in the Import column next to the homework you want to import.

Click Import Homework.

Import Homewerk

Course. |Math - Gr 02 ~ | et | | Search

Check the homework you would like to import then click "Import Homework”
Import Description
Addition Worksheet Questions 1-15
O Chapter 4 Questions 1-15

Title: Practice Worksheets
|

Select and complete a 5-guestion practice worksheet each morning during
homeroom
O Math Salver Worksheet 3

O Multiplication Worksheet Questions 15-30

Import Homework

Select AllUnselect All

6. Close the Import Homework window.
7. Refresh your browser to refresh the Homework Search screen.

The imported homework displays in the list.

GradeBook | Help | Sign Out

Pragresém ~ Homework Search

| Mathematics: Patel v| ‘ Qtr3 v| | | Search
Import Homework from the Bank Add Mew Homework
Description Start Date End Date Due Del
( Addition Worksheet Questions 1-15 ) 8/1/2014 8/1/2014 Oa
Practice B 712812014 713072014 773072014
Advanced Addition 5/1/2014 5/8/2014 5/8/2014 *
*Homework was entered as GradeBook assignment Delete
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8. To update the imported homework for current use, click it to open the Homework Setup
screen.

10. Click £2 next to the End field to choose the last date you want to post the homework, or
enter it in the field.

11. Click Save.
R GradeBook | Help | Sign Out
ProgressBook | - Homework Setup e ls=plEzne:
|Qtr3 V| ‘Additinn Worksheet Questions 1-15 V|
m\ Links | Attachments || Students | Add new homework

Homework Details
Save this homework to the homework bank:
[lite: Addition Worksheet Questions 1-15

B I US§ x x L|;

= » show more tools

e E]%

Complete accurately and quickly. Repeat each day to try to improve your time.

Enter a Date Range

Gtart: 27202017 () End:  02/24/2017 @)

Due Every morning during homeroom

(ex. Every Friday, Daily. etc_}

Choose Classes

I All Classes
[JAMERICAN LITERATURE: 17 [ COMPOSITION: 28 CIREADING 5: 7
[JAMERICAN LITERATURE: 18 MATHEMATICS & 7 [IREADING 5: 8
O COMPOSITION: 27 MATHEMATICS 5: 8

Check Spelling

Search for Homework in the Homework Bank

You can search for homework assignments that have been saved to the homework bank.
On the Class Dashboard, click Post Homework.

On the Homework Search screen, click Import Homework from the Bank.

On the Import Homework window, in the Course drop-down list, select a different class.

> nh -

In the Text field, enter all or part of the title or description of the homework, or leave it blank.
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5. Click Search.

The homework items that most closely match your search parameters display on the
Import Homework window.

Import Homework

Agebra2

Check the homework you would like to import then click "Import Homework™
Import  Description
Pages 180-181 even
Pages 185-186 odd
Pages 190-191 all

Oooood

Pages 199-200 — Even problems

Import Homewaork

Select All Unselect All

Delete Homework from the Homework Bank

If you want to delete homework from the homework bank, you can use the Homework Bank
Maintenance screen.

1. On the Teacher Home Page, in the Administration area, click Bank Maintenance.

The Assignment Bank Maintenance screen displays.
2. Click the Homework Bank tab.

—= ] . GradeBook | sign ©
ProgressBook.| - Assignment Bank Maintenance Sredesook | elp | Son ut

GradeBook

Teacher Home Page S| Algebra v
T=PC Assignment Type:  All Types v | Text:

ASSignment EEWL ( Homework Bank I Les<on Plan Bank |

FYaVll © Delete Bank ltem(s)

Apply Filter

The Homework Bank Maintenance screen displays a list of homework items for the
course selected in the Course drop-down list.

(Optional) If you want to see a list of homework items for a different course, in the Course
drop-down list, select another course.
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4. Selectthe check box in the row of the homework item(s) you want to delete, and then click
Delete [x] Bank Item(s).

Note: You cannot delete homework that is assigned.

GradeBook | Help | Sign Out

Progressfio%k » Homework Bank Maintenance

‘GradeBook

Teather Home Page Course:

Lesson Flan Bank

Assignment Bank | I ILA:ENTS

Title Description Due Date Text Updated Assigned Attachments Links
Weekly Review Every Friday, complete review problems at the end of the c... Every Friday 10/9/2015 by Sally Teacher v
Practice Activities Complete online practice activities momings during homer . Daily 10/9/2015 by Sally Teacher v
Monthly Self-Evaluation At the end of each month, complete the self-evaluation for . Final Friday of each menth  10/9/2015 by Sally Teacher
Crsats mini quiz Create 5 algebraic equations for a classmate to solve. Be ... First Wed each month 10/9/2015 by Sally Teacher
Quiz Retakes All quiz retakes must be done by Thursday after schooll If... Thursday after school 10/9/2015 by Sally Teacher v Study Guidelines | Algebra Study Guide with Videos

5. On the delete confirmation window, click OK.

The selected item(s) are deleted from the Homework Bank.

Exclude Students from Homework Posted to ParentAccess

You can exclude specific students from seeing a homework assignment posted to ParentAccess.
For example, you may want to exclude a few students who are working on a different homework
assignment than the rest of the class.

1. On the Homework Setup screen, click the Students tab.

2. Select the students that you want to exclude from seeing the homework assignment.

Note: On the Homework Setup screen Students tab, students display in the
order you selected on the Class Roster screen if applicable. If you hid a student
on the Class Roster screen, the Homework Setup screen Students tab does
not display that student.

3. Click Save.
— = GradeBook | Help | Sign Out
ProgressBook| - Homework Setup
GradeBook
Dashboard =] Addition Worksheet Question 115 Back to search
(utain ] tinis | Students | Add new homework
Check the students who you wish to exclude
READING 6: 7
DBai\ey, Willow [CJEdwards, Anna (JParker, Dai
DEIeH, Lisa DEvans, Ichabod DReed, Carol
Ccampbell, Sigmund CIMorgan, Othello Rogers, Brett
Colhns, Gill DMoms, Makenzi DSanchsz, Pinocchio
Ccook, Janna [Murphy, Travis  CISmith, Fallon
Select All Unselect All
Save

Note: To quickly exclude all of the students except for a few, click Select All, and
then de-select the student(s) that you want to see the homework assignment.
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Set Up Class Preferences for ParentAccess

If your school district enables the ParentAccess feature in GradeBook, many preferences are
available to modify the appearance of the information displayed. If your district allows, you can
upload images that display as a class logo on the Class Information screen. You can also
designate specific information that should or should not display in ParentAccess.

