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Change Log

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

20.0.0 “Assignments and Marks” 67

20.0.0 “Set Up Default Preferences for 72
Assignments”

20.0.0 “Undo Mark Entry on Assignment 96
Marks Screen”

20.0.0 “Undo Mark Entry on GradeBook 106
Grid”

20.0.0 “Undo Mark Entry on 5-Day View 108
Screen”

20.0.0 “Google Classroom™ 113
Assignments and Marks”

20.0.0 “Entering Attendance on a 144
Seating Chart”

19.5.0 “Google Classroom™ 113
Assignments and Marks”

19.5.0 “Receiving Report Card Entry 121
Date Notifications”

19.5.0 “New Seating Chart” 133

19.4.2 “Lesson Plans” 212

19.4.0 “Set Up Default Preferences for 72
Assignments”

19.3.0 “Interim and Report Card 117
Grades”

19.2.0 “GradeBook Grid” 100

Reason

Updated text and screenshots with new Undo All
Changes (#) button and related information.

Updated text and screenshots to reflect removal of
historical mark entry option.

Added section.

Added section.

Added section.

Updated screenshots with new student sort order.
Updated text with information regarding class sections.

Added section.

Updated text with requirements for Google Classroom
Sync setup.

Added section.

Added section.

Updated screenshots and text to reflect new user
interface.

Updated text to indicate that preferences are also
applied to assignments imported from Google
Classroom.

Added notes regarding character limit of free-form
comments on report cards.

Updated text and screen shots to reflect addition of
Daily Comments and Period Attendance links.
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Welcome to GradeBook

Welcome to GradeBook

More than just online grading, GradeBook is a classroom management tool that integrates lesson
plan development, attendance, student and parent communication, and discipline with your grade
book. Teachers, school administrators, cafeteria personnel, clerks, and other staff can use
GradeBook to track and maintain student information—much of which is automatically populated
from Studentinformation, eliminating the need for data re-entry.

To view an overview video, navigate to the following link:
https://www.youtube.com/watch?v=Mj9oi-HE _Nw

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.
2. 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.

& ProgressBook

Domain

ProgressBook

Username

pattersonv

Password

m © Google AP Prvacy Polic
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https://youtu.be/D3JPDgco9Cw

Welcome to GradeBook

>y ProgressBook

Your password is expiring soon!

Your password will be expiring on 5/18/2019 12:16:08 PIM. Would you like to change your password now?

Change Password [elgmeliliE

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

@ProgressBook - Teacher Home Page GradeBook | M & ©

'

& ProgressBook

Click SIGN IN to log in to
ProgressBook applications. m
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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

. E?] — Displays webhelp

. E — Click to display Sign Out option that ends all ProgressBook applications’ sessions

@H'ogressBook ~ Class Dashboard GradeBook | A & @
Qtrd v
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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 top-left corner
below the ProgressBook logo.

@ProgressBook ~ Homework Search Gradesook | A & @

ORCHESTRAI: 13 v Qtrd v Search

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

In the application quick launch area, logos display for all other ProgressBook applications
to which you have access.

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.

%H‘ogreSSBODk | +eacher Home Page GradeBook | A & @

U CentralAdmin |=j SpecialServices
I ProgressBook.
|‘ StudentinformXion

CentralAdmin

\E\ GradeBook

Classic,

‘%\ SpecialServices \E\ 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.

< ProgressBook

GradeBook

- Teacher Home Page GradeBook| A & @

Classes EditList Class Administration Reports

Intermediate Linguistics: 1
Introduction to Linguistics: 1

Seating Chart
Daily Attendance (HR]

Select a Report

Psychology: 24 Lunch Counts Student Search
Sociology: 1 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

Student Name

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

Details / Set Up Preferences
Add a Recurring / Assignment M 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

Search

Change Your Password

Class List

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 checkbox to hide the class from your GradeBook.

5 ProgressBook GradeBook Teacher Guide: Traditional



Welcome to GradeBook

3. Click Save.

Click to open the CLASS
SETUP screen.

Classes

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

Sociology: 1

GradeBook | A & @

@ ProgressBook | - Class Setup

‘GradeBook

Welcome Benjamin Carter

Use this form to hide classes from your gradebook and to change the order that classes appear in your GradeBook. You can also assign alias names to your classes.
These aliases only apply to your gradebook and will not be reflected on repart cards

Class Course ID School Class Alias (Optional) Order Hide?
Intermediate Linguistics: 1 WOHS | Linguistic ] O
Introduction to Linguistics: 1 WOHS (intro to Linguistics J m}
Psychology: 24 SCR WOHS [Psychology | [}
Saciology: 1 408A WOHS [Sociology | [}

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.

@ProgressBook - Teacher Home Page GradeBook| A & @

GradeBook

Welcome Wandy 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 Mame 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.

@HOgTESSBOOk_ ~Student Search GradeBock| ML & @

ba Search

Student Name ID Grade School Homercom
© Bamett, Griffin 275 10 CRHS CRHS122

© _Student Profile 'l‘n Student Roadmap

Primary Contact

Name Type Address Contact
1257 Railroad Drive (440) 212-7500
Amber Barnett Moth
mber Bame other CRNT, OH 44349 AmberBarnett@email.com
Personal Information
g"ifﬁ” E?I_”;e“ Status Enrollment Birthday Gender Notes
MU A 8/20/2009 12/12/2003 M
© May, Bannon 264 10 CRHS CRMS239

? 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.
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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.

< ProgressBook

~Class Dashboard

AMERICAN LITERATURE: 21 ¥

GradeBook | Mk & ©

Students (15) Miss. Att Classroom Administration Assignments [JiZ son | Tiessons
© Bush, Aidan “ 4 [# Seating Chart Lunch Counts ‘ ™ B
© | Curry, Lucius ?2 4 P4 Daily Attendance by Seating Chart '1"‘26 ! M ) . w
©  Dawson, Primavera P rd Period Attendance by Seating Chart 413 Romeo and Juliet Discussion X w
m— - Post Homework Post Class Information 413 C /eckly Participation [V v W
© | Hardy, Christian h rd
© Ha--\:es Sharen "é; 72 Llass Nolifications 4112 Compare Salem Witch Trials w x w
Sl = Aiew Patenticoess Viehste Pa'E”‘A“eﬁL'-“'EbS‘EPI 412 [ Test District Common Assessment x w
o 7 2 esson Flans 412 HW  Figurative Language IV X w
© | Mcdaniel David 2 Add a New Lesson Search for Lessons - —
© Mendez Ivy 7 1 5 Day Planner Import Schedule 412 HW  Interjections IV X w
©  Norris, Bridget + [ Online Learning 412 © Weekly Participation 1V v W
. 7 Dashboard 4 HW  Synonyms IV X w
© Powers, Theodora + [4 i ynony
© | Santiago. + # 2 Assignments & Marks 4/10 W  Reading Seclion Notes IV v w
© | Schulz, Wilkey, rd GradeBack Grid SDay View 4110 W Romeo and Juliet Act 1 I x w
© | Smith, Ferris z Add an Assignment Recurring Assign. 410 Short Story Extension IV ? w
© | Steele Oriana @ i”‘EfRE””:‘Pfaffs R 4110 Short Story Notes IV 7w
© | Vaughn, Georgia rd . ﬂgm:ve;g;eca‘c 5D 401 hich Word is a Noun IV x w
Assignment Types Grading Scales 48 W Commas IV xow
Update Roster Hide Attendance Calc Methods & Weights 418 Test Correct the Error(s) on Each X w
Calculale Averages o 48 QZ Comect the sentence IV X w
‘Gradebook Administration 48 HW  Parts of Speech IV pa—
A =
—gﬂl‘jpigmdes”?:‘h?céf“ 326 Test Pre-TestlV ®
LU DIOUPS WD Liass8s 3025 QZ Chapter Reading/Vocab Quiz | ? w

Transfer Student Marks
Exclude Lowest Mark

Reports Add an Assignment Import an Assignment

Select a Report v Run
Student Search

Siudent 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

+ “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

Grading Period Symbols: Indicates the grading period of the school year.

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).

[+

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

IE

Indicates student birthday.

ProgressBook GradeBook Teacher Guide: Traditional 8
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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: 9570 (A) 67/70 Hover window: Displays student’s current mark for the class; year to date (YTD) average
YTD Average: 94.30 (A) . . .
Date of i 1225/195 if the year to date grade calculation has been enabled for the report card used in the
Systam 1D: | 48125 class; date of birth, district ID, system ID, grade level, and group, if applicable. Hover
. your cursor over the student's name to see the information.
Letter e - .
e R ees Based on the district’s attendance codes, indicates whether a student is absent or tardy
in “Att o A
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
column view a list of missing assignments.

[4

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 students are marked as missing this assignment.
Assignment is linked to a VirtualClassroom quiz.
Assignment is linked to a VirtualClassroom discussion.
v : ' Assignment is linked to a Canvas assignment.
W (orange) Assignment marks have been posted to the Web.

All marks have been entered for the assignment.

All marks have not been entered for the assignment.

(red)
e assignment has been excluded from all students’ averages.
Y Th i thas b luded f Il students’
Lesson Plans
= Opens the Lesson Plan View and Print windows.
a8 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.

ProgressBook GradeBook Teacher Guide: Traditional




r@ ProgressBook | - Class Dashboard

Welcome to GradeBook

GradeBook | ‘ a e

‘GradeBook
Welcome Benjamin Carter! (S0 | AMERICAN LITERATURE: 21 ¥ Grading Period: [FiZKd
Students (15) Miss At | - Classroom Administration Assignments | Float Assign |[ Lessons N
© Bush, Aidan mgling Chart Lunch Counts 5 N
% (G e Attendance by Seating Chart 4126 HV¢ Maerials Chesk IV w
® | Dawson, Primavera = Aattendance by Seating Chart 413 HW Romeo and Juliet Discussion x
© | Hardy, Christian Arrived-9:00 AMEL Post Class Information 4113 CW  Weekly Participation [V v w
v €5 Notifications 4i12 HW  Compare Salem Witch Trials w X w
© | Haynes, Sharon View Parent/coess Wehsile 4112 [ Test District Common Assessment X w
© Love Jett Noitis, Bridget Lesson Plans a2 HW ﬁ x
© | Mcdaniel, D Current Mark: | 87.82 (B+) 169.5/193 Add a New Lesson Search for Lessons IR CTARRETY w
5] YJ;?;?’BE;E‘I?E S izn0s 5 Day Planner Import Schedule 412 HW  Interjections IV X w
© | Morris, Bridpst District ID"| 4309021 Online Learning 412 CW  Weekly Participation IV v w
" L System ID:| 309 Dashboard 4m HW  Synonyms IV X w
© |Powers This Jora 5 i /ms [V
© | Santiago N S Assignments & Marks 410 HW Reading Section Notes IV v ow
©  Schultz, Wil 5 BT ST ST T / Gradefinok Grid Selay View 410 HW  Romeo and Juliet Act 1 IV x w
© | Smith, Ferris = Add an Assignment  Becurring Assign 410 CW Short Story Extension IV ?
©  Steele, Oriana Z i"‘?f RS””{‘MCW;’S Enter Interims 4110 CW  Short Story Notes IV ?w
© Vaughn_Georgia W @ . ﬂngCalc e 410 CW  Which Word is a Noun IV x w
! ' Assignment Types Grading Scales 49 HW  Commas IV X w
Update Roster Hide Attendance Calc Methods & Weights 4i8 Test Correct the Error(s) on Each X w
Calculate Averages R 4i8 QZ Comectthe sentence IV x
Gradebook Administration 28 HW  Paris of Spesch IV v ow
—ge: El’ig’a“ﬁ”‘?mcgfﬁs 326 Test Pre-TestlV ®
et Up Groups within Classes ‘ . &
Transfer Student Marks 3i25 QZ Chapter Reading/Vocab Quiz | u -
Exclude Lowest Mark !
Reports Add an Assignment Import an Assignment
Select a Report v Run
Student Search
Student Name Search

Enter Daily Comments

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.

Click E’ next to a student’s name.

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

You may perform any of the following optional steps:

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

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

Click Update.

Daily Comments

Student:  Atwell, Levi ~

Date:  5M13/2016 =)

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

ProgressBook GradeBook Teacher Guide: Traditional
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5. Close the Daily Comments window.

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

Students (15) Miss Att Classroor
© Bush Aidan “ 4 [# Seating_Chart
© Curry, Lucius ? + [ A Daily, ,&.t.tencan-:e
© | Dawson, Primavera « [# 7?“0;9‘“5”‘35"."39
© Hardy, Christian i [& %

- 7 Class Motifications
© Haynes, Sharon G 4 View ParentAccess We
© Love Jeti [# 1 Les
© Mcdaniel David 2 Add a New Lesson
© Mendez vy 1 5 Day_Planner
© | Morris, Bridget + Onlir
Iy has not been able to stay focused for the past week.

© Powers, Theodora + |i J J p
© Santiago, Milo + [Z 2 »I‘\Sf»igl"
© | Schultz, Willray ¢ GradeBook Grid

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

Daily Comments

Student: Dietrich, Amanda v Date:  8M13/2016 =]

You may enter up to 2000 characters

Paricipated 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.
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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 R next to a student's name.

2. Onthe 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.

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  Notes 10

The Missing Assignments for [student name] window 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.

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.

ProgressBook GradeBook Teacher Guide: Traditional 12
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3. Inthe New Password field, enter your new password.
4. In the Confirm New Password field, re-enter your new password.
5. Click Change Password.

>y ProgressBook L-

Change Password

Current Password

New Password

Minimum of 1 charscters

Confirm New Password

Change Password [[dgeEhlec)

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
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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| B

Suggestions:

= Add
[
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 &~ N

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

vg ProgressBook | ~Teacher Home Page

GradeBook

Welcome Benjamin Carter

Classes

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

Acad Assist/Homeroom/Lunch: 41

EditList Class Administration
Seating Chart
Daily Attendance (HR|
Lunch Counts
Period Attendance
Post Homework

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Leamning

Dashboard
Assignments & Marks

Details / Marks

GradeBook| M & @

Reports

Selecta Report v 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
(Get Up Teacher Preferences,

Add a Recurring I

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

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.

= ProgressBook. | - Dictionary

GradeBook

Teacher Home Page

Edit My Dictionary Words

Edit your Dictionary

Edit Teacher Preferences

W
Canvas Final Grade
Passback

Word: SpecialServices|

GrageBook | M & @

Delete

Cancel

Save

15
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Edit Dictionary Entries

To modify an entry that you added to your GradeBook dictionary, do the following:

1.

vg ProgressBook | ~Teacher Home Page

GradeBook

Welcome Benjamin Carter

Classes gaitist| [Class Administration
Seating Chart

Acad Assist/Homeroom/Lunch: 41

Algebra | 1 Daily Attendance (HR|
Algebra 12 Lunch Caunts
Algebra | 3 Period Attendance
Algebra || 4 Post Homework

Applied Algebra 1: 1

Post Class Information

Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules

Online Leamning

Dashboard

Assignments & Marks

Details /

Marks

Add a Recurring

I

Reports
Select a Report

Student Search
Student Name

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

(Get Up Teacher Preferences,

Set Up Classes for Parent;

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

Welcome to GradeBook

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

GradeBook| M & @

Search

Edit Teacher Preferences

&
Canvas Final Grade
Passback

Make the necessary changes.
Click Save.

"= ProgressBook. | - Dictionary

GradeBook

Teacher Home Page

Edit My Dictionary Words

Edit your Dictionary F-

Add New Word to Dictionary

Word:  SpecialSenices

Save Cancel

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

On the Dictionary screen, click & inthe Edit column next to the entry you want to modify.
The icon changes to # | and the Word field displays so you can edit your entry.

GradeBook | ML & @

Delete

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

ProgressBook GradeBook Teacher Guide: Traditional
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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.

BIUSXXxL|i=:= ==

0

= collapse tools

Font || Me. ~|| A- E§- = BE O op || = E || [0 source

17
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Class Groups and Class Rosters

e “Set Up Groups Within Classes”
*  “Group Classes Together”
e “Update Class Roster”

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.

* “Add a Group Within a Class”
*  “Edit Groups Within Classes”

Add a Group Within a Class

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

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

3. Click Add a Group.

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

5. (Optional) In the Description field, enter a description for the group.
6

In the Available column, click Show Students to display all the students in all the classes.

7. Select students in the Available column, and then click to move them to the Selected
column.

8. Click Update to save the group.
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The new group displays in the Group list on the Class Roster screen.

@R‘OgreSSBook_ - Student Groups GradeBook| ML & @

Select a Class: Use this page to create groups of students. Delete this group
Science: 3 -
Name: Advanced Science
Student Groups
(Click to Edit)
Advanced Science

Students who do above average wark in 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* [ __Denes, Clair
___Dielman, Xhesi 3 __Diehl, Mary

-...Diem, Steven W

___Dienes, Taylor

-..Dies, Melissa

___Dietrich, Kaylee <

- Dietrick, David

_..D'Souza, Jack

Advanced Math x

Hide Students * = not all students selected

Add a Group

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.
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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.

@HOgreSSBOOk ‘ ~Student Groups GradeBook| A & @

Select a Class: Use this page to create groups of students. Delete this group
Science: 3 -
MName: 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
-.Dienes, Taylor
-...Dies. Melissa
....Dietrich, Kaylee <
-Dietrick, David
-..D'Souza, Jack
Advanced Math 2
Hide Students * = not all students selected

Add a Group

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. 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 checkboxes beside 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.

o > b

Note: You cannot take daily attendance for a class group.
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Note: To delete a group, on the Class Groups screen, select the group from the
Class Groups list, and then click Delete this group.

rg ProgressBook. | -Class Groups

®

Class Groups Use this page to combine classes in your GradeBook. Delete this group
(Click to Edit)

Freshman Orchestra Name: Freshman Crchestra

Choose the classes to include in this group:

“¥/ORCHESTRA Il 13 ORCHESTRA NI 17
“/ORCHESTRA Il 14 ORCHESTRA Il 18
“/ORCHESTRA Il 15 ORCHESTRAII 19

ORCHESTRA I 16 ORCHESTRA Il 20

Add a Group

Update Class Roster

To view a video of the following procedure, navigate to the following link:
https://www.youtube.com/watch?v=3gFNGGjXWTE &t

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

©  Smith, Ferris &
© Sieele Oriana [&
© Vaughn, Georgia g

Hide Attendance

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

e Sort students in a specified order — Default order is alphabetical (see “Sort
Students in Class Roster”)

* Group students together — Groups must be created in the Set Up Groups Within
Classes option on the Teacher Home Page (see “Assign Students to Groups in
Class Roster”)

* Hide students — Use to hide students no longer in your class (see “Hide Students in
Class Roster”)

* Add students — This option may not be available depending on administrator settings
(see “Add Students to the Class Roster”)

Click Save.

21

ProgressBook GradeBook Teacher Guide: Traditional


https://youtu.be/D3JPDgco9Cw

Class Groups and Class Rosters

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 enrollment date.

=, ProgressBook | - Class Roster GradeBook | B & @
> 109

ORCHESTRAI: 14

Name Order Group Hide? Name Order Group Hide?
Barnett, Griffin v Newman, Wyatt M
GCastro, Oren v Cbrien, Jelynn
Chambers, Gay v Rhodes, Ogden
Hale, Julianca v Shelton, Bodhi
Jimenez, Paco v Smith, Fala
Lambert, Pembroke v Smith, Fannie
Mckinney, Wenda v Watts, Benito
=

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.

_
nes ProgressBook. ‘ ~Class Roster GradeBook| M & @
ORCHESTRAIL 14 ¥
Name Order Group Hide? Name Order Group Hide?
Barnett, Griffin M Newman, Wyatt 7 M
Castro, Oren 1 Qbrien, Jelynn 8
Chambers, Gay 2 Rhodes, Ogden 9
Hale, Julianca 3 Shelton, Bodhi 10
Jimenez, Paco 4 Smith, Fala 11
Lambert, Pembroke 5 Smith, Fannie 12
Mckinney, Wenda 6 Watts, Benito 13

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

@ProgressBook_ -Class Roster GradeBook| M & @

Math - Gr 02- 6 ¥

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

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 checkbox in the Hide
column.

3. Click Save.

Note: At any time, you can return to the Class Roster screen and deselect the
Hide? checkbox for a student to display that student on the roster again.

@R‘OgFBSSBOOk_ - Class Roster GradeBook| A & @

Math - Gr 02- 6 v

Name Qrder Group Name Order Group ide?
Howatt, Jacqueline - Hosmer, Anna 7 Advanced Math + O
Householder, Morgan 1 - Hovanec, Grace 8 - [m|
Houck, Kasie 2 - Howells, Andrea 9 - O
Hostettler, Cailin 3 - Horwitz, Sereen 10 Advanced Math - O
Hosta, Hannah 4 Advanced Math ~ Howard, Jack 10 -
Houl, Riley 5 - Howell, Matthew 1 - O
Houston, Eric 6 - Howe, Daniel 12 Advanced Math ~ O

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

=, ProgressBook | - Class Roster GradeBook | B & @
> 109

ORCHESTRAI: 14 +

Name Order Group Hide? Name Order Group Hide?
Barnett, Griffin v Newman, Wyatt M
GCastro, Oren v Cbrien, Jelynn
Chambers, Gay v Rhodes, Ogden
Hale, Julianca v Shelton, Bodhi
Jimenez, Paco v Smith, Fala
Lambert, Pembroke v Smith, Fannie
Mckinney, Wenda v Watts, Benito

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.

4. Inthe Grade list, verify that the appropriate grade level displays.

In the HR list, select the appropriate homeroom.

6. Inthe 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 checkbox.

8. (Optional) To select additional classes to update with the added student(s), select the
checkbox 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”
e “Enter Lunch Counts”
e “Send Class Notifications”

Daily and Period Attendance

To view a video of the following topics, navigate to the following link:
https://www.youtube.com/watch?v=FYdmSQNIzDs

The Daily Attendance screen (see “Daily Attendance” ) uses red shading while the Period
Attendance screen (see“Period Attendance” ) 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.

e “Enter Daily Attendance”
e “Enter Daily Attendance on the Seating Chart”

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 multiple schools using different integration methods.

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

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.

@H-agressBook ~Daily Attendance GradeBook | M & ©

ORCHESTRAII: 14 v 05/08/2019

Save
Attendance has not been taken in ProgressBook.

Student Grade Class Attendance Student Grade Class Attendance
Adkins, Arpad 12 v Maxowell, Terrence 12 Tardy ~
Blake, Lily 12 Period Absence Moody, Jessica 12
Cobb, Charlotte 12 Pope, Wendy 12
Conner, Inga 12 Quinn, Qakley 12
Rios, Dickinson 12 Field Trip

Flowers, Benjamin 12
Hammond, Mendel 12
Hodges, Solange 12
Malone, Peg 12

Smith, Ferris 12
Webster, Gretel 12

3 K9 ES KN EHES
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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. If it 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.
@H’ogressﬁook ~Seating Chart GrageBook | A & @

m e N SR A

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”

e “Enter Period Attendance on Seating Chart”
» “Set Period Attendance Default View”

* “Enter Period Attendance by Block”

Enter Period Attendance by Class
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.”

4. Inthe 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.

A~ -
) ProgressBook. | -Period Attendance GradeBook | M & @
| Sociology: 2 ~| 02/06/2017
Actian Save
Attendance has not been taken in ProgressBook.

Student Grade Class Attendance Student Grade Class Attendance

Brady, Larissa 12 DASL Code_~ Mclaughlin, Gaston 12

Briggs. Ivor 12 Moran, Bram 12

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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5.

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.

~Period Attendance GradeBook | ML & @

"< ProgressBook

| Sociology: 2 ~| 02/06/2017

Action Save
Attendance has not been taken in ProgressBook.

Student Grade Class Attendance Student Grade Class Attendance

Black, Theola 05 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

II

<)<«

[ <[ <[ <

Kennedy, Daimon 05

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.

= .
ProgressBook. | ~Seating Chart GradeBook | a0
L~
| @ Y| TE|[mTE
_— :
i L a
Felicia Perry Oleg
Smith Torres [Watson

@l—v

Marcia
Peterson

ﬁl—v

Dixi
Cooper

Simba [Wanita
ichardson Rivera Sanders.

RCREN - RN [k
5 -
344 =
Boone Gavin Macqui )
Gray Howard lJames

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.

2 @

Q [Pal~

Leilani
Erocks

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
Mathematics Challenge
Period 1 Algebra
Period 2 Algebra

2nd Grade Math
Reading - Gr 02: 1

®@@® ® ® O
OO0 0C0Ow®

Save Cancel
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Enter Period Attendance by Block

1.

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.

Melick, Philip 01 TARDY
Melville, Stuart 01

— c
ProgressBook. | -Period Attendance GradeBook 20
=
| Sociology: 2 - 02/06/2017
Action. Save
Attendance has not been taken in ProgressBook. Hide Blocks
Student Grade Block: 2 Attendance
MeCartney, Megan 01 Absent
McConnell, Margaret 01 ~
McCourry, Daniel 01 ~
McDonald, Loren 01
McRann, Danielle 01 v
Medina, Grace 01 ~
Meeks, William 01 ~
Meese, Sally 0 v
Mehlman, Divya 01 ~
Meisenbach, Kathryn 0 ~

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

s

, or to remove all students, click

4. In the Subject 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.

(Optional) Use the built-in text editor to format your message as desired.

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.

@ ProgressBook | - Class Dashboard

GrageBook

Welcome Vickie Patterson!

Students (34) Miss At ~
© Alvarez, Calypso
© Banks. Giles

© Bishop, Phillip
© Femandez, Lucia
© Garza, Teagen
© Hansen, Ormos

w
w

Fg
Fg
Fg
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+
+
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Classroom Administration
Lunch Counts
Daily Attendance by Seating Chart
Period Attendance by Seating Chart
Post Homework Post Class Information

Seating Chart

Add an Assignment

GradeBook| M & @

Grading Period EIVERTS M

Assignments

mport Assignments

Class Notifications

View ParentAlgess Web Site

@ ProgressBook. | - Class Notifications

GradeBook

Dashboard

Message intended for:

Select Message Recipients:

Subject:

Message:

Select the students who should receive the message

Students E‘

Valentine's Day Reminder

Font ~ sze- B I U A~a-|El=z ==

Don't forget to bring your projects related to
found in other cultures) next WEEK“

Send Email

GradeBook | M & @

(and similar holidays
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Student Profile Information

The Student Profile screen displays information about the students in a class.

To view a video about the Student Profile, navigate to the following link:
https://www.youtube.com/watch?v=i-p31keKtP8

Refer to the following topics:

»  “Enter Student Profile Comments”
*  “View Student's Progress Report for a Single Class”
*  “View Progress Report for All Student's Classes”

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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vg ProgressBook. | - Student Profile

GradeBook

Dashboard / 5-Day / Grid

GradeBook | ‘ a @

LR Smerdel, Brian v

Personal

Graduation Date:
Home address

¥ParentAccess Web Site
#aStudent Roadmap

Contacts Progress | _Assessments Comments Period Attendance Altendance Schedule Discipline Report Cards

Personal Information Primary Contact
School Name: LVHS Name Type Address Phone
Enrollment Status: A Mr. Bradley Smerdel Parent(s) E;i:::esvsmts)}—{hﬁdm (688) 888-8588
Enrollment Date: 5/3/2002 <
Home School: 314159 - Lake View High School
Grade Level: 09 Student Address

Address Type Address

Homeroom: 100 , Ms. Amy Teacherd3 Lake View, OH 44464
Mame: Smerdel, Brian
Preferred Name: ParentAccess Web Site Use
Dake of Birth: 8/30/1987 Type User Last Login Report Card Viewed On  Status
5 M Student  Smerdel, Brian 8/12/2015 9:16:21 AM  7/28/2015 9:02:40 AM Active
ex
Progress Book ID: 160 Parent  Smerdel Bradley g15016 9.25.49 AW 712372015 2:15:42 PM Active
District Student 1D: 399929340
Report Card Delivery: Electranic Only student Notes from SIS
Type Message Start Date End Date
Navigation Links A Wedical allergic to peanuts
Custody Parents are separating. both still have legal custody.

516 Bth Street NE

Enter Student Profile Comments

Student profile comments are unique to the class in which the student is scheduled and can be
viewed by other teachers with whom you share your GradeBook. These comments are not

published on any reports or to ParentAccess.
1.

In the text box, enter your comment.

2
3.
4. Click Save.

v@ ProgressBook | - Student Profile

GradeBook

Dashboard / 5-Day / Grid =ULELE Burgermyer, Nathan

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

On the Student Profile screen, click the Comments tab.

GradeBook | A & @

{¢1 ] Nutrition and Wellness: 1 ¥

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: Teacherd43, 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 18/20

09/14/11  Section Practice Questions 15/20

09/21/11 Section Practice Questions 19720

09/28/11  Section Practice Questions 15/20

10/05/11 Section Practice Questions 20/20

1012111 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:

e 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.”

* Toview 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 your district or school settings require you to receive discipline referral
notifications, or if you subscribed to these notifications, you will receive a
notification each time a discipline referral is created for a student in one of your
classes. You may have the option to filter these notifications so that you are only
notified when referrals are created for students only in specific grade levels. See
the ProgressBook Studentinformation Notifications Guide for more information.

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 (you must have at least one class in order
for Submit Discipline to display). If the incident involves one of your students, see “Submit

Discipline Incident from Student Profile.”

1. On your home page, click Submit Discipline.

"< ProgressBook

~Teacher Home Page

GradeBook | A & ©

Classes

ntermediate Linguistics: 1
Introduction to Linguistics: 1
Psychology: 24

Sociology” 1

HEALTH

Class Administration

Seating Chart

Daily Attendance (HR)

Lunch Counts

Period Attendance

Post Homewark

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Learning

Dashboard
Assignments & Marks
Assignment Details / Assignment Marks

Add a Recurring Assignment /

Maintenance

Reports

SelectaReport &7 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

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
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The Discipline List screen displays.

2. Click New Discipline Incident.

"< ProgressBook | - Discipline List crageBook| B & @

L
Welcome Vickie Patterson

No incident records to display.

‘ New 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. Inthe 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.
c. Click Add Offender.

Welcome Vickie Patterson

WOOSTER HIGH SCHOOL |+ Dana Bean Referral 07/21/2014 07:00 AM Q 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 ~

Select location/room... b

beal © Add Offender

__ BEAN,  ARTHUR
BEAN, BEATRICE
Si
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.

i~} H‘OgrBSSBOOk = DISCIP'II"IE Referral Home | GradeBook | Principal | Guidance | Clerical | Curiculum | Food | Attendance | PA Admin | ‘ a 0

WOOSTER HIGH SCHOOL |~ Dana Bean Referral 07/21/2014 07:00 AM 0] 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 -

Select location/room ~
Search students © Add Offender
Offender(s)
BEAN, DANA Grade Level: 08 Age: 14 Gender: F
NO OPolicy / 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 Q.

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

BEAN, DANA Grade Level: 08 Age: 14 Gender: F

NO ©Policy / Infractions

PHOTO
AVA"-ABLE Select policy...

- Vandalism ~ |Z]

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

policy/infraction, click 1.

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

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.

@ ProgressBook | - Class Dashboard GradeBook | ML & @
‘GradeBook
e (e Nuttion and Wellnsss: 1+ Grading Period
Students (8) Miss Att Classroom Administration
©  Applegate, Carson ad [z Seating Chart Lunch Counts
© Bailey Jenna + F 4 Dail d by Seating Chart
© | Cogsworth. Homer ey ra Period Attendance by Seating Chart
© | Dickerson. Mariah it L Bost ! Post Class Informalion Add an Assignment Import Assignments
o Ird Class Notifications
) i P2 View ParentAccess Web Site
© Grierson, Leslie “iy + Eg Lesson Plans
- Add a New Lesson Search for Lessons
©  Hudak Michael L4 5 Day Planner Import Schedule
Online Learning
Update Roster Hide Attendance ~ |2ashboard
Assignments & Marks
G Grid & Day View
Add an Assignment Recurring Assign
Enter Report Cards Enter Interims
Assignment Maintenance
Average Calc Setup
Types Grading Scales
Calc Methods & Weights
Calculate Average:

The Student Profile screen displays.
2. Click the Discipline tab.

@Progressﬁook_ - Student Profile GradeBook | M & @

GradeBook

ebert, David -

Personal \ onta

Personal Information Prlmary Contact
School Name: WOHS, Name Type Address Phone
) 5556 Sunshine Dr.
Enrollment Status A ¥
Angela Englebert Custodial Parent Towrale, OF (555) 555-5555
Enrollment Dats: 822/2016
Home School:
Tetlesh 09 Student Address
Graduation Date: (ddress Type (Address
5555 Sunshine Dr.
Homeroom: C105 Shelly Denninger Home address Townille, OH
Date of Birth 312872002
Sex M ParentAccess Web Site Use
P Ea I 45906 Type  User Last Login Report Card Viewed On Status
District Student ID: 123456
Stugent  19ie0e. David 1215/2016 1:37:01 PM Active
Report Card Delivery: Electronic Only fakeaddress@progressbook.com

Navigation Links Student Notes from SIS

¥ParentAccess Web Site Type Message Start Date End Date
¥ Student Roadmap No student notes are available.

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.

@ProgressBook ~Student Profile GradeBook | M & ©

‘GradeBook
Dashboard / 5 Day / Grid S o | Englebert, David ~ ~

personal | Contacts || Progress || Assessments || Comments || Period Attendance || attendance |[ schedule |MBIIENIUER [ Report Cards

No incident records to display.

‘ New Discipline Incident '

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.

@ProgressBook -~ Student Profile GradeBook | M & @

GradeBook

<L Englebert, David

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

Incident Description Before school hours A

On School Property ~

Select location/room ¥

Search students © Add Offender

Offender(s)

——
h Englebert, David Grade Level: 09 Gender:M

&f{ ©Policy / Infractions

o

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

rg ProgressBook | - Student Profile

GradeBook

Dashboard / 5 Day / Grid

Discipline

GrateBook| M & @

Progress || Assessments | comments | period attendance |[_attengance |[ Seneduie line [EEr

WOOSTER HIGH SCHOOL v | Daid Englebert referal 122820160923 AM | @
Students were dropped of before school doors are unlocked and began throwing rocks, breaking one of F— B
the main offce windows
On School Property E\
Select location/room... B

202043 - Finnegan, Sean - 09 © Add Offender

Offender(s)

h Englebert, David
dq ©Policy / Infractions

Age: 14 GenderM

-

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

rg ProgressBook | -Student Profile

GradeBook
Dashboard / 5 Day / Grid = LEUS Englebert, David v

Comments || Periog attendance | _Atiendance | Scheduie |INRIERISINTR [ Regort Cards

GradeBook| M & @

Personal || Contacts || Progress || Assessments

WOOSTER HIGH SCHOOL || | Dai Engleber eferal 122820160923 AM | ©
Students wers dropped off before school doors are unlocked and began throwing rocks, breaking ane of Before school hours [
the main office windows.
On School Property E\
Select location/room... E\

Search students © Add Offender
g ™
Offender(s)
Englebert, David Grade Level: 09 Gender:M
S|  orolioy/Intacions
Finnegan, Sean Grade Level: 09 Gender:M
@Policy / Infractions
J

o

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 0.
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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 Gender:M
dl

Select policy. ~ Vandalism k4 W

Finnegan, Sean Grade Level: 09 Gender:M

©Policy / Infractions

Select policy. ~ Vandalism v 2|

| Submit (EEEELNE]

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

policy/infraction, click 4.

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.

45 ProgressBook GradeBook Teacher Guide: Traditional



View Discipline Incidents

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

Discipline.

< ProgressBook | - Teacher Home Page

GradeBook

Welcome Vickie Patterson
Classes
Intermediate Linguistics: 1
ntroduction to Linguistics: 1
Psychology: 24

Saciology: 1
HEALTH

Editlist |Class Administration

Seating Chart

Daily Attendance (HR|

Lunch Counts

Period Attendance

Post Homewaork

Paost Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

mport Lesson Plan Schedules
Online Learning

Dashboard
Assignments & Marks
Assignment Details / Assignment Marks

Add a Recurring Assignment / Assignment Maintenance

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

Reports
Select a Report
Student Search
Student Name

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

Discipline

GradeBook | ‘ & @

Search

Students
Student Information

Submit Discipline

Exclude Lowest 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.

ProgressBook | - Dis:

#
Welcome Vickie Patterson

New

Name Last First
David Englebert referral Englebert David
David Englebert referral Finnegan Sean
Mason Hughes referral Hughes Mason
Hannah Britton referral Britton Hannah
Carson Applegate Applegate Carson
Referral

David Englebert Referral  Englebert David
Mariah Dickerson Dickerson Mariah

Referral

GradeBook| A & @

Description Date Violation

Students were droppe.. 12128116

Students were droppe..I 12128116

Dared someone to eat | Students were dropped off befare schoal daors are unlocked and began throwing rocks,
breaking one of the main office windows.
Used inappropriate lan...17;28/16

Student was throwing 12114116 Provoking/assaulting
food at other students. anyone

Student was trying to... 12/08/16 Vandalism

Student was using cell 12/02/16 Unauthorized Use of

phone during class. Technology
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GradeBook Setup

Refer to the appropriate section as follows:

e “Assignment Types”

*  “Calculation Methods and Weights”
* “Grading Scale Options”

* “Share GradeBook Access”

* “Identify 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.

Itis 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 24 Wl necessary, you can also quickly convert assignment types that
are used in multiple classes.

» “Set Up Assignment Types”
*  “Convert Assignment Types”
*  “Delete Assignment Types”

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.
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On the Assignment Types screen, enter the name for the assignment type in the Name
column.

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.

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.

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

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

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.

»‘;’;}ProgressBook ‘ ~Assignment Types GradeBook | ML & @

GradeBook

1.

||

All Primary Classes

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 Del?  Abbr -
Classwaork oW 14 Rubric ~ ] O cw
Homework Jia ] Hw Paints | O Hw
Quiz Quiz 0suU O O auz
Test Test 0sU m| O Test

- 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

- m} O O m} m} O

- m} O O m} m} 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.

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

ProgressBook GradeBook Teacher Guide: Traditional 48



GradeBook Setup

2. Inthe to type drop-down list, select the type to which you want the assignment type to be

converted.

Note: Hover your cursor over 0 toscea 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

["] Health: 2
Science: 2

[ SelectAll || De-Selectall |

Project + totype Test

Check the classes that you wish to convert: @

"] Math - Gr 02: 4
Social Studies: 2

- 0

["] Reading - Gr 02: 1

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 checkbox in the Del? column of the
assignment type you want to delete.

vg ProgressBook. | - Assignment Types

Grayed out assignment types

cannot be deleted.

GradeBook| A & @

Enter an assignment type, then check each of the classes that

Name
Classwork

Homewaork
Project
Quiz

Test

R YT YSSs

3. Click Save.

Abbr
CWK
HW
PRJ
Quiz
Test

READING &: 10 v

Mark Type

Points
TPoints
Paints
Points

Points

] ]l el

Al

Oooooooooooog

READING 5: 10

use it or check "All" for all classes.

SRS |

ooooooor

Del?

Oooooooooooo®

Abbr
CWK

HW

Quiz
Test
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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.

Refer to the following topics:

“Calculation Methods Using Straight or Weighted Averages”

“Set Up GradeBook to Calculate Grades Using Straight Averages”

“Use Calculation Weights”

“Set Up GradeBook to Calculate Grades Using Weighted Averages by Assignment Type”

“Set Up GradeBook to Calculate Grades Using Different Calculation Methods for Each
Grading Period”

“Weight Individual Assignments”

“Set Up GradeBook to Calculate Averages Manually”
“Calculate Students' Grades Manually”

“Year-to-Date (YTD) Calculation Method”

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.

Forexample, 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
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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%

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.

2
3.
4

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

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

Click Save.

@ROQI‘BSSBOOJ‘C ‘ - Average Calculation Setup GradeBook| A & @

GradeBook

AMERICAN LITERATURE: 19

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 Waighted Averages, fillin the following section-

Assignment Type Weight

Save

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.
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* 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.

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.=

In the 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
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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.

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
fo 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 Assignment 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.

rg, ProgressBook: | -Average Calculation Setup

GradeBook

GradeBook | ‘ a e

Class Dashboard

(S B MATHEMATICS 5: 10 ~

Choose the calculation frequency: Choose a calculation option:

®Automatically recalculate the GradeBook after each change

Cuse 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
Tost ]
Extra Credit ]
Quarter 2

Select the Calculation Method:  Weighted Average |~

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

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.

@ ProgressBook | ~Assignment Details

GradeBook

Dashboard /5 Day /Grid = AMERICANM LITERATURE: 19 ~ Qtr3 ~ 2#9 Journal #7

GradeBook | L & ©

‘ Standards || Marks |

Journal #7 Description:  Journal #7
Class Work

Assignment Type:  Class Work ~ Sequence:

Add an Assignment
Import an Assignment
Delete the Assignment
Copy the Assignment

Assigned Date:  2/9/2017 iz5] Due Date:  2/9/2017 =]

Points: 25

Weight: 2
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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.
@H’ogressBook ~Average Calculation Setup GradeBook | M & €@

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:
IAssignment Type
Homework
Class Work
Quizzes
Test
Extra Credit

i
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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.