1. On the Teacher Home Page, click Set Up Classes for ParentAccess.
2. Onthe ParentAccess Preferences screen, for the appropriate class, click Upload Image
to upload an image to display as the default class logo.

Note: The class logo image should be no larger than 2 inches by 2 inches.

In the Class Logo column, the image displays.
3. (Optional) To upload an image for all of your classes at once, perform the following steps:

a. At the bottom of the screen, in the Upload image to all classes area, select Yes or
No to indicate your choice for whether or not to override existing images.

b. Click Choose Image.
c. Upload the image.

Note: If you do not see the Upload image to all classes option at the bottom of
the screen, your school district has disabled this option.

4. Specify any of the following options in the Options column if you do not want certain
information to display.

* Don't show student averages

* Don't show letter grades

* Don't show assignment comments
5. Click Save.
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Progreséé%k ~ ParentAccess Preferences

GradeBook

Class

Algebra 2: Section 2

English Gr 11: Section 1

English Gr 11: Section 2

The class logo displays as the image on the Class Information selection screen. The image should be no larger than 2"x2" or 162x162 pixels.

B

Upload image to all classes
®Class Logo

OYes ®No

Class Logo

Upload Image
Remove Image

Upload Image
Remove Image

Upload Image
Remave Image

Sign Out

Options

[0 Don't show student averages
[ Don't show letter grades

[ Dont show assignment comments

[ Don't show student averages
[ Don't show letter grades

[ Don't show assignment comments

[ Don't show student averages
[ Don't show letter grades

[ Dont show assignment comments

Image type:

Override

existing images:

Choose Image
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Create Class Information for ParentAccess

If your school district enables the ParentAccess feature in GradeBook, you can post general
information about your classes on the Class Information screen and include links to helpful
resources as well as attach documents for parents and students to download. You can create a
separate class information screen for each class or subject or a single class information screen
for all of your classes.

1.
2.

On the Teacher Home Page, below Features, click Post Class Information.

On the Class Information Page Maintenance screen, in the Page Name field, enter a
name for the page (optional).

Note: This is for your reference only, and it does not appear in ParentAccess.

In the Enter the text for your page area, enter the text to appear on the Class
Information screen.

In the Select the classes that will use this page area, select all classes for which you
want to use this homepage.

Click Save.

Note: Once you have saved the class information, the Links and Attachments
tabs display on the Class Information Page Maintenance screen.

You may perform any of the following optional steps while creating class information:

* To upload an image that displays as the default image on the Class Information
screen, click Click here to upload a picture.

* To create links to other websites that may be useful to the class, click the Links tab.

e To create an attachment to be downloaded, such as specific instructions for
completing an assignment, click the Attachments tab (if enabled by your district).
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PragressB&’k ~ Class Information Page Maintenance

GradeBook | Help | Sign Out

GradeBook

@ Links || atiachments [)
Page Name: Spanish
{This is. for your reference onfy)
Enter the text for your page:
B I USHX X L =i = [Ele & =] - corapseras
Font - M. - A- B ] EEOE &V | = = || [ source

Hola, estudiantes. Bienvenidos a la clase de espariol.
Espero gue aprendan mucho este afo.

Display a picture on the page

Click here to upload a picture
Click here to remove the picture
Display the picture on the = Left ~

{Optional)
{200 x 200px)

Select the classes that will use this page:
[Cstudy Hall - 1st
[AIspanish 1 - 5th
[Aspanish 1- 8th

SpamshA-an CFlex

/AP Spanish - 6th [ISpanish 1 - Tth

Delete this Class Information Page Add a New Class Information Page

Check Spelling Save

Add Links to Items in ParentAccess

You can create links to other websites that may be useful to students completing a homework

assignment that is posted to ParentAccess. In addition, you can create links to other websites that
display on the Class Information screen.

1. On the Class Information Page Maintenance screen Links tab, in the Seq No. field,

enter the number indicating the order in which you want the link to display. For example,
if you want it to display as link number 2, enter 2.

2. In the Name column, enter the link’'s name.
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In the URL column, enter the entire website address.

Note: You must include http:// at the beginning of the URL or the website does not
open properly.

(Optional) In the Description column, enter a description for the link.
Click Save.

o g 5 GradeBook | Help | Sign Out
ProgressBook| - Class Information Page Maintenance ok | Help | Sig

GradeBook

Instructions:
Enter a Sequence Number, a Name, and the URL, then click the Save button. *=Required

URL *

Seq No. * Name *
ex. hitp:ifunanw. ProgressBook com

Description (Opticnal) Delete

School Life http:-ffwww usa gowTopics/Bac Information from the U.S. governement about
k-to-School shtml attending school O

I

Check Spelling

Note: Repeat the steps for each website link. There is no limit to the number of
links you can add.

Add Attachments to Items in ParentAccess

If the school district allows, you can attach documents to homework posts and to the Class
Information screen. Attachments to homework and the Class Information screen can then be
downloaded by parents and students in ParentAccess. Parents and students must have the
appropriate software on their computers to open attachments.

1.

N o o bk DN

On the Class Information Page Maintenance screen Attachments tab, in the Seq No.
column, enter the number indicating the order in which you want the attachment to display.
For example, if you want it to display as attachment number 2, enter 2.

In the Name column, enter the attachment’s name.

(Optional) In the Description column, enter a description for the attachment.
Click Save.

In the File column, click Upload Attachment.

On the File Upload Utility window, click Browse.

On the Choose File to Upload window, navigate to the appropriate directory, select a file,
and then click Open.

On the File Upload Utility window, the file you have chosen displays.
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8. Click Upload.

¢ . . GradeBook | Help | Sign O
ProgressBook. - Class Information Page Maintenance SRR e e

GradeBook

— Page Name:
=™ Attachments |

Instructions:
Step 1: Enter a Sequence Number and a Name, then click the Save button. "=Required
Step 2: Click the "Upload the attachment” button to upload your file.