GradeBook Setup

1. On the Class Dashboard, below Average Calc Setup, click Calculate Averages.

@Progmsssook ‘ ~Teacher Home Page Gradetiook | M & @

Students (15)
Abvarez. Calypso
Banks. Giles
Bishop, Phillip
Eemandez. Lucia
Garza, Teagen
Hansen, Ormos

Harvey Winema
Howell, Bronson
Johnston,_Ainsley
Mccoy, Mercy
Montgomery Shane
Morrison, Jamie
Richards_Daphne
Smith, Felcia
Williamson._ |gor

Qo000 000000C0C0OO0OC

Update Roster

-~
+ +

=
S+ + +

T4
ir4
&
T4
T4
ird
T4
ird
rd
ird
rg

[z
[z
@z

Miss.

Att

Hide Attendance

Classroom Administration Assignments [[TeyeTmINreY
S::%“”Ai:—;;‘m %ﬁ:””&ﬁm 211 HW [ Romeo and Julet Discussion w
Period Attendance by Seating hart m oW Weekly Participation II o
Post Homework Post Class Information | |2/10 HW {&J Compate Salem Witch Trials w
View ParentAccess Web Site 2110 Hw [0 Figurative Langusge Il w
Lesson Plans 210 1w [ nteriections Il
Add a Mew Lesson Search for Lessons 210 HW  Materials Check I o
3 Day Planner Import Schedule 210 Cw Weekly Participation Il
Online Learning 29 CW  Joumal#7 x
Dashboard 29w Y synonyms u x w
Assignments & Marks 218 HW Reading Section Notes i v w
Gradefok Grd &Day View 28 Hw [0 Romeo and Julet Act 111 % w
addan Recuing Assion 28 CW  Shor Story Extension Il 7w
mmm Enternienims 28 cw (B9 Which Word is a Noun x w
el B 27w Y Commes x w
Assignment Types Grading Scales 26 Test Correct the Error(s) on Each X w
Calc Methods & Weights 2% Cortect the sentence Il x w
26 HW  Partsof Speschll v w
Gradebook Administration 125 oW Short Story Notes I 2w
Set Up GradeBook Access 110 Test  PreTestll ®
SetUs Broups within Clagses " Qz Ghapter Reading/Vocab Quiz | 7w

Transfer Student Marks

Exclude Lo

ywe st Mark

Reports

Select a Report

Student

Student Search

lame

Add an Assignment

Search

Import Assignments

2. Onthe 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.

Q0000000000000 00

Students (15)
Alvarez. Calypso
Banks_Giles
Bishap. Philip

Foraniez. TN S
77.54 (C+) 1451387

Current Mark:

i

Garza. Teagen | yT0 pverage: 8118 (B)
Hansen_Qrmos| Date of Birth:  9/27/2002

Hawvey. D\/\"\r\em
HowellNstonsol Grade Level.

Johnston, Ains|

District ID: 4315015
System ID: | 225

0
Group: Gifted

[z
[z
4

7

Mccoy. Mercy

Click on Oto expend for more options

Montgomery, Shane
Morrison, Jamie

Richards Daphne
Smith, Felcia

Williamson, lgor

o

[z
[z
@
4
[z

[N

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 illustrated in the “YTD Calculations Based on
System Calculations” flowchart, 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

Report Card System Calc Reporting What YTD
Grade Type Method Period Uses

Percentage

¥

Report card grades
i

() (o) | () (o)

¥

Report card grades Averages

[Current] [ Past ] [Curren‘t] [ Past ]

LETTER GRADE ON REPORT CARD AVERAGE IN GRADEBOOK

LETTER GRADE FOR CURRENT
AVERAGE IN GRADEBOOK PERCENTAGE ON REPORT CARD AVERAGE ON REPORT CARD
o

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.

* Median — Calculates average using the middle value of the sorted list of marks in the
current reporting period. Given an even number of marks, the two middle values are
averaged to calculate the median. All assignments must have the same points possible.
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Assignment type weights and individual assignment weights cannot be used with this
method. This method can be used only on new mark entry screens and is not compatible
with classic mark entry.

Mode — Calculates average using the mark that occurs most frequently in the set of
values in the current reporting period. Given multiple mark types occur with the highest
frequency, the mark with the higher value is used. All assignments must have the same
points possible. Assignment type weights and individual assignment weights cannot be
used with this method. This method can be used only on new mark entry screens and is
not compatible with classic mark entry.

YTD Median — Calculates average using the middle value of the sorted list of marks from
the beginning of the current school year to the end of the current reporting period. Given
an even number of marks, the two middle values are averaged to calculate the median.
All assignments must have the same points possible. Assignment type weights and
individual assignment weights cannot be used with this method. This method can be
used only on new mark entry screens and is not compatible with classic mark entry.

YTD Mode — Calculates average using the mark that occurs most frequently in the set of
values from the beginning of the current school year to the end of the current reporting
period. Given multiple mark types occur with the highest frequency, the mark with the
higher value is used. All assignments must have the same points possible. Assignment
type weights and individual assignment weights cannot be used with this method. This
method can be used only on new mark entry screens and is not compatible with classic
mark entry.

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.

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.
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7 ProgressBook | - Grading Scale Setup cratesook| B & ©

| AMERICAN LITERATURE: 19 |

Mapping |

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 anather 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.

Save

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.

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. Onthe Grading Scale Setup screen, select Default.
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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 & ®eaggsible. 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 only be copied to the new assignments ifthey are for the default assessment.

Cancel

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. Onthe 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.
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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 lenger be accessible.
You may need to convert your assignments for this configuration

oK

4. Click Save.
5. Click Save Next.

= ProgressBook

~Grading Scale Setup

GradeBook | M & ©

o

COMPOSITION: 29 ~

Mapping| Grading Scale \ Student Override | Copy

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

ODefault (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 (Recommended for secondary style report cards )

Map all to the mark 1t 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_

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

available grading scales.

v | Grading |

COMPOSITION: 29 v

Student Override | Copy \

Scale

The default grading scale for this class is:

WS & HS Default ~

Glick here to view the grading sca\ea
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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 1.5 2.49
30 2 2 70 79.99 0.5 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

Mapping  Grading Scale \ Override | Copy \

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

Student Scale

Blair, Bonnie
Cannon, Leland
Cahen, e
Glover, Samirah
Harmen, Atlas Class Default ~
Higgins, Clancy Concept Skills =/ - ~
Ingram, Jasen Class Default ~

11. Click Save Next.

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

<

COMPOSITION: 29
Mapping  Grading Scale ‘ Student Override ‘ Copy ‘

Copy this Custom Setup 1 setup to the following classes:

CIAMERIGAN LITERATURE: 19 CJAMERICAN LITERATURE: 20
ClcomPosITion: 30 CImATHEMATICS 5: 10
[ClwaTHEMATICS 5: 9 [UreApDING 5: 10

CIREADING 5: 9

Select All De-Select All

Copy Complete!
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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. On the 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

Click Save.
Click Convert.
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?

Cancel

* Median — Calculates average using the middle value of the sorted list of marks in the
current reporting period. Given an even number of marks, the two middle values are
averaged to calculate the median. All assignments must have the same points
possible. Assignment type weights and individual assignment weights cannot be used
with this method. This method can be used only on new mark entry screens and is not
compatible with classic mark entry.
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* Mode — Calculates average using the mark that occurs most frequently in the set of
values in the current reporting period. Given multiple mark types occur with the
highest frequency, the mark with the higher value is used. All assignments must have
the same points possible. Assignment type weights and individual assignment
weights cannot be used with this method. This method can be used only on new mark
entry screens and is not compatible with classic mark entry.

* This method can be used only on new mark entry screens and is not compatible with
classic mark entry.

* YTD Median — Calculates average using the middle value of the sorted list of marks
from the beginning of the current school year to the end of the current reporting
period. Given an even number of marks, the two middle values are averaged to
calculate the median. All assignments must have the same points possible.
Assignment type weights and individual assignment weights cannot be used with this
method.

* YTD Mode - Calculates average using the mark that occurs most frequently in the
set of values from the beginning of the current school year to the end of the current
reporting period. Given multiple mark types occur with the highest frequency, the
mark with the higher value is used. All assignments must have the same points
possible. Assignment type weights and individual assignment weights cannot be used
with this method. This method can be used only on new mark entry screens and is not
compatible with classic mark entry.

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 checkbox.

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
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* 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

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. On the 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.

@PfogressBook_ ‘ ~GradeBook Access GradeBook | M & @

AMERICAN LITERATURE: 20 -

The following staff members have access to your GradeBook:
(Staff members with the role of "Primary” 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, Kathleen Additional ~ 02/09/2017 |2 02/09/2018 | (]
Add Teachers to my GradeBook Update

Copy the GradeBook access to the following classes:
] AMERICAN LITERATURE: 19 CIAMERICAN LITERATURE: 20 [l comPosITION: 29 O] comPosITION: 20
[JmATHEMATICS 5: 10 [ImaTHEMATICS 5:9 [IREADING 5: 10 [IreaDING 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.
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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.

Click 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.

@PI’OgrESSBDOk_ ‘ -Assignment Types GradeBook | M & @

COMPOSITION: 32 v

Enter an assignment type, then select the check box for each class that will use it, or select "All" for all classes.

Name Abbr Mark Type All |COMPOSITION: 32 Del? Abbr
#  [Class Work cw Points v cw
#  [Class Work cw Paints ¥ 3 cw

4 [DRA This assignment type is owned by Mary Smiles and is used by others. Making changes to this assignment type affects athers who also use it Click the | DRA

#  |Effort icon for mere details. Eff
¥ |Extra Credit ExCr 1-4 v T ExCr
¥ [Extra Credit ExCr Points v ExCr
# [Formative Assessment
7 [Homework i
#  [Homework
& [Participation
¢ |Quizzes Assignment Type Information
7 [Quizzes o
#  [Summative Assessment This assignment type is also being used in the following classes:

7 [Test Class Teacher(s)

7 [Test 2 AMERICAN LITERATURE:21 Mary Smiles

* AMERICAN LITERATURE:22 Mary Smiles

* COMPOSITION:31 Mary Smiles -

COMPOSITION:32 Mary Smiles, John Johnson
LIFE SKILLS & EFFORT 5:11 Mary Smiles
LIFE SKILLS & EFFORT 5:12 Mary Smiles
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Assignments and Marks

GradeBook provides a variety of options for creating and working with assignments. Depending
on the type of assignment you are creating and whether or not the assignment is used in a class
that uses traditional or standards-based report cards, you can create class or individual student
assignments, which can then be associated with a specific report card assessment. 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 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. Refer to the following
topics:

» “Assignment Creation”

o “Set Up Default Preferences for Assignments”

* “Assigning Assignments”

* “Academic Standards”

* “Copy and Delete Assignments”

» “Assignment Bank”

»  “Assignment and Assessment Marks”

*  “GradeBook Grid”

e “Assignment Maintenance Screen”

» “Assignment 5-Day View”

* “Transferring a Student's Marks from Class to Class”

* “Google Classroom™ Assignments and Marks”

Assignment Creation

To view a video of the following procedure, navigate to the following link:
https://www.youtube.com/watch?v=j4-89axzPJ8

GradeBook lets you create assignments for the entire class as well as individual assignments
unique to one student. 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. For assignments used only in a class that uses the
Custom Setup 2 grading scale option for standards-based report cards, you can create a unique
assignment for an individual student and associate an assignment with a specific report card
assessment. 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.
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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.If you use the Custom Setup 2 Grading Scale option for
standards-based report cards, you must select one or more assessments on each report card
and/or interim for an assignment. Those assignments display with the associated assessment for
a student on the Progress By Student screen. In addition, you can add an individual assignment
associated with a specific assessment that is unique to a student.

Refer to the following topics:

*  “Create Assignments”

e “Create Extra Credit Assignments”
* “Create Floating Assignments”

* “Create Recurring Assignments”

Create Assignments

Create Class Assignments for a Default or Custom Setup 1 Class
1. 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 checkboxes are
automatically selected. You may deselect them as desired.

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

3. Inthe Assignment Type drop-down list, select the type of assignment.
Note: The Sequence field is only used for floating assignments.
4. Beside 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. Beside 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.
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The message “Your changes have been saved” displays.

i< ProgressBook

-~ Assignment Details Gracesook| B & @

| Algebra 2- 02 | = | |12/16 Chapter 4 & 5 Quiz |

m Standards | Warks |
Chapter 4 & 5 Quiz Description: Chapter 4 & 5 Quiz
Quizzes
Assignment Type: Quizzes - Sequence:

Add an Assignment Assigned Date: 12/02/2011 =] Due Date: 12/16/2011 =]
Import an Assignment Points: 75 Weight: 1
Delete this Assignment R T

\ssign to student Grou All Students |~
Copy this Assignment g L -
[ Set up as a floating assignment? [ Exclude from student averages?
Do you want to Post to the homework web page? Post the marks to the web?

assign an

4 Add this assignment to the assignment bank?
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

Save

ssignment from an
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 7 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? checkbox to hide marks.”

In the 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? checkbox to designate the assignment
as a floating assignment (different assigned and due dates for each student).

Select the Exclude from student averages? checkbox to exclude the assignment
from the student averages.

Select the Post to the homework web page? checkbox 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? checkbox to add the
assignment to the Assignment Bank.

Select the Post the marks to the web? checkbox to post the marks for the
assignment in the ParentAccess Assignments area.

In the 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
checkbox(es) beside the class(es) with which you want to share the assignment.
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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?

[1 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 types and have the same grading scale ssiup can share sssignments.

Period 2 Algebra Seleot Al De-Saizct All

Create Extra Credit Assignments

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. On the Class Dashboard, click Add an Assignment.

2. 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.

Beside 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.

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

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

v@ProgressBook ~Assignment Details GradeBook | ML & @

[Aigebra2 01 2 et [N

=

Py — Description:  Extra Credit Worksheet

Import an Assignment Assignment Type:  Homework v Sequence:

Assigned Date:  10/24/2011 iz ] Due Date:  10/28/2011 =]

Do you want to assign an activity? Points: 0 Weight: 1

Assign to Student Group: Al Students |~

from an activity's Details screen.

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

[] Post to the homework web page? [J Post the marks to the web?

Add this assignment to the assignment bank?

Share this i 1t with the i g
Note: Only classes that share assignment types and have the same grading scale selup can share assignments.

Select Al De-Select All
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Create Floating Assignments

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.
2.

© © N o

i< ProgressBook

On the Class Dashboard, click Add an Assignment.

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.

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

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

In the Due Date field, delete the date.

In the Points field, enter the value of the assignment.
Select the Set up as a floating assignment? checkbox.
Click Save.

~Assignment Details Gradesook| M & @

GradeBook

| MATHEMATICS 5: 9 | lars | | Add an Assignment |

Description:  Odd Problems, pg. 60

Add an Assignment
Import an Assignment Assignment Type:  Homework i Sequence:

Online Leaming Assigned Date: ~ 2/8/2017 =] Due Date: = 2/312017 =]

from an activity's Details screen,

Do you want to assign an activity? Points: 25 Weight: 1

Assign to Student Group: Al Students  ~

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?

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

SelectAll De-Select All

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

Assignments Float 'ASSign Lessons
HW Odd Problems, pg. 60 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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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.

On the Class Dashboard, click Recurring Assign., or on the Teacher Home Page, click
Add a Recurring Assignment.

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.

In the Weight field, if desired, you can change the weight of the assignment. One (1) is the
default weight.

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.

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. These preferences also apply to
assignments imported from Google Classroom.

Note: Even if you set default preferences, if necessary, you can alter the
automatic selections when creating a new assignment.
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1. Onthe Teacher Home Page, below Administration, click Set Up Teacher Preferences.

i ProgressBook

~Teacher Home Page GradeBaok | A & @

GradeBook

Classes

Acad Assist/Homeroom/Lunch: 41

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

Edittist | Class Administration
Seating Chart
Daily Attendance (HR)
Lunch Counts

Period Attendance

Post Homework

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Learning

Dashboard

Assignments & Marks
Assignment Details / Assignment Marks

Add a Recurring Assignment / Assignment Maintenance

Reports

Select a 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

The Teacher Preferences screen displays.

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

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 checkboxes you want automatically selected each time you

create an assignment:

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

Select the Exclude from student averages? checkbox to exclude the assignment
from the student averages.

Select the Post to the homework web page? checkbox 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? checkbox to add the
assignment to the Assignment Bank.

Select the Post the marks to the web? checkbox to post the marks for the
assignment in the ParentAccess Assignments area.

In the Quiz Options section, select the checkboxes you want automatically selected each

time you create a VirtualClassroom quiz assignment.

Select the Preview before post? checkbox to review (and edit) autoscored 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? checkbox to let students view
their answers after they submit the activity to be graded.
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* Select the Let student see the correct answers? checkbox 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 wantto let students always see the correct answers after the activity has
been graded, leave both fields blank.

e Select the Scramble the questions? checkbox 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 Third-party
documents submitted as files? checkbox 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 checkbox, 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? checkbox; otherwise, you must click Publish on the
activity’s Details screen in VirtualClassroom when you want students to be able to
take it.

5. In the Discussion Options section, select the checkboxes you want automatically
selected each time you create a VirtualClassroom discussion.

* Select the Require Approval? checkbox if you want to review and approve student
posts before they are visible to other students.

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

6. Click Save.
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7. (Optional) To share these assignment preferences with other classes, in the Copy these
preferences to the following classes area, select the checkbox beside the appropriate
class(es), then click Copy.

o~
=] ProgressBook. | - Teacher Preferences cradeBook | M & @
|A\gebra I 1 v|
General Assignment Options:
i i ? ?
Edit your Dictionary [] Setup as a floating assignment? [] Exclude from student averages?
[] Post to the homework web page? [] Post the marks to the web?
It i i ?

Edit Teacher [] Add this assignment to the assignment bank?

Preferances
Quiz Options:

o3
i [] Preview before post? [] Allow students to view their answers?
Canvas Final Grade

Passback [ Let student see the correct answers? [ Scramble the questions?
[JThird-party documents submitted as files? [ Publish Immediately?
Discussion Options:
[ Require Approval? [ Publish Immediately?

Save
Copy these prefe to the following cl
[JAcad AssistitHomeroom/Lunch: 41 [JAlgebral:3 [JAigebra |: 4 [JApplied Algebra 1:1
[JAigebral: 2
Select Al Un-Select All Copy

Assigning Assignments

Refer to the following topics:

e “Student Group Assignments”
e “Posting Assignments”
*  “Sharing Assignments with Other Classes”

Student Group Assignments

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.

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

8. Click Save.

r@ ProgressBook. | - Assignment Details

GradeBook

=7 Science: 1 LU Add an Assignment v

GradeBook| M & ©

Add an Assignment
Import an Assignment

Online Learning

Do you want to assign an activity?

A Note: Existing assignments
cannot be linked to an activity
You must add a new assignment
from an activity's Details screen

Description: Leaf Project

Assignment Type: Project - Sequence:
Assigned Date: 10/10/2011 =] Due Date 10/21/2011 =]
Points: 25 Weight: 1

Assign to Student Group | Science Club ~

All Students
[ Setup as a floating assignment? Science Club [ Exclude from student averages? |
[ Fost o the homewark web page? [ Postthe marks to the web?

Add this assignment o the assignment bank?
Share this assignment with the following classes:  Note: Onlyclssses that share sssignment types and have the same grading scale setup can share assignments.
Select Al De-Select Al

Save

Posting Assignments

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? checkbox.

2. Click Save.

GradeBook | .‘. ‘ 0

(S| AMERICAN LITERATURE: 20 ~ Lt 213 Joumal #7 v

=

Description:  Journal #7
Assignment Type:  Homework
Assigned Date:  2/13/2017

Points: 10

[] Setupas a floating assignment?

[] Post to the homework web page?

AMERICAN LITERATURE 18

~ Sequence:
8 Due Date:  2/13/2017 B
Weight: 1

[ Exclude from student averages?

Paost 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.)

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

Share this i with the

[ICOMPOSITION: 29

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

Select All De-Select All

Save
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Sharing Assignments with Other Classes

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.

2. Click Save.
GradeBook | ‘ & @
| AMERICAN LITERATURE: 20 ~ | a3 |
Description:  Journal #7
Assignment Type:  Homewaork ~ Sequence:
Assigned Date: ~ 2/13/2017 i) Due Date:  2/13/2017 ]
Points: 10 Weight: 1
[[] Set up as a floating assignment? [] Exclude from student averages?
[ Past to the homework web page? [] Post the marks to the weh?