Seq No. * Name *

Description (optionai) File Delete
My Class Instructions Information about my classroom rules and Upload Attachment
regulations.
View Attachment
My Class List Information about items needed for my class.
Upload Attachment ) [

Check Spelling

File Upload Utility

Find a file on your computer, then press the Upload button

File: | Browse... | class list.docx

Only files of the type TXT, DOC, DOCX, XLS, XLSX, PDF, HTM, HTML, PPT, PPTX, PPS allowed
Maximum file size: 500,000 bytes

Upload

9. Click Save.
Note: Repeat the steps for each document to attach.

Note: To delete an attachment, select the check box in the Delete column for the
attachment you want to delete, and then click Save.

Upload Images

If the school district allows, you can upload pictures to display in ParentAccess. Picture options
may include the following:

* Class logo for Class Information selection screen
* Picture on the Class Information screen
The following file types are supported:
 JPEG/JPG
« GIF
* PNG
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Images used as the class logo should be no larger than 2"x2” or 162x162 pixels.

1. On the ParentAccess Preferences screen, click Upload Image, or on the Class
Information Page Maintenance screen, below Display a picture on the page, click
Click here to upload a picture.

On the File Upload Utility window, click Browse.

On the Choose File to Upload window, navigate to the appropriate directory, select an
image, and then click Open.

On the File Upload Utility window, the file you selected displays.
Click Upload.

The selected image displays on the screen.

Class Logo
[
Biolo
ParentAccess
It' S A” A out Preferences
Screen
Class Information

. p—
Page Maintenance
Screen I

Upload Image
Remove Image

Display a picture on the page

Click here to upload a picture
Click here to remove the picture

Display the picture on the Right ~

{Optional)
{200 x 200px)
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Delete Class Information Page

On the Class Information Page Maintenance screen, in the Page Name drop-down list,
select the class information you want to delete.

On the bottom-left side of the screen, click Delete this Class Information Page.
On the confirmation window, click Yes.

- Class Information Page Maintenance

GradeBook | Help | Sign Out

GradeBook

Page Name:
Main [

Page Name: Spanish

(This i for your reference eniy)

Enter the text for your page:

B I US>x%Hx

I # @i = E| - collapselodls
Font - M. - A- B =] EEOBTV = B | [ source
Hola, estudiantes. Bienvenidos a la clase de espariol.
Espero gue aprendan mucho este afio.

Display a picture on the page

Click here to upload a picture
Click here to remove the picture
Display the picture onthe  Left ~

(Optional)
(200 x 200px)

Select the classes that will use this page:

[JBROADCASTING: 26

[JReading - Gr 02: 03 [IReading - Gr 02: 6
ENGLISH 10 HONORS: 1 GEOMETRY HONORS: 2 [IBIOLOGY HONORS: 3
UNITED STATES HISTORY AP: 4 HEALTH: 5 [IMath - Gr 02: 1

[] Science: 3

Delete this Class Information Page

[ Social Studies: 4

Add a New Class Information Page
Check Spelling

Progress Book

Are you sure that you want to delete?

Cancel Yes
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Lesson Plans

GradeBook lets you create and maintain text-based lesson plans. As a standards-based grade
book application, academic standards for grades K-12 are available for use in mapping lesson
plans and assignments.

A default lesson plan template provides a starting point for creating lesson plans. If the default
template does not suit your needs, you can create your own unique template.

To enhance your lesson plans, you may attach files such as worksheets or charts. If you created
lesson plans in a word processing program, you can copy and paste them into GradeBook and
use the text editor to adjust the formatting.

Lesson plans are saved in the Lesson Plan Bank and can be shared with other teachers. To
simplify the search for lessons plans in the Lesson Plan Bank, you can use keywords or associate
lesson plans with a specific content area, grade level, and unit.

o q GradeBook | Help | Sign Out
ProgressBook | - Lesson Plan Maintenance © sisEpl D00
GradeBook
Standards C i Add Standards
Title:
[Tempiste ] [styie ] [Font v B 7 I | EE 3B

Manzos Templtes) & | ¥ % | {= = £E §

A 2[R — a0

[This is the default template.
[To change it or add your own, click the Manage Templates Link Above.

Copy the Lesson

Copy the Lesson Standards \Lesson Summary:
Delete the Lesson

Setup Lesson Plan Sharing

\Estimated Duration:

Commentary:

[Pre-Assessment:

v

Check Spelling

Private Notes (can not be viewed by others):

The following information is optional but is recommended for searching and sharing lessons

Subject: ~

Grade Level: ~

Select a Unit: ~ or Enter a New Unit:

Summary:

Author: Jasmine Bishop Share?:  With teachers in mylist |~
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Once a lesson plan has been created and scheduled, it displays on the Class Dashboard on the
Lessons tab. The icons that display next to each lesson plan let you print, edit, reschedule, and
remove the lesson plan from a class.

F

Assignments Float Assign

( Opens the LESSON PLAN VIEW and PRINT windows

Go over pages 1551 through 1560 =)

3/22/2010 - 3/22/2010 a x /Opens the LESSON PLAN MAINTENANCE screen to
Go over pages 1541 through 1550 S £ edit lesson plans

31912010 - 31912010 8 x Removes the lesson schedule from a class, but
Go over pages 1531 through 1540 5 £ does not delete the Lesson Plan

318/2010 - 3/18/2010 & s Opens the RESCHEDULE A LESSON window

Template v| |St5-'IE v| |F:}nt v| |Siz|:— V| B r 1

A > @ e — O

Mznsge Templstes | 5 | =° >z éE = i

o
i

Create Lesson Plan Template

When you are creating lesson plans, if you do not want to use the default lesson plan template
provided by GradeBook, you can create your own unique lesson plan template. Any custom
formatting you apply to the text in your lesson plan template will display in every lesson plan you
create using the template.

1. On the Teacher Home Page, click Enter Lesson Plans, or on the Class Dashboard,
click Add a New Lesson.

2. Onthe Lesson Plan Maintenance screen, click Manage Templates on the text editor tool
bar.

3. On the Manage Templates window, in the Template Name field, enter the name of the
template.

4. If you want this to be your default template, in the Set this template to be your default?
area, select Yes.

5. Enter the lesson plan text in the text box.

Note: You may type or paste formatted text from a word processing program and
then use the text editor to further edit and format the text as needed.

207 ProgressBook GradeBook Teacher Guide: Traditional



Lesson Plans

6. Click Save.

Manage Templates @

Default* v
Template MName: My Template Template Type: LessonPlan |~
Set this template to be your default? ®Yes ONo
Style ~ Font ~ Sz B I U =E=E ==
BB S| s [EEEEA NG — GO
Time
Delete this Template Check Spelling Save Add a New Template

7. Close the Manage Templates window.

8. Click the refresh button in your browser to refresh the screen and continue with your new
lesson plan.

Note: If you designated the new template as your default template, it displays in
the Template list in the text editor once you have refreshed the screen. If it does
not display, select it from the Template list in the text editor.

Create Lesson Plans

When you begin creating the lesson plan, on the Lesson Plan Maintenance screen, only the
Lesson Info tab is visible. Once the lesson plan has been saved, the Attachments and
Schedule tabs become available. Even if you have saved the lesson plan, you must schedule it
before it displays on the Lessons tab on the Class Dashboard. Lesson plan templates can be
used to standardize layout and formatting.

1. On the Teacher Home Page, click Enter Lesson Plans.

2. On the Lesson Plan Maintenance screen, in the Title field, enter the name of the lesson
plan.

3. Verify that the appropriate lesson plan template displays in the text editor tool bar. If not,
select a different template from the list.
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4. Enter your lesson plan text.

Note: You may type or paste formatted text from a word processing program and
then use the text editor to further edit and format the text as needed. To retain any
custom formatting you apply to your lesson plan text, you must use a unique
template that includes that formatting so that it displays in every lesson plan
created with that template.

5. Click Save.

6. You may perform any of the following optional steps while creating a lesson plan:

To include private notes with the lesson plan, enter text in the Private Notes text box
(private notes cannot be viewed by anyone other than you—even teachers with
whom you share lesson plans).

To associate the lesson plan with a specific subject, select it in the Content Area
drop-down list.

To assign the lesson plan to a specific grade level, select it in the Level drop-down
list.

Note: Assigning a content area and grade level makes searching for lesson
plans much easier. If you have selected a content area and grade level while
creating the lesson plan, it displays in the search results.

To associate the lesson plan with a specific category, enter a name describing the
lesson plan in the Enter a New Unit field or select a previously-created unit from the
list.
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* To share the lesson plan with other teachers, select With teachers in my list in the
Share? list (click the Set Up Lesson Plan Sharing link to designate the teachers
with whom you want to share)

ProgressBook | - Lesson Plan Maintenance GradeBoo | Halp | Sign Ou
2
Tile:  Everyday Math [ soe |
Template » || Sty | [Font ¥tz B 7 U EE AR

MepTagive § B3 B F |2 w (S E A D Qo — @0

Lesson Summary:

0 through 620 in chapter & and answer quastions 3-9 regarding the use of

n everyday life
Estimated Duration:
N v
Pracate Notes (can nal be viewed by oth
May 1o gree student t o complute the project
ng in {
Subject Mathematics = | Gende Level Gaace Ten

Select aUndt:  Practical Appications |~ 'or Enter a New Unit

Read pages §10 through page 620 in chapter & and answer questions 3-8
regarding the use of math concepts in everyday Iife as a dass.
Summary

Author Jasmin Bishop Share?: Wi teachers in my list |~

Add Academic Standards to Lesson Plans

The Standards tab displays on the Lesson Plan Maintenance screen once the lesson plan is
saved. You may add academic standards to a lesson plan to monitor how they are reinforced
throughout the school year.

1. Onthe Lesson Plan Maintenance screen, in the Standards Connection area, click Add
Standards.

The Add Standards window displays.

2. On the Add Standards window, from the Publications list, select the appropriate
provider’s standards publication.

The Documents list populates.

3. From the Documents list, select the appropriate subject area document from the
publication you selected.

The Grade Levels list populates.
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4. From the Grade Levels list, select the appropriate grade level or grade band.

Add Standards

Selected Standards

Available Standards

Publications:

Career Field Technical
Content Standards

Learning Standards

»

Ohio Academic Content
Standards - Extended

)

Academic Content
Standards

Early Learning and
Development Standards

Documents:

Grade Levels:

English Language
Arts

Mathematics

Science

Social Studies

2012 )J Grades: K-2 »
Grades: 3-5 »
2012 >
Grades: 6-8 3
2012 > ( @ )
Grades: 9-12 ?
2012 >

The standards associated with the criteria you selected display.

5. Click one of the standards to view its sub-standards. Select the check box beside each

standard you want to add to the assignment.
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The standard(s) you select automatically display in the Selected Standards area.

Add Standards

Selected standards have been updated successfully

Selected Standards

RL.68.2a more x

Available Standards

Ohio Academic Content Standards - Extended > English Language Arts 2012 > Grades: 6-8

RL.68.2b mare x RL.68.3a more ®

Lesson Plans

Key Ideas and Details
questions.

[RL.68.1b]

[RL.68.2a]

[RL 68 2]

(Current search options - click links above to change)

w Reading Standards for Literature

O Use text to understand key ideas, characters, themes and events. [rL¢
1 Use word choice and structure to support meaning. [r1 &8 5]

] Compare ideas and themes across literature text. =
[0 Demonstrate understanding of text while actively engaged in reading. (=1 520

[0 RL.68.1a Cite evidence in text to support answers to literal and inferential
[RL68.1a]
[0 RL.68.1b Locate text to support answers to literal and inferential questions.

D RL.68.1c Identify details that support answers to literal questions. =
L.68.2a Summarize text, including theme or central idea and support W|th details.

L.68.2b Identify the theme or central idea of a text and support it with main
events and details. A text may have more than one theme. (=1 o2 20
L.68.2c Sequence main events in relation to a stated theme or central idea.

[0 RL.68.3a Describe the story’s plot and how the events and characters contribute to
the resolution of the story. =66 24
[0 RL.68.3b Describe a story’s plot and how the events lead to a solution. (=1 &8

8.30) o

They also display on the Lesson Plan Maintenance screen in the Standards

Connection area.