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 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 sefup can share assignments.

[JCOMPOSITION: 28

Select All De-Select All

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 itis 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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1. 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| M & @

| AWERICAN LITERATURE: 20 ~ | arz | 2113 Journal #7

Description:  Journal #7

Assignment Type: Homework ~ Sequence:

Assigned Date:  2/13/2017 i} Due Date:  2/13/2017 =)
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 sfiect sl of thase classas )
AMERICAM LITERATURE 19

Glmk here to separate this AMERICAN LITERATURE: 20 assit 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 Al De-Select Al

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.

Academic Standards

Refer to the following topics:
e “Add Academic Standards to an Assignment”
*  “Copy Academic Standards from Lesson Plans to Assignments”
*  “Remove Academic Standards from an Assignment”
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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.

N

w

B

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

The Assignment Standards screen displays.

provider’s standards publication.

The Documents list populates.

publication you selected.

The Grade Levels list populates.

On the Assignment Standards screen, from the Publications list, select the appropriate

From the Documents list, select the appropriate subject area document from the

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.

@ProgressBoak ‘ ~Assignment Standards GradeBook | ML & ©

| Math 3: 2 | [3Ti | | 5/ Odd Problems Page 58 |
Y S
Selected Standards
Publications: Documents: Grade Levels:

Career Field Technical Content Standards > English Language Arts 2012 > Grades: K-2 >

Learning Standards 4 ( Mathematics 2012 >) Grades: 3-5 >

( Ohio Academic Content Standards - Extended > ) Science 2012 > Grades: 6-8 >
Academic Content Standards > Social Studies 2012 > ( Algebra @ >)

Early Learning and Development Standards > Geometry 5

Statistics and Probability >

5. Select the checkbox beside each standard you want to add to the assignment.

The standard(s) you select display in the Selected Standards area.

@ProgressBook_ ‘ - Assignment Standards GradeBook| B & @

| Math 3:2 V] [sti ] | 5/5 Odd Problems Page 58 - |

el Standards [Tl

Ohio Academic Content Standards - Extended > Mathematics 2012 > Algebra
(Current search options - click links above to change)

» Seeing Structure in Expressions

v Creating Equations
O Create equati

ns to solve problems with one variable
Graph equations on a coordinate plane.

Greate equations that describe numbers or relationships.
ACE 91212 Represent a real-world situation with a finear equation or inequality.

[ A CE 912 1b Represent a real-world situation with a linear equation

[ ACE 912 1c Repr orld si

ing concrete abjects, models and pict
A CE 912 2a Graph a given equation or inequality on a coordinate plane
[ A.CE.912.2b Graph a given equation on a coordinate plane.

[ A CE 912 2¢ Identify whether a line is increasing or decreasing on  coordinate plane

» ing with i and Ir

Selected Standards

A.CE.B more L
A.CE912.1a more x
A.CE912.2a more x

ures
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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.

2. In the Selected Standards area, beside the standard or sub-level standards component
you want to remove, click X

@ProgressBoak ‘ ~Assignment Standards GradeBook | 4 & O

| Math 3: 2 | B | 5/5 Odd Problems Page 58 |

Publications: Documents: Selected Standards

Grade Levels:
A.CE.912.1a show more x
Career Field Technical Content Standards &
A.CE.912.2a show more x
Learning Standards ACE.B show more

Ohio Academic Content Standards - Extended >

Academic Content Standards

Early Learning and Development Standards

The standards are removed from the screen and the assignment.

Copy and Delete Assighments

Refer to the following topics:

*  “Copying Assignments”
* ‘“Deleting Assignments”
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Copying Assignments

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 this Assignment.

_ - g
@ProgressBook. ~Assignment Details GradeBock| M & @
| AMERICAN LITERATURE: 20 | e
m‘ Standards || Marks |
Journal 7 Description:  Journal #7
Homework
Assignment Type:  Homework ~
Add an Assignment Assigned Date: 211312017 2]

Import an Assignment
Delete this Assignment
Copy this Assignment,

‘Onlme Leamning

Points: 10

[] setup as a floating assignment?

.. [] Post to the homework web page?
Do you want to assign an activity?
Add this assignment to the assignment bank?
A Note: Existing assignments cannot be linked to an

d a new assignment from an activity's This assignment is shared with the following classes:  (Changes made to this sssignment will sffect all of thase classes.)

Details sereen AMERICAN LITERATURE 19
Click here to separate this AMERICAN LITERATURE: 20 assignr,

4. Onthe Copy an Assignment window, select the checkbox beside 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.

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

Click Copy this 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 Success!
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Deleting Assignments

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

2. Atthe bottom-left side of the Assignment Details screen, click Delete this Assignment.

Note: The Delete this Assignment link is also available on the Assignment
Marks screen.

3. On the window, to confirm the deletion, click OK.

Are you sure you want to delete this assignment from this class?

Assignment Bank

To view a video of the following procedures, navigate to the following link:
https://www.youtube.com/watch?v=mKONpWFC-x4

Refer to the following topics:
*  “Import an Individual Assignment from the Assignment Bank”
*  “Import Multiple Assignments from the Assignment Bank”
* “Delete Assignments from the Assignment Bank”

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

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

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 beside 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.

Beside the Assigned Date field, click to select the new assigned date, or type it in the

Beside the Due Date field, click i to select the new due date, or type it in the field.
If needed, make any other changes to the imported assignment.

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.

. At the lower-right corner of the Class Dashboard, click Import an Assignment.

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.

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

Import Assignments

Course | MATHEWATICS 5 | Type:| -] Phrase: | ] search

To import an assignment, click on the icon fo the left of its description.
To import multiple assignments. fill in the corresponding date fields and press the "Import Assignments"
button.

Type Description Points Taught Date
th QZ  Quiz with Partner | 20 8/1/2015
& HW  Paired Worksheet | 10 81212015 ]
th QZ Quiz during Class | 20 8/11/2015
t Test Chapter 5 Test! 50 s/24/2015 [ ]
t HW  Section 551 10 8262015 [ ]

( 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 [ acsign || 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 import only
assignments that were used in the same type of class.You can import only
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.

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.
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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.

@ProgressBook -Assignment Bank Maintenance GradeBook | A & @

‘GradeBook

(O | AMERICAN LITERATURE v

Apply Filter

Filter by’

Assignment Typg:
Assignment Bank [ ™ W

Actions: Delete A

4. Select the checkbox 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 checkbox in the header row, and then
click Delete [x] Assignment(s).

-gProgressBook_ ~Assignment Bank Maintenance GraceBook| M & @

(S| AMERICAN LITERATURE

Assignment Type:  All Types |v| Text: Apply Filter
| Assignment Bank | Lesson Plan Bank
O Description Type Last Taught Points Weight H“ s
Activity Standards
hapter Reading/Vocab Quiz | Qz 8/1/2015 12:00:00 AM 20 1
Parts of Speech | HW 8/1/2015 12:00:00 AM 12 1
Pre-Test | Test 8/2/2015 12:00:00 AM 100 1
Reading Section Notes | HW 8/10/2015 12:00:00 AM 25 1
Short Story Extension | cw 8/17/2015 12:00:00 AM 30 1
Short Story Notes | cw 8/17/2015 12:00:00 AM 30 1
aterials Check | HW 9/2/2015 12:00:00 AM 20 1
leekly Participation | CcwW 9/2/2015 12:00:00 AM 20 1
O Chapter Reading/Vocab Quiz Il QzZ 10/17/2015 12:00:00 AM 20 1
O Parts of Speech HW 10/17/2015 12:00:00 AM 12 1
O PreTestll Test 10/18/2015 12:00:00 AM 100 1
[0 Reading Section Notes Il HW 10/26/2015 12:00:00 AM 25 1
O  Shert Story Extension Il cw 11/2/2015 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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Assignment and Assessment Marks

To view an overview video for this feature, go to:
https://youtu.be/7dEiL2FkkXU

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.

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 CIZLseF;:zzn Description
CTRL + SHIFT + M e Missing
B Past due
CTRL + SHIFT + L te Late
CTRL + SHIFT + E — Excluded
CTRL + SHIFT + X — Excluded but posted to ParentAccess
VW e 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 +
DELETE

& Clear Column

Clears the marks in every field in the column

CTRL + SHIFT+ R

++ Fill Row

Duplicates the mark to each blank field in the row

CTRL + SHIFT + A

B 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

Assignment comment available
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Display

Shortcut Codellcon Description
| Student progress assignment notification was sent
®) Student progress assignment notification was viewed in
ParentAccess
B Daily comment available
0 Make daily comment

Undo recent changes

Refer to the following topics:

»  “Enter Assignment Marks”

*  “Mark Assignments as Missing”

*  “Mark Assignments as Late”

e “Exclude Assignments from Students’ Grades”

*  “Exclude and Post Assignments”

* “Exclude Lowest Assignment Mark for a Default or Custom Setup 1 Class”

*  “Undo Mark Entry on Assignment Marks Screen”

*  “Import Assignment Marks”

*  “Post Assignment Marks to ParentAccess”

Enter Assignment Marks

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.

2. 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)

¢ 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.
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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 checkbox 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.

b. In the Late column, select the checkbox 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. Atthe top-right of the screen, select the Exclude from student averages checkbox
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. (Optional) To undo all the changes you made, click Undo All Changes (#). The number
in parentheses indicates how many changes you have made since you loaded the screen
in its current context (Class, Period, and Assignment drop-down lists).

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.
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Note: Clicking the student’s name takes you to the Student Profile screen
Progress tab.

Main Standards m

ndo All Changes (0 Add an Assignment | Import an Assignment | Delete this Assignment | Caopy this Assignment | Import Marks

Introduction to Poetry Terms Post the marks to the web []

Assignment Type: Homework  Assigned: 10/30117  Due: 10/30/17  Points: 10 Weight: 1 Exclude from student averages []

Mark Missing Late Exclude Comments

Al-Aishi, Mohammed 8 O O ~
Farley, Jeanne 10 m} ]

Friedrich, Mark 5 O O

Greene, Roy 10 O O

Hershberger, Kaley 95 O O

Jacksen, Monique 10 ] ]

McAllister, Todd O

McNulty, Christopher [m] ] Exclude

Miller, Larry 7 O O

Montague, Carlo 7 ] ]

Morgan, David 5 [} O

0O'Meara, Sarah B et ] Turn in for half credit
Potter, Cameron ] [} O

Smith, Darren 10 m} ]

Taliman, Sherry |ES T O Turn in for half credit ©

When you are on the Assignment Marks screen and you have a Default or Custom Setup
1 class selected and then 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.

Mark Assignments as Missing

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 checkbox
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.
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2. On the Assignment Marks screen, in the Missing column, select the checkbox in the
row(s) of the student(s) who did not turn in the assignment.

,_
&
Ll
@

Mark Missing Exclude Comments

Al-Aishi, Mohammed 8 O O ~
Farley, Jeanne 10 O O

Friedrich, Mark 5 O O

Greene, Roy 10 O O

Hershberger, Kaley 95 O O

Jackson, Monique 10 0 O

McAllister, Todd O

McNulty, Christopher excluded O O Exclude

Miller, Larry 7 O O

Montague, Carlo 7 O O

Morgan, David B O O

O'Meara, Sarah B ate O Turn in for half credit
Potter, Cameron 8 O O

Smith, Darren 10 O O

Tallman, Sherry B rae O Turn in for half credit

"

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 Assignments as Late

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 checkbox 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 checkbox in the row(s)
of the student(s) who turned in the assignment late.

Mark Missing Late Exclude Comments

Al-Aishi, Mohammed 8 O O ~
Farley, Jeanne 10 O O

Friedrich, Mark 5 O O

Greene, Roy 10 O O

Hershberger, Kaley 95 O O

Jackson, Monique 10 O O

McAllister, Todd O

McNulty, Christopher excluded O O Exclude

Miller, Larry 7 O O

Montague, Carlo 7 O O

Morgan, David B O ]

O'Meara, Sarah B ate O Turn in for half credit
Potter, Cameron 8 O O

Smith, Darren 10 O O

Tallman, Sherry B rae O Turn in for half credit

"
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If you posted the assignment to ParentAccess, on the Assignments screen, in the Info
column beside the Mark column, an “L” with an orange background displays for the
assignment.

Exclude Assignments from Students’ Grades

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 anindividual
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, deselect the Exclude from student
averages checkbox, and click Save, the Exclude from student averages checkbox 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, deselect the Exclude from student averages
checkbox, and save.

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 checkbox.

Introduction to Poetry Terms Post the marks o the web [
(Exclude from siudent averages )

Assignment Type: Homework  Assigned: 10/30/17  Due: 10/30/17  Points: 10 Weight: 1

=
8
=

Dooooaoé

Al-Aishi, Mohammed 8
Farley, Jeanne 10
Friedrich, Mark ]
Greene, Roy 10
Hershberger, Kaley 9.5

Jackson, Monique 10

&S

McAllister, Todd
McNulty, Christopher Exclude
Miller, Larry 7

Montague, Carlo 7

Ooooogooooooao:

Morgan, David 6

[

O'Meara, Sarah B et Turn in for half credit

Potter, Cameron 8

0o o

Smith, Darren 10

ooocooogoao

K

Tallman, Sherry B rate Turn in for half credit

v

Note: If the Post the marks to the web checkbox 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, right-click in the appropriate field to display the list of choices.
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2. Select Exclude.

Introduction to Poetry Terms

Assignment Type Homewerk  Assighed: 10/30/17

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

Exclude and Post Assignments

Due: 10/30/17

Mark

Points: 10

Missing

O

Oooogoao

&

Ooo0o0o0oogooogaog

Weight: 1

Late

Oooooooooood

g 008

Assignments and Marks

Post the marks to the web []
Exclude from student averages []

Exclude Comments

Exclude

Turn in for half credit

Turn in for half credit v

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: 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

Points: 10

Missing

O

O0OoO0ooao

&

Oo0ooooogod

Weight: 1

Late

OO0 ooooooonoaDo

O 0o

&

Post the marks to the web
Exclude from student averages

Exclude Comments

Exclude and Post

Exclude
Exclude and Post

Turn in for half credit

Turn in for half credit v
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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 anindividual 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.

Exclude Lowest Assignment Mark

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.

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 Selectthe Assignment Types to Include area, deselect any assignment types you
do not want to include in determining the lowest mark. All assignment types are selected
by default.
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Click Next.

~Exclude Lowest Marks GradeBook | A & @

‘GradeBook

o

N

8.

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 9wk v

Select the Classes to Include: CJAll Classes

Hap Spanish - 6th Spamsh 4-2nd

[study Hall - 1st

Select the Assignment Types to Include: All Assignment Types
[Formative Assessments [ATarealQuiz/Formative

[MSummative Assessment its

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.

In the Exclude? column, in the row for each student, select or deselect the checkbox to
indicate the assignment marks to exclude. Checkboxes 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 Y 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.

In the 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/
yyyyl in the Comments field on the Assignment Marks screen for the student in
addition to any existing comments.

Click Exclude Marks.
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The confirmation message “The Following Marks were Excluded on [current date]:”
displays at the top of the screen.

@R‘OgFBSSBOOk - Exclude Lowest Marks GradeBook| A & @

The Following Marks were Excluded on May 01, 2017: it

Select the Marks to Exclude

AMERICAN LITERATURE: 11

Student Assignment Type Weight Mark Avg Before| Avg After Excluded
Dunn, Calvert Correct the sentence IV Quizzes 1 4/10 70.05 C- 7175 C- v
Gardner, Tionna Materials Check IV Homewaork 1 12/20 67.91D+ 68.86 D+ v
Grant, Alvaro Correct the sentence IV Quizzes 1 4/10 6578 D 6723 D+ v
Hawkins, Baylee Short Story Extension IV Class Work 1 25130 90.91 A- 92.36 A- v
Hudson, Olga Correct the sentence IV Quizzes 1 810 9465 A 9548 A v
Knight, Galina Reading Section Notes IV Homework 1 22125 9563 A 96.69 A v
Mills, Dalton Short Story Notes [V Class Work 1 Missing/30 4813 F 5732 F v
Nichals, Isabella Short Story Notes [V Class Work 1 Missing/30 8510 F 69.23 D+ v
Palmer, Simone Short Story Notes IV Class Work 1 18/30 6645 D 66.00 D+ v
Perkins, Jarret Chapter Reading/Vocab Quiz IV Quizzes 1 Missing/20 7232C- 81.53B- v
Rose, Paige Correct the sentence IV Quizzes 1 6/10 8263B 84.08B v
Smith, Finlay Correct the sentence IV Quizzes 1 6/10 8503B 8644 B v
Spencer, Landon Correct the sentence IV Quizzes 1 410 6364D 6497D v
Stephens, Wayland Carrect the sentence IV Quizzes 1 410 78.61C+ 80.79 B- v
Stone, Maximillian Short Story Notes IV Class Work 1 Missing/30 5348 F 63.69D Y

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 i 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.
l Student’s average decreases.

Assignment has already been excluded.

@ No assignment found to exclude.

‘{ Assignment successfully excluded.

Assignment has not been excluded.
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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 drop-down list, select the
blank option for the student whose assignment mark you no longer want to exclude.

"< ProgressBook

-Assignment Marks GradeBook | M & @

‘GradeBook

AMERICAN LITERATURE: 21 v Qird v 4/26 Materials Check IV v

Add an Assignment | Import an Assignment | Delete this Assignment | Copy this Assignment | Import Marks

Materials Check IV

Assignment Type: Homework  Assigned: 42119 Due: 4/26119  Points: 20 Weight: 1 Post the marks to the web (¢
Exclude from studant averages
Mark Missing Late Exclude Comments
Bush, Aidan 13
Curry, Lucius 15
Dawson, Primavera 18
Hardy,_Christian 13
Haynes, Sharon 15
Love, Jett 18
Medaniel, David 16 M
Mendez, Ivy 16 [Exclude and Post |
Norris, Bridget 19
Powers, Theodora 16
Santiago, Mila 15
Schultz, Willray 18
Smith, Ferris 16
Steele, Oriana 18
Vaughn, Georgia 21
3. Click Save.

The Exclude option has been removed from the Exclude column, and any comments in
the Comments field have been removed.

Undo Mark Entry on Assignment Marks Screen

Clicking Undo All Changes (#) lets you undo recent mark entry changes you made. The number
in parentheses indicates how many changes will be undone when you click the button. The
number indicator resets to 0 any time you change the contents of the drop-down lists for Class,
Period, or Assignment. The following mark entry changes are undone using this button:

*  mark

* late status

* exclusion status

* missing status

* comment (not daily comment)
* the Fill Row option

* the Fill All Rows option

* the Fill Column option
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* the Clear Column option

Note: If you add a student to an assignment on this screen, Undo All Changes
(#) reverses all changes made after the addition of the student. However, it does
not remove the newly added student.

Import Assignment Marks

Import Assignment Marks for a Default or Custom Setup 1 Class

To view a video of the following procedure, navigate to the following link:
https://www.youtube.com/watch?v=rUmEDkrQJwc

You can import assignment marks from a third-party company or device for any assignments
during any reporting period. You must import a comma-separated file that contains each student's
district ID and assignment mark. Once you have imported the file, the assignment marks display
on the Assignment Mark Import screen beside the current assignment marks for you to review
before saving. You also have the option to overwrite the existing marks.

1. Create or ensure that you have a .csv file with the necessary information for each student
for the assignment for which you want to import marks:

* Student ID (Student Number field on the Edit Student Profile screen General tab in
StudentIinformation without the leading zeros)

* First name
* Last name
e Mark
2. Atthe top of the Assignment Marks screen, click Import Marks.

The Assignment Mark Import screen File tab displays.

At the bottom of the screen, click Choose a file.

On the file picker window, navigate to and open the desired file on your computer.
Click Next.

@ProgmssBook - Assignment Mark Import cradeBock | A & @

1 File Map Import

Vocabulary Worksheet

Assignment Type: Homework  Assigned: 8/7118  Due: 810118  Points: 20 Weight: 1

Select a file to upload

Upload a comma-separated file (such as csv) containing the information necessary for importing assignment marks.

( & Choose a file vocabulary workshe... )

6. On the Map tab, verify that ProgressBook has matched the columns from your file to the
correct items. Use the Student ID, First Name, Last Name, and Mark drop-down lists to
correct any mismatched items.
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7. Click Match Student By ID or Match Student By Name depending on how you want the
import to match the students to your grade book.