ProgressB%k ~ Lesson Plan Maintenance

GradeBook

GradeBook | Help | S

Standards Connection  Add stsndards

[OH.ELA-Literacy.L.1.2d].
Use conventional spelling for words with common
spelling patterns and for frequently occurring
irregular words

[OH.ELA-Literacy.RF.1.3a].

Know the spelling-sound correspondences for
common consonant digraphs.

Schedule the Lesson
Preview the Lesson

Print the Lesson

Add a New Lesson

Copy the Lesson

Copy the Lesson Standards
Delete the Lesson

Setup Lesson Plan Sharing

x

o)
o

Title:  Spelling Week 1 ve

[Tempiate | [style | [Font v 'm I U |

e

[& @@ — & D

Manage Tempisted § | »

Lesson Plan Summary

Take a spelling pretest, and then study the spelling words handout. At the end of the week. take the
final spelling test.

[Estimated duration: 1 week

I ional Procedures:

[Required Materials:
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Copy Academic Standards from Lesson Plans to Lesson Plans
To save time when creating lesson plans, you can copy academic standards from existing lesson

plans.
1.

Open the lesson plan from which you want to copy academic standards.

2. On the left side of the Lesson Plan Maintenance screen, click Copy the Lesson

Standards.

The copied standards display below the Standards Connection on the left side of the
screen; however, the lesson plan text does not display.

m Attachments || Schedule |

Standards Connection Add standards

OH.ELA-Literacy.L.1.6].

Use words and phrases acquired through
conversations, reading and being read to, and
responding fo texts, including using frequently
occurring conjunctions to signal simple
relationships (e g , because)

Schedule the Lesson
Preview the Lesson

Print the Lesson

Add a New Lesson

Copy the Lesson

Copy the Lesson Standards
Delete the Lesson

Setup Lesson Plan Sharing

3. Continue to create the lesson plan.

4. Click Save.

Remove Academic Standards from Lesson Plans

You can remove academic standards from lesson plans without deleting the lesson plan. You
must first remove all sub-level standards components before you can remove a higher level

standard.
1.

On the Lesson Plan Maintenance screen, click x next to the standards component you
want to delete.
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2. On the Delete Confirmation window, click Yes to confirm the removal.

GradeBook | Help | Sign Out

PragressB?k - Lesson Plan Maintenance

GradeBook

Attachments.

Standards Connection  Add standaras

[OH.ELA-Literacy.L.1.2d]. Title:  Spelling Week 1 Save

Use conventional spelling for words with common

spelling patterns and for frequently occurring [Template | [ styie | [Font | [sz= ~] |'m 1 U = ==
irregular words.

[OH.ELA-Literacy.RF.1.3a]. Msetwce & |2 < |EEFFIL OB — &0

Know the spelling-sound correspondences for  x @ Delete Confirmation - Mozilla Firefox - o X |Plan Summary

common consonant digraphs. Da
= ling words handout. At the end of the week. take the

Delete Confirmation

Schedule the Lesson

Preview the Lesson Are you sure you want to remove this Standard
Print the Lesson from a Lesson?

Add a New Lesson

Copy the Lesson Cancel Yes

Copy the Lesson Standards
Delete the Lesson

Setup Lesson Plan Sharing I‘

3. Onthe Lesson Plan Maintenance screen, continue to remove standards components as
needed.

4. Click Save.

Add Attachments to Lesson Plans

You can attach an electronic document such as a PDF or word processing document to be used
with a lesson plan.

1. On the Lesson Plan Maintenance screen, click the Attachments tab.

2. In the Seq No. column, enter a number to indicate where in the list you want the
attachment to display. For example, if you want the attachment to display as number 2 in
the list, enter 2.

In the Name column, enter a name for the attachment.
(Optional) In the Description column, enter a description for the attachment.
Click Save.

(Pl Attachments |[[EEETS

Instructions:
Step 1- Enter a Sequence Number and a Name, then click the Save button. *=Required
Step 2: Click the "Upload the attachment” button to upload your file.

Seq No. * Name * Description (Optional) File Delete
Math Facts

Check Spelling

6. Click Upload the attachment.

7. On the File Upload Utility window, place your cursor in the File field, and then click
Browse.
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8. On the Choose file window, navigate to the appropriate directory, select a file, and then
click Open.
On the File Upload Utility window, the file you have chosen displays in the File field.
9. Click Upload.

File Upload Utility @

Find a file on your computer, then press the Upload button

File math facts.docx
Only TXT, DOC, DOCX, XLS, XLSX, PDF, HTM, HTML, PPT, PPTX, and PPS files
are allowed.

Maximum file size: 10,485,760 bytes

Upload

When the View Attachment button displays on the Lesson Plan Maintenance screen,
the attachment has been uploaded successfully. Click View Attachment to view the
attachment and verify that it is correct.

Delete Attachments from Lesson Plans
1. On the Lesson Plan Maintenance screen, click the Attachments tab.
2. Inthe row of the attachment you want to delete, select the check box in the Delete column.
3. Click Save.

Progresé - Lesson Plan Maintenance s sepll S e

GradeBook

el Attachments |[IEEvT

Instructions:
Step 1: Enter a Sequence Number and a Name, then click the Save button. *=Required
Step 2: Click the "Upload the attachment” button to upload your file.

Seq No.~ Name * Description (Optional) File Delete
Math Fact
ath Facts Upload Attachment
-
I View Attachment

Check Spelling @

Search for Lesson Plans

You may want to search and use lesson plans that have not been scheduled yet, were written by
another teacher or curriculum director, were used in previous school years, or reinforce specific
academic standards.

You can search for lesson plans saved in the Lesson Plan Bank using numerous search criteria.
Some of these search criteria have options for further filtering. For example, if you select a class
from the Class drop-down list, Date displays as a Sort by option.

1. On the Teacher Home Page, click Search Lesson Plans, or on the Class Dashboard,
click Search for Lessons.
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2. Onthe Lesson Plan Search screen, enter information in any of the following fields:

¢ Content Area — Specific subject area in which the lesson plan was taught
* Grade — Specific grade or grade range in which the lesson plan was taught
* Class — Class in which the lesson plan was taught

* Owner — Lesson plan author: Me refers to yourself, a teacher name is a specific
teacher with whom you have shared lesson plans, and All is all the teachers who
have shared lesson plans with you

* Unit — Unit or category in which the lesson plan was taught
» Keyword — Enter the full or partial title of the lesson plan
3. Select any of the following display options:
*  Show Summary — Brief summary of the lesson plan
* Show Standards — Academic standards, if any, that are enforced by the lesson plan

e Sort by — Sorts the returned results by content area in which the lesson plan was
taught or lesson plan title

4. Click Search.

The lesson plans that meet the search criteria entered display.

GradeBook | Help | Sign Out

Unknown subject Grade Level Unknown
Go over pages 1 through 10 by Teacher! Last Taught: 8/15/2011 - 8/15/2011 = 2 a
Go over pages 1through 10 and give some real life examples of how this math applies in our every day lives

Go over pages 1001 through 1010 by Teachert Last Taught: 1/2/2012 - 1/2/2012 = Q a
Go over pages 1001 through 1010 and give some real life examples of how this math applies in our every day lives

Go over pages 101 through 110 by Teacher1 Last Taught: 8/29/2011 - 8/29/2011 =] f a
Go over pages 101 through 110 and give some real life examples of how this math applies in our every day lives

Go over pages 1011 through 1020 by Teacher! Last Taught: 1/3/2012 - 1/3/2012 =] 2 a
Go over pages 1011 through 1020 and give some real life examples of how this math applies in our every day lives

Go over pages 1021 through 1030 by Teacher1 Last Taught: 1/4/2012 - 1/4/2012 & Q a
Gao over pages 1021 through 1030 and give some real life examples of how this math applies in our every day lives

Go over pages 1031 through 1040 by Teacher! Last Taught: 1/5/2012 - 1/5/2012 = 2 a
Go over pages 1031 through 1040 and give some real life examples of how this math applies in our every day lives

Go over pages 1041 thraugh 1050 by Teacherd Last Taught- 1/6/2012 - 1/6/2012 EY- |
Go over pages 1041 through 1050 and give some real life examples of how this math applies in our every day lives

Note: To view a lesson plan in a separate window, click the title. To print the
lesson plan, click Print in the top-right corner on the Lesson Plan View window,

or click & next to the lesson plan on the Lesson Plan Search window. To edit the

lesson plan, click # . To schedule the lesson plan, click @ . To delete a lesson
plan that has not been scheduled, click x.

Note: If you edit a lesson plan on the Lesson Plan Maintenance screen, click
Back to return to the Lesson Plan Search screen. The previous search results
no longer display, so you must rerun the search if you want them to display again.

ProgressBook GradeBook Teacher Guide: Traditional 216



Lesson Plans

Schedule Lesson Plans

You can schedule a lesson plan to be taught in one or more classes during different time periods
throughout the school year. The lesson must be scheduled first before it appears on the Class
Dashboard.

1. On the Lesson Plan Maintenance screen, click the Schedule tab.

2. On the Lesson Plan Schedule screen, click £ next to the Start Date field to select the
date to begin using the lesson plan, or enter it in the field.

3. Click £ next to the End Date field to select the date to stop using the lesson plan, or enter
it in the field.

4. Select the class(es) in which the lesson plan is scheduled to be taught.

GradeBook | Help | Sign Out

ProgressB?k ~ Lesson Plan Schedule
GradeBook
Dashboard /Back

Rl Schedule |

Enter dates, then check the classes that
you would like to schedule.

This lesson has not been scheduled yet.

Start Date: | 0411012017 |E Use the area on the left to schedule the lesson.
End Date: | 0411212017 |2

[Flex

[4P Spanish - th
| | Spanish 1 - 5th

Spanish 1-7th

[Spanish 1-8th

Spanish 4 - 2nd

Study Hall - 1st

Schedule the Lesson

5. Click Schedule the Lesson.

You can now view the class(es) and date(s) in which the lesson plan is scheduled to be
taught.

Click Save.
Click Dashboard to return to the Class Dashboard.

You can view the new lesson plan on the Lessons tab.

GradeBook | Help | Sign out

PragmssB%k ~ Lesson Plan Schedule

GradeBook

o Schedule |
Enter dates, then check the classes that This lesson is scheduled to be taught in the following classes:
you would like to schedule.
Class Start Date End Date Del?
Start Date | 0411012017 |28 Spanish 1 - 5th & =] |
Spanish 1 - 7th 0410/2017 |F 04/12/2017 | £ O
= ﬁ Spanish 1 - 8th 0410/2017 |F# 041122017 | O
[1 [Fex
] [4P Spanish - Bth
[ ] [Spanish 1-5th
[ | O |epanish 1-7th
[Spanish 1 - 8th
[ ] [Spanish 4-2nd
B o
Schedule the Lesson

Note: You can also schedule the lesson plan by clicking Schedule the Lesson
on the Lesson Info tab.

217 ProgressBook GradeBook Teacher Guide: Traditional



Lesson Plans

Import Lesson Schedule

You can search for and reuse lesson plans from previous grading periods and previous school
years. Retrieve previously scheduled lessons by class and schedule them for additional classes.

1. On the Teacher Home Page, select Import Lesson Plan Schedules, or on the Class
Dashboard, click Import a Lesson Schedule below the Lessons tab.

2. Onthe Import a Lesson Schedule screen, select the appropriate class in the Class to
Import FROM drop-down list in the banner.

3. Select the check box(es) next to the class(es) for which the lesson plan schedule will be
imported on the left side of the screen.

Note: You can click the lesson plan title in the Lesson column to view the lesson
plan in a separate window and/or print it.

4. Next to the lessons you want to import, click £ in the Start Date field and select the
appropriate date to begin using the lesson plan, or enter it in the field.

5. Click £ in the End Date field and select the date to stop using the lesson plan, or enter it
in the field.

6. Repeat step 4 and step 5 for all the lesson plans you want to import.
Note: Only lesson plans that have designated start and end dates are imported.