8. Click Next.

@ProgressBook ~ Assignment Mark Import GradeBook| M & @

v File 2 Map 3 Import

£ Previous | Next » |

Vocabulary Worksheet

Assignment Type: Homework  Assigned: 8/7/18  Due: 8/10/18  Points: 20 Weight: 1

Map file columns

Verify the file has matched the correct columns to the items below. Use the drop-down lists to correct any mismatched items

Match Student By ID Match Student By Name
Student ID First Name Last Name Mark
. T (Studen( [ v|  StudentFirstName |v|  StudentLastName |v| Marks v)
Anderson, Lisa 324762 324762 Lisa Anderson 19
Brooks, Aaron 324234 324234 Aaron Brooks 18
Cohen, Rachel 324687 324587 Rachel Caohen 19
Dudgeon. Carly 324817 324817 Carly Dudgeon 19
Endive, Henry 324217 324217 Henry Endive 16
Fillipi, George 324264 324264 George Fillipi 18
Gains, Melissa 324915 324915 Melissa Gains 20

9. (Optional) If you want to overwrite the existing marks, on the Import tab, select Yes beside
the Override existing marks? option.

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.

The students for which marks are to be imported, their marks to be imported, their current
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 ID

* 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, errors display in the Messages column to
indicate the reason the marks cannot be imported.
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10. Click Import.
et
v File V Map 3 Import

€ frevos

Vocabulary Worksheet
Assignment Type: Homework  Assigned: 8/7/18  Due: 8M10/18  Points: 20 Weight: 1

Overwrite existing GradeBook marks

Student ImportMark  Current Mark Messages
Anderson, Lisa 19
Brooks, Aaron 18
Cohen, Rachel 19
Dudgeon, Carly 19
Endive, Henry 16
Fillipi, George 18
Gains, Melissa 20

The imported marks display on the Assignment Marks screen.

Note: You can hover your cursor over the student's name to view an updated
average on the Assignment Marks screen.

Import Assignment Mark Messages for a Default or Custom Setup 1 Class

The following errors or warnings may display on the Assignment Mark Import screen while
importing an assignment marks file for a Default or Custom Setup 1 class.

e The student is not valid for this class.

e Student ID is missing.

* Special characters are not permitted in the Student ID.
* Duplicate student.

* Mark is invalid for the assignment mark type.

* Mark cannot exceed 50 characters.

The marks do not match.

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
e Assignment Marks
* GradeBook Grid

99 ProgressBook GradeBook Teacher Guide: Traditional



Assignments and Marks

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. You can also click % to display the key on the screen.

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
Classic Display L
Shortcuts Shortcuts Codellcon Description
CTRL + SHIFT + M ? Missing
B Past due
CTRL + SHIFT + L T ate Late
CTRL + SHIFT + E ! excluded Excluded
CTRL + SHIFT + P 1 — Excluded but posted to ParentAccess
VW ciciuded Excluded as lowest mark
R Excluded as lowest mark but posted to
= ParentAccess
CTRL + SHIFT + C 1 Fil 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
B Assignment comment available
= Student progress assignment notification was
sent
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Icons, Codes, and Keyboard Shortcuts Used on the GradeBook Grid

Classic Display s
Shortcuts Shortcuts Codellcon Description

) Student progress assignment notification was
viewed in ParentAccess
VirtualClassroom Quiz
VirtualClassroom Discussion
VirtualClassroom Common Assessment

B Daily comment available

0 Make daily comment

Undo Al Changes (¢ Undo recent changes

Refer to the following topics:
* “Navigate GradeBook Grid”
* “Enter Class Assignment Marks on GradeBook Grid”
» “Set Display Preferences on the GradeBook Grid”
*  “Undo Mark Entry on GradeBook Grid”

The YTD (Year-to-Date) AvG

| ispl if th i ingi
yoar-toudate grade caleulation Sl the number to view Incloste fat thestudon
ry.i b gbl 4 for th and/or pl’int alist of indicate that the student
as been enabled Tor the missing assignments. earned more than the possible

report card used in the class.

points for the assignment.

-~ GradeBook Gric| Gaderook| . & @)
| Algebra |- 1 v |4thoygk | Dated Assignments  ~ Al v
Click.to view key o
Indicators:  Basic AH\ a <[ 12y
o343 o314 o316 o3 03123
Roster + New Assignment HVY Pis HW auiz HW HW Pts auiz INB HW
cmt Avg: T6.3% YTDAvg | miss At/ Hw #t: Domain ... Functions Stati.. HomeWOrk 2:... Unit Entrance ... HUI£3: Evaluati... HVV#4:POpcorn... Unit Study Gu... UNit3"Quest” Unit 8 Noteboo... Quadratics H #1
Austin, Alyssaw [} 89.80 A-220/245 5 8 0 7 | 4T 2 15 26 445 2 ”
Avino, Nick B 7163C- 1755/ 5 4 8 2 10 miss 15 31 a2 2
Bailey, Lucinda [} 86.04 B+ 2131245 1 5 8 2 ] 1 2 15 245 42 2
Garmichael, Bryan [} 68.78 D+ 160.2 4 8 V o rclude 2 15 27.75 ar 2
cunningham, lzzyw [} 90.82A 22251 3.5 8 2 11 15 2 1 255 43.5 2
Dorkson, Elizabeth [} 8245B-202/245 5 8 2 10 2 2 12 26 40 2
Flintsone, Andrew [} 87.45B+214.25 4 8 2 7 15 2 12 2475 41 2
Hafner, Brianna [} 44.44F 108/243 4 5 8 2 7 d 15 missing 11 25
King, Bruce [} 10316A+2527 5 8 2 9 2 2 15 3275 44 2
Krupp, Denald B 73.78 C180.75. 5 8 2 8 2 2 10 27.25 425 2
Long, Vince [} 98.78 A+ 2421245 5 8 2 9 2 2 15 20 445 2
McCats, Jillian [} 27.76 F 681245 9 missin 8 0 7 7 12
Miller, Kevin [} 54.18 F 132.75/ 6 8 2 6 15 8 17.25 34 2
O'Brian, Mary B 50.81F 945186 7 2 7 1 5sing 125 36 2
Patel, Tahani [} 56.94F 139.5245 3 5 8 0 0 15 2 15 16 34 2,
Average Points a7 8 16 76 1.7 1.9 13.5 23.5 8.5 2
Possible Points 5 8 2 10 2 2 15 34 45 2
Average Percent 94% 100% 80% 6% 85% 95% 0% 69.1% 85.6% 100%
Assignment Weight 1 1 1 1 1 1 1 1 1 1
Post Marks to the Web?
< >
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Navigate GradeBook Grid

The drop-down lists at the top of the GradeBook Grid to help you filter data are as follows:

* Class

e Period — Select one or all reporting periods

* View — Select Dated Assignments or Floating Assignments
* 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.

At the top of the screen, you can also click Daily Comments and Period Attendance to navigate
to those screens, respectively.

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
* assignment name abbreviation — Hover your cursor to view the entire assignment name

. , or — Click to proceed to a VirtualClassroom quiz, discussion, or common

H

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 checkbox 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 STUDENTS Use the TYPES drop-down list to filter
drop-down list to filter the grid by assignment type.

the grid by student or

student group.

S ProgressBook | - GradeBook Grid Cadeiook| B & @)
| 3rd Period English Il | [4thowk | | Dated Assignments | | All LI
o . A &
ndicators: | gesic T a Use the VIEW drop-down list to indicate
whether dated or floating assignments display. <L il A
Roster + New Assignment HW Pts HW Quiz HW HW Pts Quiz INB HW
Cmt Avg: 76.3% YTD Avg Miss Att 'Those Winter ... Analysis of Rh... Homework #2: ... Shakespeare's... HW#3: Evaluati... 'The Vacuum'P... 'Fueled’ Analysis  Unit 8 "Quest" Unit 8 Noteboo... Extra Credit (St..
Austin, Alyssaw j £9.80 A- 220/245 5 8 0 7 ' 1.5 2 15 26 445 2 ~
Avino, Nick 3 71.63 C- 175.5/. 5 4 8 2 10 miss 15 N 42 2
Bailey, Lucinda j 86.94 B+ 213/245 1 5 8 2 9 1 2 15 245 42 2
Carmichael, Bryan j 68.78 D+ 160 2 4 8 ' 0 clude 2 15 2775 a7 2
Cunningham, Izzyw j 90.82 A- 222.5/. 3.5 8 2 1" 1.5 2 1 255 435 2
Dorkson, Elizabeth j 82.45 B- 202/245 5 8 2 10 2 2 12 26 40 2
Flintsone, Andrew j 87.45 B+ 214.25 4 8 2 7 15 2 12 2475 41 2
Hafner, Brianna j 44 44 F 108/243 4 5 8 2 7 xcluded 15 " 25
King, Bruce j 103.16 A+ 252.7.. 5 8 2 9 2 2 15 3275 44 2
Krupp, Donald 3 73.78 C 180.75/. 5 8 2 8 2 2 10 27.25 425 2
Long, Vince j 98.78 A+ 242/245 5 8 2 9 2 2 15 29 445 2
McCats, Jillian j 27.76 F 68/245 9 missing 8 0 7 missing 7 12
Miller, Kevin [\ 5418 F 13275/, 8 2 6 miSSing 15 8 17.25 34 2
O'Brian, Mary a 50.81 F 94.5/186 7 2 7 1 125 36 2
Patel, Tahani j 56.94 F 139.5/245 3 5 8 0 0 15 2 15 16 34 2 )
Average Points 4.7 8 1.6 7.6 17 1.9 13.5 235 385 2
Possible Points 8 2 10 2 2 15 34 45 2
Average Percent 94% 100% 80% 76% 85% 95% 920% 69.1% 85.6% 100%
Assignment Weight 1 1 1 1 1 1 1 1 1 1
Post Marks to the Web?

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 Fill Column or
Clear Column options for all of the students for that assignment or assessment.

The Fill Column 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 Fill Column option, set the assignments as Missing.

The Clear Column 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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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.

3. Inthe 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.

5. 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 beside 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 (<.

7S ProgressBook | ~ GradeBook Grid Gradetook| B & ©

| 3rd Period English Il | |dthowk | | Dated Assignments | | Al -

.ParentAccess Alert Indicators o

< 1 2 >

Roster + New Assignmen Quiz HW HW Pts Quiz INB HW

Cmt Avg: 76.3% YTD Avg Miss Att ose Winter ... gwork #2: ... Shakespeare's... HW #3: Evaluati... ‘The Vacuum'P... ‘Fueled’ Analysis  Unit § "Quest” Unit 8 Noteboo... Extra Credit (St...
Austin, Alyssaw [ 89.80 A- 220/245 7 15 @ 2 15 26 445
Avino, Nick [E 71.63C-175.5/ 10 missing @ W missing £ 15 3 42
Bailey, Lucinda [) 86.94 B+213/245 15 245 42
Carmichael, Bryan [) 68.78D+1602 4 15 27.75 37

Cunningham, lzzyw [ 90.82A- 2225/ 35 " 255 435

[ IR
MR N N NN

Dorkson, Elizabeth [ 8245B-202/245 1 5 12 26 40

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? checkbox 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
* With the cursor in the assignment’s mark field, on your keyboard, press CTRL + ALT + E
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Note: The Post Marks to Web? checkbox 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. Atthe top of the GradeBook Grid screen, from the Class drop-down list, select the
desired class.

2. At the top right of the screen, click o .

The Grid Display Preferences window opens.

3. 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
e Attendance
* Daily Comments
e Assignment Names
4. 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)
5. Click Save Preferences.

Grid Display Preferences

Average ‘ Assignment Names ‘
¥YTD Average ‘ Assignments per page 10
Missing ‘ Default View Dated Assignments ~
Attendance Default Type Al
Default Page First Page~
Daily Comments ( g 9

‘ Save Preferences |

The screen refreshes automatically and your preferences are applied.
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Undo Mark Entry on GradeBook Grid

Clicking Undo All Changes (#) lets you undo recent mark entry changes you made. The number
in parentheses indicates how many changes will be undone when you click the button. The
number indicator resets to 0 any time you change the contents of the drop-down lists for Class,
Period, View, or Type. The following mark entry changes are undone using this button:

mark

late status

exclusion status

missing status

the Fill Column option
the Clear Column option

Note: If you add a student to an assignment on this screen, Undo All Changes
(#) reverses all changes made after the addition of the student. However, it does
not remove the newly added student.

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 deselecting the appropriate checkbox(es) in the
Post Marks and Post Planner columns

Note: As soon as you select or deselect a checkbox 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

r?';, ProgressBook. | - Assignment Maintenance GradeBook | ML & @
— C |ALGEBRA2HONORS v | [a1 ~)
Pty Assignment Type: Ghnnse an Assignment Type ) 3 Show Deletable
Actions: @ Delete Assignments — 0 Assignment saved successfully

Select Assignments to Delete:

Delete Due Type Name Post Marks Post Planner MarksfShared Excluded Missing Activity
— 95 QZ  Alegbra Quiz - Sept
8/26 HW  Practice Questions C v
O 8/26 HW  Workbook pages 16-20
825 Q7 Quiz? v
O | 825 | HW Warkbook pages 11-15
O 8/22 HW  Workbook pages 6-10
821 Q7 Quizl 2
O 821  HW Workbook pages 1-5
819 HW  Practice Questions B v
81 Qz 4

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.
* 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 21 to view an existing one.
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View the previous week's assignments or assignment's assessments by clicking the left arrow
beside the Date field or view the next week's assignments by clicking the right arrow beside 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.

%Progressao@k - 5—Day View GradeBook | ‘ F )
.« 0|
Language Atts |514/2018

Mon 5M4/2018 Tue 5M5/2018 Wed 5/16/2018 Thu 5M7/2018 Fri 5/18/2018

Roster + Cmt Cmt cw Cmt HW Cmt Cmt TS
Spelling Words ... Vocabulary Work... Comma Rules Test
Anderson, Anna O O 8 I} 6 O 0O
Bell, Jacob O = 8 & 7 O 0O
Butler, Amy O O 7 O — O 0O
Clarkson, Michael 0 0 9 0 8 0O 0O
Hemmings, Audrey ] [} 9 [} O ]
Hughes, Molly = (] 9 (] — ] 0O
Hunter, Samantha O (] 9 (] 8 [} 0O
King, Christopher (] (] 6 O — [} 0O
North, Edward O 0 9 0 — 0O i
Simpson, Gavin 0O (] 3 (] . [} 0O
Sutherland, Amanda O (] WV ossin (] 10 [} 0O

Undo Mark Entry on 5-Day View Screen

Clicking Undo All Changes (#) lets you undo recent mark entry changes you made. The number
in parentheses indicates how many changes will be undone when you click the button. The
number indicator resets to 0 any time you change the contents of the drop-down lists for Class
and Date. The following mark entry changes are undone using this button:

*  mark

* late status

* exclusion status

* missing status

* comment (not daily comment)
e the Fill Column option

¢ the Clear Column option

Note: If you add a student to an assignment on this screen, Undo All Changes
(#) reverses all changes made after the addition of the student. However, it does
not remove the newly added student.

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.

ProgressBook GradeBook Teacher Guide: Traditional 108



Assignments and Marks

GradeBook automatically analyzes the GradeBook setup for both classes and recommends the
appropriate method of transferring the student’s marks. The “GradeBook’s Recommendations for

Transferring Student Marks” flowchart depicts the logic GradeBook follows when providing a
recommendation.

GradeBook’s Recommendations for Transferring Student Marks

Do the classes share assignments?

YES | NO

! '

NO { Do the classes use the same grading scale option?

[Do the classes use the same grading scale option?

1%}
w
>l

YES

~ ™)
TRANSFER ALL AsSIGNMENT MARKS NO Do the classes use same types of

marks (e.g., points vs. letter grades)?
\. S

YES

' A
YES | Do the classes use the Custom Setup

2 (standards-based) grading scale?
\ J

=)
2

y

Does the class to which the student is NO
transferring use weights by assignment type?

YES

TRANSFER STUDENT’S PAST
PERFORMANCE INTO ASSIGNMENTS
FOR EACH ASSIGNMENT TYPE

TRANSFER STUDENT'S PAST PERFORMANCE
INTO ONE ASSIGNMENT

F ¥

VIEW STUDENT'S PROGRESS REPORT

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
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Student's Progress Report in a separate window. If classes use standards-based report
cards, the Student Progress Report by Assessments displays.

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. Onthe Assignment Mark Transfer Tool screen, select the new class in the Select the
class that the student has transferred TO list.

3. 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.

@Progresssook | ~Assignment Mark Transfer Tool GradeBook | M & ©

GradeBook

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: ~ Hawikins, Baylee ~

Select the class that the student has transferred FROM: AMERICAN LITERATURE: 12 |~

{Only classes with sssignment marks are shown)

Select the period or date range of the assignments to transfer: Q2 |~ 10/16/2016 2 to 172017 (i)

Check Compatibility

7. Click the following recommended options in the options box.

e 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.

r@ ProgressBook | ~ Assignment Mark Transfer Tool GradeBook | M & @

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 transferred 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 |

Transfer the Marks
(The marks were transferred succssslully!)

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.

111

ProgressBook GradeBook Teacher Guide: Traditional



Assignments and Marks

GradeBook creates the assignment and automatically excludes all of the other
students in the new class from the transfer assignment.

'g ProgressBook | ~Assignment Mark Transfer Tool

GrageBook

Dashboard

Transfer the Student's Performance into One Assignment

GradeBook | ) & @

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

Points Eamed: 178

Points Possil

Post Mark to the Web:

Assignment Type: Homework ~

Assignment Date: 11/25/2016

Create the Assignment

Assignment Description:  Transfer progress for Baylee Hawkins

Ghe marks were transferred suc:essfullyD

* View the student's Progress Report
The progress report displays.

i. Make note of the student's progress or print the report for reference.

v@ ProgressBook. | ~Assignment Mark Transfer Tool

(Only clssses with assignment marks sre shown)

Recommendation:

The two classes do not share assignments.
The classes are not compatible for transferring marks.

Select the period or date range of the assignments to transfer: Q2 |~

Check Compatibility

Select the class that the student has transferred TO:  AMERICAN LITERATURE: 11 |~

Select the student who has transferred: ~ Gardner, Tionna ~

Select the class that the student has transferred FROM:  speRicaN HISTORY: 13 (Simmons, Carl)

101162016 2 to 172017

‘Options:

You can run a Student Progress Report to see the student's past View the student's progress report

performance.

GradeBook | M & ©)

=]

\

Student: Day, James

2ND QUARTER

Progress Report by Assessments

Lake View Primary School
HR: Hinds, Ginneen

Understands skill/concepts introduced
1111 Leaf Project

Points: 38/40 Average: 95.00 ()
asMn

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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Google Classroom™ Assignments and Marks

If your district has configured Google™ services integration, you can use Google Classroom Sync
to import your assignments and marks from Google Classroom into ProgressBook.

To be able to sync assignments and marks from Google Classroom, you must have students in

Google Classroom that match your students in GradeBook. The system matches first by student
email address and then by student name; the matching process is not case sensitive. You cannot
use this feature with class groups.

The following circumstances must also be true:

Your system manager has assigned the correct format, known as numeric textbox, to the
mark types you are using. This format indicates that you can enter a number into a field
as the mark for an assignment. Mark type formats that let you select an item from a
drop-down list or enter a checkmark cannot be used with Google Classroom Sync.

On the Assignment Types screen, you have selected a Mark Type (e.g., Points) with
the previously mentioned numeric textbox format for each assignment type you want to
use when importing Google Classroom marks. This screen does not indicate whether the
mark types you have selected use numeric textboxes, so if you are not sure, check with a
system manager. If you are using traditional (Custom Setup 1) grading, you likely have
the proper setup. If you are using standards-based (Custom Setup 2) grading, you may
need more assistance in setup.

Signing in to Google Classroom from GradeBook

1.

On the desired class’s Class Dashboard, below Assignments and Marks, click Google
Classroom Sync.

Assignments & Marks
GradeBook Gnd 5-Day View
Add an Assignment Recurring Assign.

Enter Report Cards Eoferlnterin
Assignment Maintenance (G:mule Classroom Sg.-m)

The Sign in — Google Accounts window opens.

Note: You must have all pop-up blockers disabled for ProgressBook so that the
window can open.

On the Sign in — Google Accounts window, select or enter the desired account
information and log in to Google.

Note: The first time you log in, you may also have to confirm that you want
ProgressBook to be able to access your Google information.

You are now logged in to your Google account in GradeBook and you can sync
assignments and marks.
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Syncing Assignments and Marks for Default or Custom Setup 1

1. On the Class Dashboard for the desired traditional class, below Assignments and
Marks, click Google Classroom Sync.

Assignments & Marks

GradeBook Gnd 5-Day View
Add an Assignment Recurring Assign.
Enter Report Cards Eoferlnterin

Assignment Maintenance (G:mule Classroom Sg.-m)

The Google Classroom Sync screen displays.