7. Click Import.

GradeBook | Help | Sign Out

Import a Lesson Schedule

Spanish 1-5th  ~
Instructions
The following lessons can be imported:
JUS=ecte s Bt RopSlimpat O Lesson Dates Taught Start Date End Date
Los Animales 2/23117 04/13/2017 0411712017
2) Select classes below to import TO. = AHOMT E m
T Las Comidas i [— m—

AP Spanish - 6th

panish 1- 5th
panish 1 - 7th
panish 1 - 8th
panish 4 - 2nd
[Study Hall - 1st

(I

3) Enter dates on the right for the lessons that you wish
to import.

4) Click the "Import” button to schedule the lessons_

-

Remove Lesson Schedule

If a lesson plan has already been scheduled to be taught in a class and you want to change it, you
can remove the schedule. This does not delete the lesson plan from the Lesson Plan bank.

1. On the Class Dashboard, click the Lessons tab.
Click x next to the scheduled lesson plan you want to remove from the class.

On the Remove a Lesson window, select the check box next to the class for which you
want the scheduled lesson plan removed.
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4. Click Remove the Lesson.

Check the classes that you would like to remove
from the lesson.

Start Date e
End Date )

Flex

AP Spanish - 6th
Spanish 1 - 5th
Spanish 1-7th
Spanish 1 - 8th

O
(I

Spanish 4 - 2nd
[] [Study Hall - 1st

Remove the Lesson

Edit Lesson Plans

Once a lesson plan has been saved, you can change the text, add or delete academic standards,
add or delete attachments, reschedule the lesson plan for different dates, or share it with other
teachers. If a lesson plan has been shared with you by other teachers, you can only add private
notes. You cannot edit the lesson plan content.

1. Click £ for the lesson plan you want to edit on the Lesson tab of the Class Dashboard,
the Lesson Plan Search screen, or the Lesson Plan 5-Day View screen to open the
Lesson Plan Maintenance screen.

On the Lesson Plan Maintenance Screen, make changes as needed.
Click Save.

Copy Lesson Plans

To save time when creating lesson plans, you can copy a lesson plan that was used in another
class during the current school year. To reuse a lesson plan that was used in a previous school
year, you must import the lesson plan from the Lesson Plan Bank.

1. On the Lessons tab of the Class Dashboard, the Lesson Plan Search screen, or the

Lesson Plan 5-Day View screen, click 4 next to the lesson plan you want to copy.

2. On the Lesson Plan Maintenance screen, click Copy the Lesson in the bottom-left
corner of the Lesson Info tab.
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Note: If academic standards are attached to the lesson plan, Copy the Lesson
displays below the standards.

GradeBook | Help | Sign Out

Progreséﬁk ~ Lesson Plan Maintenance

GradeBook

Attachments | Schedule |

Standards Connection  2do standarss

[OH.ELA-Literacy.L.1.2d]. Title: | Spelling Week 1 Save

Use conventional spelling for words with common

spelling patterns and for frequently occurring [rempiate | [styie | [Font v[see v B I U |E =2 = =
irregular words. P —

[OH.ELA-Literacy.RF.1.3a]. Mreclene) § |2 % |EEEE(A @2 — 5 H

Know the spelling-sound correspondences for x Lesson Plan Summary

common consonant digraphs.
Take a spelling pretest. and then study the spelling words handout. At the end of the week. take the

ifinal spelling test.

E d duration: 1 week

Schedule the Lesson

Preview the Lesson Instructional Procedures:
Print the Lesson
Add a New Lesson
Copy the Lesson
Required Materials:

Copy the Lesson Standards
Delete the Lesson

Setup Lesson Plan Sharing

Edit the lesson plan text, add/delete academic standards, and/or add/remove attachments
as desired.

Click Save.

On the Lesson Plan Maintenance screen, click the Schedule tab.

On the Lesson Plan Schedule screen, click &2 next to the Start Date field to select the
date to begin using the lesson plan, or enter it in the field.

Click & next to the End Date field to select the date to stop using the lesson plan, or enter
it in the field.

Select the class(es) in which the lesson plan is scheduled to be taught.
Click Schedule the Lesson.

10. View the class(es) and dates in which the lesson plan is scheduled to be taught.
11. Click Save.

Print Lesson Plans

When you print a lesson plan, it displays in a read-only window. You cannot edit the text in this
window. Use one of the following methods to print lesson plans individually:

Click the Print the Lesson link in the bottom-left corner of the Lesson Info tab on the
Lesson Plan Maintenance screen.

Click & next to a lesson plan on the Lessons tab of the Class Dashboard or the
Lesson Plan Search screen.

Click Print in the top-right corner of the Lesson Plan View window when viewing a
lesson plan.

To print multiple lesson plans at once, use the Lesson Plan detail options on the Lesson Plan
Report.
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Delete Individual Lesson Plans

Deleting a lesson plan is a two-step process. You must first remove the lesson plan from any class
in which it is scheduled to be taught, and then delete the lesson plan itself. (If you want to delete
multiple lesson plans at once, see “Delete Multiple Lesson Plans.”)

1.

On the Lesson Plan Maintenance screen, on the Lesson Info tab, verify that the Delete
the Lesson link is active. If the link is not active, the lesson plan is scheduled to be taught
in a class and must first be removed from that class schedule.

Note: Click Why can’t the lesson plan be deleted? to view all the classes and
teachers who are using this lesson plan. If you have shared the lesson plan and it
is being used by any other teachers, they will have to remove the lesson plan from
their classes before it can be deleted.

Click the Schedule tab.

In the row(s) of the class(es) in which the lesson plan is taught, select the check box in the
Del? column.

Click Save.

The lesson plan is no longer scheduled in that class.
Click the Lesson Info tab.

At the bottom-left of the screen, click Delete the Lesson.

On the Confirm Deletion window, click Yes to delete the lesson plan.

Delete Multiple Lesson Plans

You can delete multiple lesson plans on the Lesson Plan Bank Maintenance screen. (If you want
to delete individual lesson plans, see “Delete Individual Lesson Plans.”)

1.

On the Teacher Home Page, in the Administration area, click Bank Maintenance.
The Assignment Bank Maintenance screen displays.
Click the Lesson Plan Bank tab.

GradeBook | Help | Sign Out

Progresém - Assignment Bank Maintenance

AP Spanish ~

O Assignment Type: Al Types | ~| Text: Apply Filter

Assignment Bank |[[FTEy + Bank f Lesson Plan

LEGUESE  Delete Bank ltem(s)

Bank

The Lesson Plan Bank Maintenance screen displays.

(Optional) To filter the list of lesson plans, in the Filter by area, enter or select any filter
criteria, and then click Search.
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4. Select the check box in the row of the lesson plan(s) you want to delete, and then click
Delete [x] Lesson Plan Item(s).

Note: To delete all deletable lesson plans, select the check box in the header row,
and then click Delete [x] Lesson Plan Item(s). On this screen, you can only
delete lesson plans that you have not scheduled (assigned). To un-schedule a
lesson plan so you can delete it, see “Delete Individual Lesson Plans.”

GradeBook | Help | Sign Out

Fiter by Subject: | | Grade: [ | Unit [ ] Keyword: | | searcn

O Title Summary Updated Assigned Has Standards Attachments
Las Comidas Learn Spanish words for food items. 2/23/2017 by Jasmine Bishop v
Los Animales Learn Spanish words for animals. 2/23/12017 by Jasmine Bishop v

5. On the delete confirmation window, click OK.

The selected item(s) are deleted from the lesson plan bank.

5 Day Planner

The 5 Day Planner provides a view of lesson plans for one or all classes in a calendar format over
a 5-day time period. This view lets you display the lesson plan summary or full details,
assignments, and homework. You can also edit individual lesson plans, assignments, and
homework, as well as create new lesson plans, assignments, and homework from this screen.

1. On the Class Dashboard, select 5 Day Planner in the Lesson Plans section.
2. On the 5 Day Planner screen, click £ next to the Date field, and select the appropriate
date to begin viewing lesson plans, or enter it in the field.

3. Select the class for which you want to display information. The default option is All
Classes.

4. Select one or more of the following display options in the Include area:
* Lessons
* Assignments
*  HW (Homework)
* Summary — Displays only the lesson plan summary text
¢ Details — Displays the full lesson plan text
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5. Click Go.

The lesson plans that meet the selected criteria display only on the days the class is
scheduled to meet

Note: To view a lesson plan, click on the title. To edit the lesson plan, click £

next to It.
H’ogresib'm'@'k ~ 5 Day Planner GradeBook | Help | Sign Out
| Math - Gr 02: 01~} 41312017 | Go
Ll Ll L
[ Monday 4/3 Tuesday 4/4 Wednesday 4/5 Thursday 4/6 Friday 4/7 »

Go over pages 501 through 510 £ Go over pages 511 through 520 & Go over pages 521 through 530 & Go over pages 531 through 540 & Go over pages 541 through 550 4
Go over pages 501 through 510 and Go over pages 511 through 520 and Go over pages 521 through 530 and Go over pages 531 through 540 and Go over pages 541 through 550 and
give some real life examples of how give some real life examples of haw give some real life examples of how give some real life examples of how give some real life examples of haw
this math applies in our every day  this math applies in our every day this math applies in our every day this math applies in our every day this math applies in our every day
lives lives lives lives lives

Math - Gr 02: 01

Create a Lesson | Create an i | Create Homework

Set Up Lesson Plan Sharing

Sharing lesson plans with the curriculum director or other teachers can save time and promote
consistency among teachers using the same curriculum. Even if you share lesson plans, only you,
the original author, can edit it. Staff with whom the lesson plans have been shared can only add
private notes.

Setting up lesson plan sharing in your grade book grants access only to your lesson plans. If you
should have access to a teacher's lesson plans, that teacher must share their lesson plans with
you.

1. On the Teacher Home Page, select Set Up Lesson Plan Sharing.
On the Lesson Plan Sharing screen, click Add teachers to my list.
On the Staff Search window, verify that the appropriate school displays in the School
drop-down list.

Note: To narrow the list, enter the first few letters of the last name of the staff
member you want to add to your list in the Last Name field.

4. In the row of the staff member(s) with whom you want to share lesson plans, select the
check box in the Select column.
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5. Click Update.

Staff Search @

i

Select Name School ~
Aarons, Kerri WOOSTER HIGH SCHOOL
O | Bollinger. Nick WOOSTER HIGH SCHOOL
00| castro, Rudolfo WOOSTER HIGH SCHOOL
O | Drury, Millicent WOOSTER HIGH SCHOOL
O Evans, Courtney WOOSTER HIGH SCHOOL
Filips, Mickey WOOSTER HIGH SCHOOL
L] Gross, Felicia WOOSTER HIGH SCHOOL
O Houghington, Corey WOOSTER HIGH SCHOOL
O Iglesias, Alicia WOOSTER HIGH SCHOOL
O Jones, Samuel WOOSTER HIGH SCHOOL

[1 Kissinoer 7ackan: WOOSTFR HIGH SCHOOI h

Select All De-Select All

=

The staff member(s) you selected to share lesson plans with display on the Lesson Plan
Sharing screen. These staff member(s) are the ones with whom lesson plans are shared
if you select With teachers in my list when you create lesson plans.

ProgressB3dk - Lesson Plan Sharing Gradadiook | Help | Sign Out

GradeBook

The following teachers are allowed to view, copy, and use your lesson plans.
They can not make changes or delete your lessons.

Name Del?
Aarons, Kerri O
Filips, Mickey O
Add teachers to my list

Share Lesson Plans

Once you have already selected staff members with whom you want to share lesson plans on the
Lesson Plan Sharing screen, you can choose to share the lesson plan when you are creating it.
Only the author of a lesson plan can edit it. Staff with whom it has been shared can only add
private notes.

1. On the Lesson Plan Maintenance screen, select one of the following options in the
Share? drop-down list:

* With teachers in my list (default option) — Lets staff members who were specified on
the Lesson Plan Sharing screen search for, view, and use the lesson plan

* No - Lets only the author of the lesson plan view and search for the lesson

* Make public — Lets all staff members in the school district search for and schedule
the lesson in their classes
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Lesson Plans

2. Click Save.

The following information is optional but is recommended for searching and sharing lessons.

Subject:

Grade Level

Select a Unit:

Summary:

Author:

Foreign Language E|

Grade Nine E‘

E|or Enter a New Unit:

To learn Spanish words for food items.

Jasmine Bishop Share?:  With teachers in my list .

Make Public
No

With teac?ﬁrs in my list
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