2. In the Assignment Types column, select the GradeBook assignment type to which you
want to categorize one or more Google Classroom assignments.

In the Google Classroom area, a Google Classes drop-down list displays containing
your available Google Classroom classes, including section information.

3. In the Google Classroom drop-down list, select the desired class.
Assignments you have created in Google Classroom display below the drop-down list.
4. (Optional) Click an assignment to display an expanded box that indicates the following:

* the date on which the assignment was posted in Google Classroom
* the number of students who have turned it in

* the number of students to whom it was assigned

* the number of submissions that have been graded

Note: You must return the assignment to your students in Google Classroom
before marks display in ProgressBook.

Beside the assignment(s) whose marks you want to sync, select the checkbox(es).
6. Click Next.

@ngressBoak ~ Google Classroom Sync GradeBook| M & @
.

Nutrition and Wellness: 1 v

. Mary Smiles
Nutrition and Wellness: 1 E Google Classroom B P—
Assignment Types:
Google Classes: ProgressBook Class -
Classwork
Participation
Refresh Classwork £
Quiz
Test E) J Posted Jun 4
No due date
B Quiz 1: Vocabulary Posted Jun 2
Due Jul &
Essay
Due Jul 8 Posted Jun 2 "

One or more grids display, showing each assignment that you want to sync, then showing
each student’s name, their existing mark (if any) for the assignment, and the new mark you
are importing from Google Classroom into ProgressBook.
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7. (Optional) Deselect the checkbox beside each student whose marks you do not want to
import. All students are selected by default. Use the checkbox at the top of the grid to
toggle between selecting and deselecting all students.

Note: Students who are not selected do not have marks imported regardless of
whether the Overwrite existing marks toggle is enabled.

8. (Optional) Enable the Overwrite existing marks toggle to overwrite the GradeBook
marks with Google marks for all selected students.

Note: Google marks for selected students who do not have existing marks in
GradeBook are still imported when the toggle is disabled.

9. Review all marks for accuracy, and then click Sync.

7 ProgressBook | - Google Classroom Sync GradeBook| M & @
.

Nutrition and Wellness: 1 v

. Mary Smiles
Nutrition and Wellness: 1 H Google Classroom {ezcher po01@gma com Sign Out
T Essay Overwrite existing marks @
Name GradeBook Google Message
Overwrite - Student mark will be £ Cancel
#| Aidan Bush 95 .
changed to '95
Lucius Curry 86
Ovenwrite - Student mark will be
#| Primavera Dawson 75 -
changed to '75°
Overwrite - Student mark will be
Ld i "
Christian Hardy 80 changed to'80°
Overwrite - Student mark will be
#| Sharon Haynes 90

changed to '90"

Note: In the row of any students in GradeBook who do not match students in
Google Classroom, a message displays to indicate that they could not be
matched by email address or name. Therefore, no marks can be imported for
these students.

Sync Complete! and one or more grids of imported marks display.

@ProgressBook - Google Classroom Sync GradeBook| M & ©
.

Nutrition and Wellness: 1 ¥

. Mary Smiles
Nutrition and Wellness: 1 Y Google Classrcom st o0t oy SN OUE
Sync Complete!
Essay
Name Mark
Aidan Bush > 95
Lucius Curry
Primavera Dawson 3> 75
Christian Hardy 2> 80
Sharon Haynes 3 90

10. (Optional) Click Sync New to import more marks for other assignments.

115 ProgressBook GradeBook Teacher Guide: Traditional



Assignments and Marks

11. (Optional) Above the grid, click the assignment name link to view the Assignment Marks
screen for the GradeBook assignment created for the Google Classroom classwork.
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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.

In some districts and schools, you may also receive or choose to receive notifications when your
report card entry window is open.

Refer to the following topics:

e “Enter Interim/Report Card Grades by Student”
e “Enter Interim/Report Card Grades by Class”
* “Receiving Report Card Entry Date Notifications”

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.

2. 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.

3. (Optional) In the second drop-down list below Classes, select a grade level by which to
filter students.

4. Inthe Rpt list, select the desired interim/report card. More than one interim/report card
may display in the list.

5. 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.

6. Select the checkbox above the current quarter.
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Click ~ to automatically calculate and populate the grade using the marks previously
entered in the grade book.

@ProgressBook ~Report Card Entry GradeBook | A & OF

Diem, Steven HR Absent: 0 Tardy: 0

Comment

Steven Diem Rpt: 2nd Grade Report Card ®
HEEE Check the columns to calculate, then press the = button.
All Classes v Class Assessment a1 Click here to calculate the averages.
- Reading - Gr 02 Overall Grade -
Eelest D: 999891036 T i Lo
02 ) Rpt Period: st 9 wk pplies phonics skills as presente -
Avg: Mark: Applies reading strateqies as -
Deem, Jordan Points: 0/0
Deemer. Cherine HR Absent: 0 Tardy: 0 Recognizes vocabulary -
Denes, Clair Per Absent: 0 Tardy: 0 Reads fluently -
Dew, Jessica Demonstrates comprehension -
Dewan, Sasha
Dewey, Jacob Applies higher level thinking skills -
Deyling, Michael Qverall Grade - £
Dial, Carla Math - Gr 02 _—
Dick. Erin ID- 999891036 concepts for current work -
F Rpt Period: 1st 9 wk m W
B!a:ﬂ Ma)rg1 ) Avg: 89.08 Mark: B+ Knows math facts for current work -
Sh=l s Points: 49/55 Applies problem solving skills -

®

©

Per Absent: 0 Tardy: 0
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.

To override the automatically calculated interim/report card grade, select the grade and
change it.

Close the Valid Marks window.

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.

. Select the appropriate code(s) from the list for each student.

f @ displays in the Reporting Period column, click it to open the Comment window,

and perform the following:

a. Enter a free-form comment.
Note: Depending on your district’s setup, you may not be able to enter more
than 200 characters. In these circumstances, the window displays a field that
indicates the number of characters you have left out of 200.

b. Click Update.

The Comment window closes.

Note: Once you refresh the screen, you can hover your cursor over @ to display
the comment.
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12.

13.

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.

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.

On the Interim Entry screen or Report Card Entry screen, in the Class list, select the
desired class or class group.

(Optional) In the Grade Level drop-down list, select a grade level by which to filter
students.

Click Show All Students below the Classes area.
Note: To enter grades by student, click the appropriate student in the list.

In the 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.

Select the checkbox 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.

8. To override the automatically calculated interim mark, select the mark, and change it.
Close the Valid Marks window.
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.If R displays in the Reporting Period column, click it to open the Comment window.
a. Enter a free-form comment.
Note: Depending on your district’s setup, you may not be able to enter more
than 200 characters. In these circumstances, the window displays a field that
indicates the number of characters you have left out of 200.
b. Click Update.

The Comment window closes.

Note: Once you refresh the screen, you can hover your cursor over @ to 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
fo 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.

Note: You may use the @) and & jcons to jump to the top or bottom of the list if
the class includes a large number of students.
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)
e ProgressBook. | -Report Card Entry GradeBook | ML & @
- : 2nd Grade Report Card + ®
Classes: Math - Gr 02 Rpt: p
Check the columns to calculate, then press the = button. [l
All Classes &
Student Assessment el Q2 Q3 o
7 e . .
Ermizles: DI-MInD Nadja Overall Grade B+
ID: 999834286
Math - Gr 02: 01 - Rpt Period: 2nd 9 wk Understands concepts for current work S+ -
Avg: 89.39 Mark: B+ Knows math facts for current work S+ -
Points: 219/245
** Show All Students ** HR Absent: 0 Tardy: 0 Applies problem solving skills S+ ¥
DiMino, Nadja Per Absent: 0 Tardy: 0 Comment
Dipolis, Taylor -
Divish, Keiara Comments#? -
Duffy, Brendan Dipolis Taylor Dverall Grade A -
Househalder, Morgan ID- 999001214
Howard. Jack Rpt Period: 2nd 9 wk Understands concepts for current work o -
Hujarski, Kyle Avg: 91.43 Mark: A- Knows math facts for current wark o -
Hula. Bach Points: 224/245 -
N . HR Absent: 0 Tardy: 0 Applies problem solving skills o -
iy Per Absent: 0 Tardy: 0
Humerickhouse, Emma Comment -
Humphrey, Eric Comment#2 -
Hunt, Jaymie — n
Bt Lemer Divish Keiara Overall Grade A -
ID: 998044929
Huppert, Elise Rpt Period: 2nd 9 wk Understands concepts for current work 0 -
Avg: 92.65 Mark: A Knows math facts for current work 0 -
Points: 227/245
HR Absent: 0 Tardy: 0 Applies problem solving skills 0 -
Per Absent: 0 Tardy: 0 e .
Comment#? -~

Note: A red outline displays around the field ( ) if the grade has not been
saved.

Receiving Report Card Entry Date Notifications

If your school or district requires or lets you sign up for in-app notifications, you may be able to
receive notifications when the report card entry window is open. These notifications are set up by
an administrator. If it is not disabled by your school or district, or if it is not already required by your
school or district, you can opt in to receive these notifications.

On any GradeBook screen, click ﬂ then click Subscriptions.

2. On the Subscriptions screen in Studentinformation, in the row of Report Card Entry
Date in the grid, click Subscribe.

3. (Optional) Select the Email checkbox to receive email notifications in addition to in-app
notifications.

4. (Optional) In the Config column, click @ to view the approximate dates on which you will

receive a notification regarding the report card entry date window.

2019-2020 : ‘ D ‘ ° 9

< ProgressBook

Studentinformation > My Account > Notifications > Subscription List [Find Students]
Subscriptions
Email Config Name Description Memberships
|m| nE| ® g:i)eon Card Entry ie;;:::: the report card entry date

*Delivered notifications will be available for 30 days.

Once you receive a notification, ﬂ displays as ﬂ Click this icon to view the notification.
See the ProgressBook Teacher Notifications Guide for more information.
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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 (see “Customize a Seating Chart”)
e Copy (see “Copy Seating Chart”)
* Enter daily attendance (see “Enter Daily Attendance on the Seating Chart”)
* Enter period attendance (see “Enter Period Attendance on Seating Chart”)
* Print (see “Print a Seating Chart”
* Delete (see “Delete a Seating Chart”)

Refer to the following topics:

* “Create a Seating Chart”
* “Customize a Seating Chart”

Create a Seating Chart

To view a video of the following procedure, navigate to the following link:
https://www.youtube.com/watch?v=tlc6sVKP300

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. On the Teacher Home Page or Class Dashboard, click Seating Chart.

2. Onthe Seating Chart Main Settings screen, in the Enter a name for the seating chart
field, enter a name.

3. In the Select the Class, Class Group, or Homeroom field, select the desired class or
group.

4. 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 any individual student comments (from the Enter
comments to display on the desk field that displays on the Edit or Add a
Student window when you choose to edit an individual student’s desk) 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.
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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.

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.

A~ :
e ProgressBook. | -~ Seating Chart GradeBook | M & ©)
e e el | el lind v &
Main Settings
1 Enter a name for the seating chart:  \1un B
Enter comments for printing
2
Select the Class, Class Group, )
3 or Homerpom: | MATHEMATICS 5: 10
Choose the information to display Show Comments
a for each student: JShow HR Attendance
E4Show Student Pictures
Set the student desk size and color.
To change the desksize, dlick the botiomright comer of the.
5 ek and drag the cursor untilthe dest is the desired size. Desk color: [ | v
4
6 Choose a color for desk text:  @Black OWhite
Set attendance options: [JAllow homeroom attendance to be taken with this chart
7 [ClAllow period attendance to be taken with this chart
(Period attendance is not availabl for homercoms.)
‘‘‘‘‘‘ choose
( Save Next '

In the Choose the order for assigning the seats drop-down list, select the appropriate
order of desks.

7. Click Arrange Desks.

@ProgressBook ~Seating Chart GradeBook| A & @
O s2)28 8| el inlind (&

Desk Arrangement

This utility will rearrange the desks based on the options that you choose.
Enter the number of desks across: 4

1 OR

Enter the number of desks dawn

2 Choose the order for assigning seats: Roster Order Horizontal Fill |+

‘ Arrange Desks '
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The desks display on the Seating Chart screen.

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

[ + chart

O g

Edit the seating chart setup Add empty desks to the
M +|:I seating chart

Display the seating chart Add labels to the seating
oo + chart
(m]m] abc

Auto arrange the desks Take daily attendance
N v

Manually arrange the Take period attendance
£ desks ‘,z|

Edit or add comments, and Print the seating chart
ﬂ edit or delete items on the |@|

seating chart

Refer to the following topics:
e “Add a Label to a Seating Chart”
*  “Arrange Desks Manually on a Seating Chart”
» “Edit a Student's Desk on a Seating Chart”
* “Add a Student to the Seating Chart”
* “Add a Desk to a Seating Chart”
* “Delete a Student from the 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.

4. Inthe Set up the font style Size drop-down list, select the desired font size.

ProgressBook GradeBook Teacher Guide: Traditional 124



Seating Chart

5. (Optional) Select the Bold? option to make your text bold.

6. Click Save.

Enter the text for your label: | 0 5

Setup the font style: Size: 12pt |v
Bold?4

Save

7. On the Seating Chart screen, move the label to the desired position on the seating chart.
8. Click Save.
9. Click Exit.

-@ ProgressBook. | ~Seating Chart

GradeBook First click SAVE,
Bxt and then click ExiT.

ag)
&
g

Shaw Smith Warren

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.

1. On the Class Dashboard, click Seating Chart.

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.

125 ProgressBook GradeBook Teacher Guide: Traditional



5. Click Exit.

v@ ProgressBook. | - Seating Chart

GradeBook

Before

Iy

Brenda
Shaw

- { "
Fairfax ida
Smith |Warren

i

Julius.

Morales.

Rice

Click the desk,
and drag to the
desired position
on the seating

' chart.
g ) -
Marshal Carlo Lamar
Holmes. Hunt
..’g:
Paris Wylie
Burns Daniels
Math — 0Q BO0 q
B
adeBoo
Exit
s E Lt
Brenda Fairfax ida
Shaw Smith [Warren
|a ﬁ S
i '
[Julius
Morales Ramos. Rice
ﬁ & .
Marshall Carlo Lamar
[Gerdon Holmes: Hunt
v
o
!
o
. <
Theola Paris Vrylie
After E
on

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.

Seating Chart

On the Edit or Add a Student window, you may change the following desk settings as

desired:

¢ Add comments, such as a nickname
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* 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
cormer of the desk and drag the cursor until the Besk color l:l .
3 desk is the desired size.
4

Use the default desk size ™
Use the default desk color[]

4 Choose the text color:  @Black OWhite
Remove Student From Chart Save cancel | choose

Add a Student to the Seating Chart

Make sure the student you want to add to the seating chart is on your class roster first.
1. On the Class Dashboard, click Seating Chart.

On Seating Chart screen, click +E‘ on the toolbar.
On the Edit or Add a Student screen, in the Select the Student field, select the student.
Click Save.
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5. 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, olick the bottom-rignt -
comer of the desk and drag the cursor until the Desk color: A .
3 desk is the desired size. . Click SAVE, and then
- position the desk in
Use the default desk size ] -
Use the default desk color] the correct location.
4 Choose the text color:  @BJack CWhite

cancel | choose

Brenda Fairfax
Shaw Smith

da R

Stephanie Gwendolen
Morales. Ramos.

Marshall

3%, 4
L

Gordon

6. Click Save.
7. Click Exit.

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 +IZI 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.

4. (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.
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7. (Optional) Select the Bold? option to make your text bold.
8. Click Save.

9. On the Seating Chart screen, move the new desk to the desired position on the seating
chart.

Edit or Add a Desk

1 Enter the text to display on the desk: o0 po
Set the desk size and color
To change the desk size, dlick the bottom-right
cormer of the dest and rag e cursor untl the Deskcolor. [l -
2 =t e
Use the default desk sized .
Use the defautt desk color[] Click SAVE, and then
3 Choose the text color: - @Black OWhite position the desk on
o Setwpthe ont stle: gize 135 | the seating chart.
cancel choose
Bald?4]
1 g Boo
o
ﬁ? W m T
:
= .{ # Y
[Brenda Fairf: lda
[Shaw Smith \Warren
! =
Steph: ulus
M orale Rice

Math
B

Paris Wylie

B Daniels
| =5
L

Daimon Addison

Kennedy Dixon

10. Click Save, and then Exit.

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.
3. Click Edit on the desk of the student you want to delete.
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4. On the Edit or Add a Student window, click Remove Student from Chart.

Edit or Add a Student

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, clid the bottom-right
corner of the desk and drag the cursor Until the Desk color.
3 desk is the desired size
4

Use the default desk size ]
Use the default desk colorfZ]

4 Choose the text color:  @Black OWhite

| Remove Student From Chart ' Save

The Edit or Add a Student window closes and the desk is removed from the seating chart
on the Seating Chart screen.

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.

2. On the Seating Chart (Main Settings) screen, click IEI 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.

N o O bk

_ 3
=~ ProgressBook. | -~ Seating Chart GradeBook | ML & ©
GradeBook
Ola283) Nl s el mlad &l
Main Settings
1 Enter a name for the seating chart: ath B (Copy)
Enter comments for printing
2
5 Select the Class, Class Group, |\ oo e 1o

or Homeroom

Choose the information to display Show Comments
4 for each student: (4Show HR Attendance
[IShow Student Pictures

Set the student desk size and color:
To change the desk size, dlick the bottom-1ight comer of the.

. R e e
)

6 Choose a color for desk text:  @Black OWhite

Set attendance options: [lAllow homeroom attendance to be taken with this chart
7 Claliow period attendance to be taken with this chart

(Period stiendance is not svailable for homerooms )

Delete This Chart | Save | Copy This Chart
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Print a 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.

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. Select the desired page orientation and paper size for your seating chart.
6. Print the seating chart.
7. 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.
M - m
A & B
o ¥ Math B
HE?;%; C: \kh E
e = =N e =
g ” Szi:: :'; OneNote 2010
Onenn Daimon 8 Snagit
[Rebertsen Kennedy ﬂ;’kameUI on SASRVOL
Status Ready ] Prirt to file
G 61205
Page Range
oA h Mumber of copies: 1
£ P:I::m wumm - Collate
Erter sither a single page number or a single 11/ 22/ 33
(e Aoply
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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.

@PragressBook_ - Seating Chart cradeBook | A & @

GradeBook

Dashboard Seating Chart 1 B£[3R ANl | el 7 v &)

Main Settings

1 Enter a name for the seating chart:  \tath B (Copy)

Enter comments for printing

o Select the Class, Class Group,

MATHEMATICS 5: 10
or Homeroom:

Choose the information to display E4Show Comments
a for each student: IShow HR Attendance
[IShow Student Pictures

Set the student desk size and color:
To change the desk size, click the boftom-right comer of the

. e s [
)

6 Choose a color for desk text:  @Black OWhite
Set attendance options: [IAllow homeroom attendance to be taken with this chart
7 ClAllow period attendance to be taken with this chart

(Period attendance is not availsble for homerooms.)

The seating chart is deleted, and the Seating Chart screen displays.
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New Seating Chart

You can create seating charts for your classes in GradeBook. This chapter refers to the new
seating chart you access from the Try New Seating Chart link. Refer to the following topics:

e “Creating a Seating Chart”
e “Adding Desks to a Seating Chart”
* “Deleting Desks from a Seating Chart”
» “Editing a Seating Chart”
* “Adding Labels to a Seating Chart”
*  “Moving Desks and Labels on a Seating Chart”
e “Deleting Labels on a Seating Chart”
» “Editing Seating Chart Preferences”
» “Entering Attendance on a Seating Chart”
» “Entering Daily Attendance”
* “Entering Period Attendance”
e “Printing a Seating Chart”
* “Deleting a Seating Chart”

Creating a Seating Chart

You can create 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, and displaying comments. You can create multiple seating charts for each
roster.

1. On the Teacher Home Page or Class Dashboard, below Class Administration or
Classroom Administration, respectively, click Try New Seating Chart.

The Seating Chart screen displays.

2. (Conditional) If you accessed the seating chart from the Teacher Home Page, in the
Roster drop-down list, select the class, class group, or homeroom for which you want to
create a seating chart.
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3. If you have not created a seating chart for this roster, click *+ or add a new chart.

" ProgressBook |- Seating Chart Gradenooc| M & ©

Spanish I3 * None ¥ -3

Enjoy this early preview of the new seating chart experience

» Existing classic seating charts are not available on the new seating chart, and they are not affected by changes you make to new
seating charts on this screen
» Taking attendance is not available in this new seating chart preview.

The selected class, class group, or homeroom has no associated seating charts

To get started,|add a new chart.

The Create a Seating Chart screen displays.

In the Name field, enter the name for the seating chart.

(Optional) In the Print Comment field, enter any comments you want to display on the
printed seating chart.

6. Inthe Desk Size & Color area, complete any combination of the following tasks:

In the Desk Color drop-down list, select a color for the desk.

In the Font Color drop-down list, select a color for the student’s name and other text
on the desk.

Select the Show Desk Comments checkbox to display individual student comments
on each desk by default.

Select the Show Student Picture checkbox to display student pictures, when
available, on each desk.

Select the Show Daily Attendance checkbox to display the daily attendance code for
each student on each desk.

7. In the Attendance area, select either or both of the following checkboxes:

Allow Daily Attendance — In the Daily Attendance view, this option lets you select a
daily attendance code from a drop-down list on each desk.

Allow Period Attendance — In the Period Attendance view, this option lets you
select a period attendance code from a drop-down list on each desk.
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8. Click Save.

" ProgressBook |- Seating Chart Gracenoo| i & ©

GradeBook

Dashboard Roster: 4+ B
Create a Seating Chart

Name: Spanish 2: Second Semester

Print Comment:

Desk Size & Color:

Desk Color EI
Student Font Color
Name

|#| Show Desk Comments

AD

|#| Show Student Picture

|#| Show Daily Attendance

Attendance: Allow Daily Attendance
Allow Period Attendance

Save Cancel

You can now add desks and labels to the seating chart as desired.

Adding Desks to a Seating Chart

You can add individual desks manually, or you can automatically arrange desks for your entire
roster.

Adding Individual Desks
1. Atthe top left of the seating chart, click Edit.

" ProgressBook |- Seating Chart Gradenooc| M & ©

GradeBook

Dashboard CLETE Spanish 1103 v LTSI ERIETTE Spanish 2: Second Semester ¥ n

Zoom & Edit @ Show Comments | = Print
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2. Click Add Desk.

" ProgressBook |- Seating Chart Gradenooc| M & ©

GradeBook

New Seating Chart

Dashboard (L Spanish 1:3 0 v B EE T H] Spanish 20 Second Semester ¥ n

Zoom o’ Display | &4AddDesk | A AddLabel

30 Arrange

The Add Desk panel displays on the right side of the screen.

In the Select Student drop-down list, select the student for whom you want to add a desk.

(Optional) In the Enter Comment field, enter any comments you want to display on this
student’s desk. If you selected the Show Desk Comments checkbox when creating the

seating chart, the comment you enter here displays when you hover your cursor over

on the desk.

(Optional) Select a different Desk Color and Font Color for this student.

(Optional) If you do not want this student’s desk to use the default desk size, desk color,
or font color, deselect the Use Default Desk Size checkbox, the Use Default Desk Color
checkbox, and the Use Default Font Color checkbox, respectively.

7. Click Save.

" ProgressBook |- Seating Chart Gradenooc| M & ©

GradeBook

Dashboard (L Spanish I3 v 0 TR ] Spanish 20 Second Semester ¥ n

Zoom i’ Display | @4Add Desk A Add Label

G Arrange

Add Desk
Student

Samuel Carrington v

Enter Comment

Needs to be at the front of the room

Color

= [

Use Default
|#| Desk Size
|##| Desk Color
|##| Font Color

Save Cancel
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The desk displays at the top left of the seating chart automatically. You can move the desk
manually as desired.

@ProgressBook. - Seating Chart GradeBook| M & @

GradeBook

Dashboard Gl Spanish 1113 v [ S TS Spanish 2: Second Semester ¥ n

Zoom: o' Display  @4AddDesk | A AddLabel | 2GAmange

Ferris
Smith

[

Automatically Arranging Desks

Note: If you are arranging desks immediately after creating a new seating chart,
the Desk Arrangement panel displays automatically and you do not need to
complete step 1 and step 2.

1. At the top left of the screen, click Edit.

" ProgressBook. |~ Seating Chart GradeBook| ML & @

‘GradeBook

Dashboard GLE Spanish 11 3 v PSSR P A Spanish 2: Second Semester ¥ n

Zoom: & Edit 4B Show Comments | G Print

2. Click Arrange.

" ProgressBook |- Seating Chart Gravenoo| B & ©

GradeBook

Dashboard (OHEE Spanish (13 v BRI S Spanish 2: Second Semester ¥ n

Zoom mi' Display | &4Add Desk A Add Label

The Desk Arrangement panel displays on the right side of the screen.
3. In the Layout section, select either By column or By row.

e If you selected By column, in the Enter the number of desks across field, enter the
number of desks you want to display across a row.

e If you selected By row, in the Enter the number of desks down field, enter the
number of desks you want to display down a column.

4. Inthe Order section, in the Choose the order for assigning desks drop-down list, select
one of the following sort orders:

e A-Z Horizontal Fill
e A-Z Vertical Fill
e Z-A Horizontal Fill
e Z-A \Vertical Fill
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* Roster Order Horizontal Fill (this option respects the order you have designated for

your class on the Class Roster screen)

* Roster Order Vertical Fill (this option respects the order you have designated for
your class on the Class Roster screen)

e Random

5. Inthe Add Students section, select the [#] student(s) found to add to this seating chart

checkbox.

6. Click Arrange Desks.

GradeBook

GradeBook | ‘ a e

< ProgressBook |- Seating Chart

Dashboard GLLCIA Spanish 1: 3 v SRR LGGERE L EY Spanish 2: Second Semester ¥ n

Zoom o Display | @4Add Desk A Add Label

oG Arrange

Desk Arrangement
Layout
® By column: Enter the 3
number of desks

across.

By row: Enter the
number of desks
down:

Order
Choose the order for A-Z Horizontal Fill

assigning desks

Add Students
|##| 15 student(s) found to add to this seating chart.

Amange Desks Cancel

v
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The desks display on the screen and you can make further changes as necessary. To

close the Desk Arrangement panel, click """

" ProgressBook |- Seating Chart Gradenooc| M & ©

GradeBook

Dashboard GLL A Spanish 11: 3 v BRRLTE GG RRE L EY Spanish 2: Second Semester ¥ n

Zoom o’ Display =~ @g.AddDesk | A AddLabel | 3G Amange

Milo
Santiago

David : Ivy : Bridget
Medaniel 5 Mendez | Norris

Sharon
Haynes

Lucius Primavera
Curry v Dawson

Deleting Desks from a Seating Chart

You can delete a student’s desk from the seating chart.

1. Atthe top left of the desired seating chart, click Edit.

" ProgressBook |- Seating Chart

‘GradeBook

GradeBook | ‘ - ©

Dashboard GLE Spanish 11 3 v PSSR P A Spanish 2: Second Semester ¥ n

Zoom: & Edit 4B Show Comments | G Print

2. Atthe top right of the desk you want to delete, click =-.
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3. On the Edit Desk panel that displays, click Delete.

Edit Desk

Student

Zachary Dunst v

Enter Comment

Needs to be at the front of the room

Color

Desk
Font IEI

Use Default

|# Desk Size
|| Desk color
|+ Font Color

e

The desk you chose to delete no longer displays on the seating chart.

Editing a Seating Chart

1. To edit an existing seating chart, on the Teacher Home Page or Class Dashboard, click
Try New Seating Chart.

2. (Conditional) If you accessed the seating chart from the Teacher Home Page, in the
Roster drop-down list, select the class, class group, or homeroom for which you want to
create a seating chart.

3. (Conditional) If you have more than one seating chart associated with this roster, in the
Seating Chart drop-down list, select the desired seating chart.

4. To make changes to the design of the seating chart, click Edit.

" ProgressBook |- Seating Chart GradeBook| ML & @

‘GradeBook

Dashboard OLT Spanish 113 v BELEETTTREETTE Spanish 2: Second Semester ¥ n

Zoom: & Edit @ Show Comments || = Print

Adding Labels to a Seating Chart
1. At the top left of the desired seating chart, click Edit.

@ProgressBook. ~ Seating Chart GradeBook| M & @

‘GradeBook

Dashboard GLE Spanish 11 3 v PSSR P A Spanish 2: Second Semester ¥ n

Zoom: & Edit 4B Show Comments | G Print
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2. Click Add Label.

" ProgressBook |~ Seating Chart oradesock| M & ©

‘GradeBook

Dashboard OLG Spanish 11:3 v LG EE P A Spanish 20 Second Semester ¥ n

Zoom: o' Display =~ @4AddDesk | A Addlabel | 3G Arange

The Add Label panel displays on the right side of the screen.

In the Enter Text field, enter text that you want to display on the label.

In the Select Font Size drop-down list, select the desired size for the text on the label.

In the Font Color drop-down list, select the desired color for the text on the label.

Click Save.

"< ProgressBook | - Seating Chart Gadesook| A & @

o g bk ow

GradeBook

Dashboard GG T Spanish 113 v [T PSS Spanish 2: Second Semester ¥ n

Zoom o' Display | SgAddDesk A AddLabel 3G Amange

Ferris . .
Smith | (G Add Label
Vaughn

Text
Teacher Desk
Font

' Theodora : i | Size

| 15 v
o Powers
f

7 ’ : . Color IE'

The label you added displays at the top left of the seating chart.
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7. Use your cursor to grab the label and drag it to the desired location on the seating chart.

'S ProgressBook |~ Seating Chart cradeook| L & @

GradeBook

Dashboard GGE G Spanish 11: 3 v LN Ee e Spanish 20 Second Semester ¥ n

Zoom: o’ Display = @4Add Desk | A AddLabel | 3G Amange

Oriana
Steele

vy

Medaniel R/ Mendez Teacher DQ@'& H

Lucius Primavera
s 3
S Curry - Dawson

8. Atthe top left of the screen, click Display to lock your changes and prevent further
movement of items on the screen.

" ProgressBook |~ Seating Chart oracebook| A & ©

‘GradeBook

Dashboard L1 Spanish (113 v TS TS Spanish 2: Second Semester ¥ n

Zoom: mi Display | &4Add Desk A Add Label | 3G Amrange

Moving Desks and Labels on a Seating Chart
1. At the top left of the desired seating chart, click Edit.
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2. Use your cursor to grab the desk or label and drag it to the desired location on the seating
chart. Repeat as necessary for each desired item.

"< ProgressBook |- Seating Chart GradeBook| B & ©

‘GradeBook

Dashboard 0L Spanish 113 v [T L Spanish 2: Second Semester ¥ n

Zoom wi® Display | @yAdd Desk A Add Label G Arrange

Georgia
Vaughn

' Theodora - Milo

Powers Santiago
) :

David Ivy N Bridget Teacher Desk :
Medaniel = Mendez | Norris

Ferris
Smith

Sharon
Haynes

< @

3. Atthe top left of the screen, click Display to lock your changes and prevent further
movement of items on the screen.

" ProgressBook |~ Seating Chart oracebook| A & ©

‘GradeBook

Dashboard L1 Spanish (113 v TS TS Spanish 2: Second Semester ¥ n

Zoom: &4-Add Desk A Add Label | 3G Amrange

Deleting Labels on a Seating Chart

You can delete a label from the seating chart.

1. Atthe top left of the desired seating chart, click Edit.

" ProgressBook |- Seating Chart GradeBook| ML & @

‘GradeBook

Dashboard OLT Spanish 113 v BELEETTTREETTE Spanish 2: Second Semester ¥ n

Zoom: & Edit @ Show Comments || = Print

2. On the right side of the label you want to delete, click :
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3. On the Edit Label panel that displays, click Delete.

Edit Label
Text

Teacher Desk

Font
Size 16 .

oo (W)
"

The label you chose to delete no longer displays on the seating chart.

Editing Seating Chart Preferences

1. Atthe top right the desired seating chart, click # .

" ProgressBook |~ Seating Chart oracebook| A & ©

‘GradeBook
Dashboard L1 Spanish (113 v TS TS Spanish 2: Second Semester ¥ n

Zoom: @& Edit @ Show Comments | =k Print

2. Edit any of the existing settings. For more information, see “Creating a Seating Chart.”
3. Click Save.

Entering Attendance on a Seating Chart

Based on your seating chart preferences, you can take daily and/or period attendance.

Entering Daily Attendance

To enter daily attendance on a seating chart, in the preferences for the seating chart, the Allow
Daily Attendance checkbox must be selected.

1. On the desired seating chart, select the Daily Attendance radio button.
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2. On the desk for each student, in the drop-down list, select the appropriate daily
attendance/absence code.

'S ProgressBook |~ Seating Chart cradeook| L & @
GradeBook

Roster: E=HELTENIREINS S L L8P Spanish 20 Second Semester ¥

Display | ®Daily Attendance

Alisa
Carlton

Nick
Clemson

=

Angelina

Werther

Gabe
¥ Schubert

Andrew
§ Baker Teacher Desk

Connor - Franny
g Prellwitz A Latosky

| Xavier
Jones

Your changes save automatically. The desk displays with the applicable absence code
and a red outline.

Entering Period Attendance

To enter daily attendance on a seating chart, in the preferences for the seating chart, the Allow
Daily Attendance checkbox must be selected.

1. On the desired seating chart, select the Period Attendance radio button.
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2. On the desk for each student, in the drop-down list, select the appropriate period
attendance/absence code.

'S ProgressBook |~ Seating Chart cradeook| L & @

GradeBook
LG Spanish [1:3 v = L= Spanish 20 Second Semester ¥ n

Dashboard

Zoom: & Edit @ Show Comments &= Print (_Display | (®Period Attendance

Alisa
Carlton

Nick Fy Angelina
Clemson Werther

f I

Gabe Andrew
8 Baker Teacher Desk

Schubert

Xavier

Connor Franny
Jones

Prellwitz ! Latosky

Your changes save automatically.

Printing a Seating Chart

1. At the top left of the desired seating chart, click Print.

" ProgressBook | ~ Seating Chart oracesook| M & @

‘GradeBook
Dashboard GLECE Spanish 1103 v BRER LS EL A Spanish 2: Second Semester v HE
Zoom: & Edit 49 Show Comments

2. Preview the seating chart and select print settings as necessary before printing.

Deleting a Seating Chart

1. At the top right of the desired seating chart, click: b

"= ProgressBook |~ Seating Chart Gradobock| M & @

‘GradeBook
Dashboard L1 Spanish (113 v TS TS Spanish 2: Second Semester ¥ n

Zoom: & Edit @ Show Comments | fms Print
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2. Atthe bottom of the Edit a Seating Chart screen, click Delete.

@ProgressBook. ~ Seating Chart GradeBook| M & @

GradeBook

Dashboard - 2e
Edit a Seating Chart

Name: Spanish 2: Second Semester

Print Comment:

Desk Size & Color:

Desk Color E
Student Font Color
Name

l#| Show Desk Comments

AD

l#| Show Student Picture
¢/ Show Daily Attendance

Attendance: Allow Daily Attendance
Allow Period Attendance

Gancel
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Reports

A variety of Classic and Report Builder reports are available in the Reports list on the Teacher
Home Page and Class Dashboard.

G 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.

Awailable 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 &~ N

Select the desired data options:

* Print Assignment Type Averages - Displays averages for each assignment type
* Print Assignments - Displays marks for each individual assignment

Note: Deselecting 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 (on the Student Profile screen Personal tab, this number is
referred to as the District Student ID)

* Print Student Number — Displays students’ numbers instead of names or student
identification numbers; may be used to preserve student anonymity (on the Student
Profile screen Personal tab, this number is referred to as the Progress Book ID)

* 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
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12.

Reports

* Sort by Averages — Displays report information in order by descending student
average

* Sort by Student No. — Displays information in order by student number, which is
randomly assigned in GradeBook; may be used to preserve student anonymity

In the Enter Print Options field, enter the number of columns to print on a page.
The default setting is 20 columns.
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

Click Run the Report.
Review the report, and save or print it, if desired.
Close the report window.

On the Class Progress Report screen, click GradeBook to return to the Teacher Home
Page.

@HogreSsBook ~Class Progress Report GradeBook| A & ©

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 (Teacherl, Mrs. J.}
Period 1 Algebra (Teacher1. Mrs. J.)

Period 2 Algebra (Teacherd, Mrs_ J.
2nd Grade Math (Teacher1, Mrs_J_

Select Date: Select the Data Options: Select the Sort Order:
Select a Period: [APrint Assignment Type Averages O Sort by Student Name
Cat [ Print Assignments
Oaz O Sort by Student ID
() Print Student Name
[@]+k] O Sort by Roster Order
® O Print Student ID
Q4
o O Print Student Number © Sort by Averages
¥
@) Print Name & Number O Sort by Student Mo.
Enter Print Options: Select the Output Format:
# Columns Per Page: |20 @®HTML OFExcel
Run the Report

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

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:
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* 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

e 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

* 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)

GradeBook | ‘ a

5.
6.
report
Click Submit.
Save or print the report, if desired.
Close the report window.
.g ProgressBook . | -Class List Report

Select a Class

[0 Health: 2

Math - Gr 02: 4

Select Sort Options

@ Sort by Student Number

O sort by Student Name
O Sort by Roster Order

Class Roster

AMERICAN LITERATURE - 21 - Smiles, Mary

[ Reading - Gr 02: 1 [ Social Studies: 2

[ Science: 2

Select the Output Format Select Formatting Options

O Excel Cinclude Grade Level

@HTML Students/page: *HTML only

Bush, Aidan

curry, Lucius

Dawson, Primavera

Hardy, Christian

Haynes, Sharon

Love, Jett

Mcdaniel, David

Mendez, vy

Norris, Bridget

Powers, Theodora

Santiago, Milo

Schultz, Willray

Smith, Ferris

Steele, Oriana

Vaughn, Georgia
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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.

N o O bk weDd

On the Teacher Home Page, in the Select a Report drop-down list, select Gradebook
Summary Report — Elementary.

Click Run.

On the Gradebook Summary Report — Elementary screen, select a report card.
Select the Report Card Course(s) on which to run the report.

Select the corresponding classes in the Select Class(es) list for which to run the report.
Select the appropriate period.

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

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.

¢ |n 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.

To display 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.
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12. Close the report window.

ressCooK. | ~ GradeBook Summary Report - Elementary GradeBook |
'S Pri Book | - GradeBook S Report - Element )

GradeBook

‘Welcome Vickie Patterson

Select the Report Options, then Click the "Run™ Button

Select a Report Card: Select Date:

ond Grade Report Card 5 Select a Period:

2nd Grade Report Card (Copy) =

2nd Grade Report Card (Copy) Cat Oaz ®a3 Oa4
2nd Grade Report Card (Capy) -

Select the Output Format:

Select Report Card Course(s): @i ®POF  Ofxcel OTFF  ORTF

Fitness Education -

Academic Criteria:
GradeBock Filter:

Classes with any [+ [Letter Grade ~| [<=]¥] [Lake View Primary School Default: A+ v
SocialPersonal Growth b : =
Select Class(es): Sort Onden:
Math - Gr 02: 01
Reading . Gr 02 01 Student Name | 1st v
Homeroom 2nd v

& are usd to process sll Thase
clssses may not sctuslly sppesr on the report.

Lake View Primary School Grade Book Report

2nd Grade Report Card Report Card
1ST QUARTER

|Student HRID Abs T Mrk % Mrk % Mrk % Mrk % Mrk % Mrk k) Mrk Y Mrk %
DiMino, Nadja oo1P 2 1 B- 81.63 A+ 100
Dipolis, Taylor oo 2 0 B- 81.63 F 3333
Divish, Keiara 1P 2 0 B+ 87.35 A+ 100
Duffy, Brendan 1P 2 0 B+ 87.76

Householder, Morgan 1P 2 1 B+ 89.39 A+ 100
Howard, Jack ootP 2 1 F 57.55 F 3333
Hujarski, Kyle ooP 2 0 B+ 88.57 D+ 66.67
Hula, Bach 1P 2 1 B+ 88.57 B+ 86.67
Huller, Julia 1P 1 1 A a3.47 B+ 86.67
Humerickhouse, Emma oo1P 2 1 B 84.08 A 93.33
Humphrey, Eric 0P F] 1 B- | 81.22 F 0
Hunt, Jaymie 1P 2 1 B 84.49 A 93.33
Hunter, Lauren oo1P 2 1 B- 82.04 Ar 100
Huppert, Elise 1P 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.

Printed from ProgressBook ol 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.
2. Click Run.
3. On the Homeroom Roster screen, in the Select a Homeroom area, select the
appropriate homeroom.
4. in the 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
5. Click Submit.
6. Review the report, and then close the report window.
@H'ogressBook -Homeroom Roster GradeBook| M & @

GradeBook

Select a Homeroom

@ 39

Select the Output Format

@ HTML

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.

On the 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.

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

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
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

* 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.

'S ProgressBook

~Lesson Plan Report

GradeBook| A & ©

Select the Report Options, then Click the "Run™ Button

Select Class(es):

Algebra 2: 01 (Teachert, )
Algebra 2- 02 (Teacherd, )
English Gr 11 01 (Teachert, )

English Gr 11: 02 (Teacher1.
Math - Gr 02- 01 (Teacher1,

Reading - Gr 02: 01 (Teacherd, )

Select Dates: Select the Version:
Select a Period: (O Lesson Plan Detail with standards
®@at Oa2 () Lesson Plan Detail without standards
a3 Oa4 (O Lesson Plan Summary with standards
Enter a Range: O Lesson Plan Summary without standards
Start Date: O Content Taught (Listing taught standards)
@ Content Taught (Listing all standards)
End Date:

(O Content Not Taught

Select if listing all standards:
Content Area: Grade:

OH: Mathematics v

Run the Report

Select the Output Format:

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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Content Taught Report

Class: Gr. 2 Math{ Teacher1) Dates: 08/24/07 - 10/28/07
Days
Content Taught Totals
Mathematics 1 128
S501. Mumber, Number Sense and Operations 1 3
A, Usze place value concepis to represent whole numbers uging numerals, words and physical 1 3

maodels. (PK-02)

01. Use place value concapts to represent, compare and order whole numbers using physical 2
models, numerals and words, with ones, tens and hundreds. For example:
a. FRecognize 10 can mean “10 ones” or a single entity (1 ten) through physical models and
trading games.
b. Read and write 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) 1 4

01. Use place value concepts to represent, compare and order whole numbers using physical 2
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.
. 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)

0

02. Reccgnize and classify numbers as even or cdd. (02) 1
C. Represent commonly uzed fractions using words and physical models. (PK-02) 1 4

05. Represent fractions (halves, thirds, fourths, sixths and eighths), using words, numerals and 3
physical models. For example:
a. Fecognize that a fractional part can mean different amounts depending on the criginal
guantity.
. Recognize that a fractional pant of a ractangle does not have to be shaded with configuous
parts.
c. ldentify and illustrate parts of a whaole and parts of ssts of objects.
d. Compare and order physical modele of halves, thirds and fourths in relation to 0 and 1 {02)

D. Determine the value of a collection of coins and dollar bills. (PK-02) 1 2
04. Represent and write the value of money using the ¢ sign and in decimal form when using the 1
S sign. (02)
E. Make change using coins for values up to cne dollar. (PK-02) 1 2

03. Count meney and make changs using coing and a dellar kill. (02) 1

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:

* 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.

r@ProgressBook ~Missing Assignment Report GradeBook | ML & ©

GradeBook

Select the Report Options, then Click the "Run" Button

Select Class(es): (Click Here to Select AIT

2nd Grade Math (Teacher1, Mrs_ J.

Select Dates: Select the Version: Select the Output Format:

SR @®Sort by Student OFDF

®a Ca2 OSort by Assignment OExcel

Oa  Oud CTFF

®RTF
Enter a Range:
Start Date:
End Date:
Run the Report
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Missing Assignments by Student

Class: Algebra 201 (Mrs. J. teacher1) 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

Rohinson, Megan 63.67 (D)
Chapter 1 Quiz 09/23/04 Quizzes 50 1

Scarnecchia, Trevor 76.33 (C)
Chapter 2 Warksheet 10/13/04 Classwork 25 1

Scina, Jessica 79.59 (B-)
Chapter 1 Worksheet 09/30/04 Classwork 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.

2. 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

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:
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* 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.

r‘é ProgressBook. | - ParentAccess Login Activity Audit GradeBook| M & @

Select the Report Options, then Click the "Run” Button

Select Class(es): (Cick bere b el Select Time Frame:

Algebra 2: Section 2 (Teacher!, Ms. Sue) Select A Reporting Period:

English Gr 11: Section 1 (Teacherl, Ms. Sue - - 8 7
glish Gr 11: Section 2 (Teacherl, Ms. Sue] o . m u

Math - Gr 02: Section 1 (Teacher1, Ms. Sue) or a Start Date:

Reading - Gr 02: Section 1 (Teacher1, Ms. Sue)

SuperDuper Math (Teacher!, Ms. Sue) Select the Account Types:
Parents
Students
] Parents (Never logged in)
] Students {Never logged in)
[INo Account
Select the Output Format:
® PDF © Excel OTIFF ORTF
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

* Excused Tardies

* Unexcused Tardies

* Total Tardies

e 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.

@ProgressBook_ - Period Attendance Report GradeBook | ML & @

‘GradeBook

Welcome Vickie Patterson

Select the Report Options, then Click the "Run" Button

AvATAD peetied Select Time Frame:
‘Q‘Qg:ggz' Math Select A Reporting Period:
Science Oat Maz Oas Oad
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:
[JExcused Absences >~ 0
(O Basic Details - Two Column .
>~
(@ Details by Student/Class/Date [JUnexcused Absences
(O Details by Student/Date/Class DTotal Absences > -0
(O Details by Teacher/Class/Date/Student D Excused Tardies > -0
O Summary by Teacher/Class/Student [Unexcused Tardies 2 - 0
[Total Tardies > v 0

[[] Show checked column values only

OAnd ®0r
Select the Output Format:
@PDF O Excel OTIFF QORTF

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 - Gr02: 01 5/29/2008 Tardy
Divish, Keiara Math - Gr02: 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 - Gr02: 01 4/11/2008 Excused Absent

Math - Gr02: 01 5/01/2008 Tardy

Math - Gr 02: 01 5/29/2008 Excused Absent
Howard, Jack Math - Gr02: 01 4/29/2008 Excused Absent
Hula, Bach Math - Gr02: 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 - Gr02: 01 4/23/2008 Tardy

Math - Gr 02: 01 5/05/2008 Excused Absent
Humerickhouse, Emma Math - Gr02: 01 4/21/2008 Tardy

Math - Gr 02: 01 5232008 Excused Absent
Humphrey, Eric Math - Gr 02: 01 412372008 Excused Absent
Hunt, Jaymie Math - Gr 02: 01 401772008 Tardy
Hunter, Lauren Math - Gr02: 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 44292008 Excused Absent

Math - Gr02: 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.

rg ProgressBook ‘ -Homework and Marks Posted To Parent Access GradeBook| A & @

Select the Report Options, then Click the "Run" Button

Select View:

Select Class(es): {Click Here to Select All

Fitness Education: Test1 (Teacherl, } m
Fitness Education: Test2 (Teacher1, } @ All Posted (O Not Posted

Fitness Education: Test3 (Teacher1,

Reading - Gr 02: 01 (Teacher1,

Reading- O .03 (Tanchet) Merks |
Reading - Gr 02: 03 (Teacher1, )

Writing 2: (Teacher!, ) @Al Posted O Not Posted

@ Summary  ODetail

Select Dates:

Enter a Range:

Start Date: |9/1/2011

End Date: [11/9/2011
Select the Output Format:

@® PDF OExcel OTFF QORTF

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. Hold down CTRL or SHIFT to select multiple
students and use any of the arrow icons to move students between the two dual

listboxes.

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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Select the appropriate reporting period.

Note: Click Select All to select all the reporting periods. Click De-Select All to
clear all the checkboxes.

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

ETeacher 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 it, if desired.
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10. Close the report window.

@HO_QFBSSBOOK -Student Progress Report

GradeBook
Class Dashboard

Select One or More Students
Available Selected

Reports

GradeBook | M & ©

Select Time Frame
ing Periods:

Art: GEOMETRY: 2
Health: 2 Math - Gr 02: 4
Math - Gr 02: 6

Mathematics: 1 >
Reading - Gr 02: 1

Science: 2

Science: 6

Social Studies: 2

Writing 2: 10

Show Students * = not all students selected

Note: You can double-click item in Available column to add fo Selected

Select One or More Features

[ Assign % [JDuplex Printing ~ [1Parent Sig. Line
[ Class Alias [JHide Assignments []Period Attendance
[JClass Average [JHide Averages [IPaints Missing

[ Daily Attendance []Hide Excluded
[JDaily Comments  [JHide Points
gTeacher Comment ] Hide Assessments

[Posted to Parent Access
[ Student ID

a1
ka2
Oas
Oas

Select All De-Select All

Select the Output Format

©PoF @ Single Column Report
OFxcel (O 2 Column Report
ORTF

OTiff

Progress Report
Student: Adamczyk, Jennifer

1ST QUARTER Class Avg: 85.43 (B)

Extra Credit
10/26/10  Chapter 2 Extra Credit
Homework

09/09/10  Page 101 - odd problems
Comment: Great job!

Worksheet 23a
Chapter 1 Worksheet

09/15/10
09/30/10

10/07/10  Page 110 - odd problems
10/13M10  Chapter 2 Worksheet
Quizzes

0923110  Chapter 1 Quiz

10/21110  Chapter 2 Quiz

10/28/10  Chapter 1 & 2 Quiz

Lake View High School
HR: Teacher43,

Algebra 2 Teacherl,

Points: 219.5/255 Average: 86.08 (B)

410
Points: 74.5/80
10/10 (100%)

Average: 93.13 (A)

75110 (75%)
22025 (88%)
9/10 (90%)

26/25 (104%)

Points: 141/175

35/50 (70%)
3B/50 (76%)
6B/75 (90.67%)

Average: 80 57 (B)

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 Assignment Type.
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.
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Note: You can click Show Students below the Available column to expand the
classes and select specific students. Hold down CTRL or SHIFT to select multiple
students and use any of the arrow icons to move students between the two dual
listboxes.

4. Double click the class or student name or click | = | to move the selected class(es) or
student(s) to the Selected column.

5. Inthe 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 checkboxes.

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

8. Click Submit.

vg ProgressBook | -Student Progress Report - Summary by Assignment Type GradeBook | ML & @

Select One or More Students Select Time Frame

Available Selected R ing Periods:

Art: GEOMETRY: 2

Health: 2 Math - Gr 02- 4 Ma1

Math - Gr 02: 6

Mathematics: 1 > HMa2

Reading - Gr 02: 1 a3

Science: 2

Science: 6 med

Social Studies: 2

Writing 2: 10 Select Al De-Select All

<

Select the Qutput Format
@®PDF

Show Students * = not all students selected

OExcel
Note: You can double-click item in Available column to add fo Selected

ORTF

Select One or More Features oTif
Assign % Duplex Printing Parent Sig. Line
Class Alias Hide Assignments Period Attendance
Class Average [JHide Averages Points Missing
Daily Attendance Hide Excluded Posted to Parent Access
Daily Comments Hide Points Student 1D
BTgachgr Comment  Hide Assessments
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9. Review the report and then close the report window.

Progress Report - By Assignment Type

Solderitsch, Michael 88.24(B+) 22/25 18 /20 35 140
Sole, Matthew 96.47 (A) 25 /25 20 /20 37 140

Soliday, Victoria 8824 (B+) 2% 18 /20 35 140
Soltes, lan 89.41(B+) 215 18 /120 36 140
Sontag, Mark 8824(B+) 22/25 18 120 35 140
Sooliman, Jardan 9059(A) 24 /25 18 120 35 140
Sopata, Ryan 8235(B) 22/25 15 120 33 140

Sopko, Peter 88.24(B+) 22/25 18 /20 35 140
Sorge, Barry 8941(B4) 20/25 16 20 40 140
Spahn, Sara 8824(B4) 22/25 18 420 35 140
Spangler, Patrick 9412(A) 23725 18 /20 39 140
Sparatta, William 89.41(B+) 22/25 19420 35 140
Sparhawk, Colleen 89.41(B+) 20/25 18 /20 38 140

Report Builder Reports

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
later.

The following reports are available:

¢ 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.

* 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.
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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 P or "I icons to navigate to the next

page or last page, or use the 4 or I 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:

* 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.

* 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.
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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

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.

* Is Equal To

* |s Not Equal To

* IslLess Than

* |s Less Than or Equal To

* Is Greater Than

* Is Greater Than or Equal To
* Is Before

* Is Before or On

* |sAfter

e Is After or On

e Begins With

* Does Not Begin With
* Ends With

e Does Not End With
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e Contains
* Does Not Contain
* HasAValue
* Does Not Have A Value
8. 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.

9. 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.

10. Click View Report.
The report displays at the bottom of the window.

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.”

Kl ek

4| Hide Setup| ™, Save SetupAs... QVlewReoon‘ Report Name: Class Assignmentharks —&
‘ Update Report |
Report Header: High Achievers |
Select ired
Class: Math - Gr 02: 01 -
Periods: Q2 -
Include Hidden Students: “'Yes ©No
Set i Filters
Field Name Operation Value Delz
Mark Value | x| Is Greater Than Or Equal To E 10 3
Assignment Name |~ | Contains E math solver k3
= \X]
Add New
Add & Columns
Columns: Student Reporting Period Average, Student Reporting Period Mark, Assignment Name, Assigned Date, -
View Report
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—

Lid GradeBook rort Ve @®
‘.} Show Setup ". Save Setup As.. | VIEW Repurl| Report Name: High Achievers
M= 4 4 oft P Bl 100% =] Find | Next Select a format [=] Export =1

High Achievers

% Class & Student & Assignment 5 Assigned & [Due & Reporting & Assignment & Possible & |Mark &
Name Reporting Name (=1 Date Period Type Code Points Value
Period Short
HName
DiMino, Nadja Math - 5+ Math Solver 10/26/2009 11/11/2009 Q2 HW 10 80.00
Gr 02: Sheet 11
01
Dipolis, Taylor  Math - 5+ Math Solver 10/26/2009 11/11/2009 Q2 HW 10 80.00
Gr 02: Sheet 11
(vl S5+ Math Solver 11/23/2009 12/0%/2002 Q2 HW 10 100.00
Sheet 12
Divish, Kelara  Math - S5+ Math Solver 10/26/2009 11/11/2009 Q2 HW 10 90.00
Gr 02: Sheet 11
o S5+ Math Solver 11/23/2009 12/0%/2002 Q2 HW 10 80.00
Sheet 12
Duffy, Brendan Math - o Math Solver 10/26/2009 11/11/2009 Q2 HW 10 100.00
Gr 02: Sheet 11
ot o Math Solver 11/23/2009 12/09/2009 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.

Indicates whether the assignment is late. If you select this option,

Assignment Past Due Indicator you must select Yes or No in the Value field.

Indicates whether the assignment is late. If you select this option,

Assignment Past Due Status Name 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.
Indicates whether the student is active in the class. If you select this
Class Enrollment Status Name 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.

Indicates the assignment was excluded from students' averages for
Exclude Mark from Class Indicator the entire class. If you select this option, you must select Yes or No
in the Value field.

Indicates the assignment was excluded from students' averages for
Exclude Mark from Class Status Name | the entire class. If you select this option, you must enter Exclude in
the Value field.

Indicates the assignment was excluded from an individual student's
Exclude Mark from Student Indicator | average. If you select this option, you must select Yes or No in the
Value field.
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Class Assignment Marks Report — Field Name Options

Option

Description

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.

Mark Letter Grade

Letter grade equivalent to the mark earned on the assignment
based on the grading scale used.

Mark Value

Numeric mark equivalent to the mark earned on the assignment
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.

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.

2. Click Run.
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3. Inthe 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.

4. Inthe 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
8. 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

9. Inthe Set Optional Filters area, select the following appropriate option in the Field Name
list:
* Assigned Date — Date the assignment was assigned
* 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.

* |s Equal To

* |s Not Equal To

* Is Before

* Is Before Or On

o IsAfter

* IsAfter Or On

* Begins With

* Does Not Begin With
* Ends With

* Does Not End With
* Contains

¢ Does Not Contain
e Has a Value
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* 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.
The report displays at the bottom of the window.

™ Save Setup As. | View Repurl| Report Name: Homework and Marks Posted to Parent Access

A= Hide Setup

Update Report Headers

Report Header: Homework and Marks Posted to Parent Access

Class: Math - Gr 02: 1, Science: 3, Math - Gr 02: 6, Scence: 1 -
Start Date:  09/01/2011
End Date: 11/04/2011

Published Marks To Web?: i ves @ No

Published Assignment To

@
Homework?: '~ Yes @ MNo

Set Opti Filters
| Field Name [ [s] i [ Value ]
\ =] | | |
Add & Remove Columns

No columns are available to add or remove.

Note: The field or list displays red indicating an unacceptable value was entered
or a required field was left blank.

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.
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The following message displays at the bottom of the window: “Report setup saved
successfully.”

Homework and Marks Posted to Parent Access

Hinds, Ginneen

Homework and assignment marks posted between 9/1/2011 and 11/4/2011

Lake View Elementary School

Class Name Date Range Assignment Description Assignment Type |Marks Posted?

Math - Gr 02: 1 11/4/2011 to 11/4/2011 Friday Quiz Quiz No
10/28/2011 to 10/28/2011  Friday Quiz Quiz No
10/21/2011 to 10/21/2011  Friday Quiz Quiz No
10/14/2011 to 10/14/2011  Friday Quiz Quiz No
10/7/2011 to 10/7/2011 Friday Quiz Quiz No
Science: 1 10/31/2011 to 10/31/2011  Solid States Worksheet Classwork No
10/10/2011 to 10/21/2011  Leaf Project Project No
Science: 3 10/31/2011 to 10/31/2011  Solid States Worksheet Classwork No

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.

1. Onthe Teacher Home Page or Class Dashboard, in the Select a Report drop-down list,
select Report Card Marks.

2. 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.

3. Inthe 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.

6. Inthe 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.

7. 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

e |s Not Equal To
* |s Before

e Is Before or On
e Is After

ProgressBook GradeBook Teacher Guide: Traditional 176



Reports

* Is After or On

* IslLess Than

* |s Less Than or Equal To
e Is Greater Than

e Is Great Than or Equal To

e Begins With

* Does Not Begin With
e Ends With

e Does Not End With

e Contains

¢ Does Not Contain
e Has A Value
e Does Not Have A Value
8. 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.

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.”
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A= Hide Setup

¥ Save Setup As. |ViewRepnn‘

Report Name: Secondary Report Card

| update Report

Report Header:

Honor Roll |

Select

Report Card:
Class:

Include Hidden Students:

Math - Gr 02: 01 -
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Report Viewer
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Report Name: Honor Roll Report
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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.

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.

Counselor Name

Name of the guidance counselor assigned to the student.

Course Abbrev Name

Abbreviation 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.

Course Short Name

Short name of course as specified on the Update Course
window.

Course Ungraded Indicator

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.

Reports
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Report Card Marks — Field Name Options

Options

Description

Enrollment Date

Date on which the student enrolled in the school.

Enroliment Status Code

Code that represents whether the student is active or inactive in
the school in which the student is enrolled.

Exclude from Parent Access
Indicator

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.

Gender Code

Code that represents whether a student is female or male.

Interim End Date

Last date of the interim as specified on the Reporting Periods
screen.

Mark

Grade entered for an assessment on the Report Card Entry
screen.

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.

PB Assessment ID

GradeBook code that identifies the report card assessment.

PB Class ID

GradeBook code that identifies the class.

PB Course Group ID

GradeBook code that identifies the group to which a course
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.

PB Grade Level ID

GradeBook code that identifies the grade level in which the
student is enrolled.

PB Grading Scale ID

GradeBook code that identifies the grading scale associated with
an assessment.

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.
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Report Card Marks — Field Name Options

Options Description

Short name of the reporting period as specified on the Reporting
Reporting Period Short Name Periods screen and used in the Grading Period list on the Class
Dashboard and on the Report Card Entry screen.

First date of the reporting period as specified on the Reporting

Reporting Period Start Date Periods screen.

Code that indicates whether Gradebook Range was selected for
the reporting period as specified on the Reporting Periods

Reporting Period Type Code 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
unigue 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.

In the 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

In the 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.

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
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* Does Not End With

* Contains

* Does Not Contain

* Has A Value

* Does Not Have A Value

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.

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.

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.”

m Z,-??‘;s:;gksook Report Viewer ® ®

A= Hide Setup‘ ¥ Save Setup A5.| V\ew Repon‘ Report Name: Student Demographics by Class

Update Report
Report Header: Disabilities

Select lired

Class: Algebra 2: 01, Algebra 2: 02, English Gr 11: 01, English Gr 11: 02, Math - Gr 02: 01, -

Set Optional Filters

Field Name Operation Value Del?
\*J
\x]

Disability Name Contains > |aut

4

Add New

Add & Remove Columns

Columns: Class Name, Student Last Name, Student First Name, Student ID, School Name, Grade Level Name, -
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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.

Class Name

Name of the class in which the student is enrolled. If no class name is
assigned, then course name and section displays.

Counselor Name

Name of the guidance counselor assigned to the student.

Disability Code

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 Name

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.

District of Residence

District in which the student resides.

District of Service

District in which the student receives services.

Enroliment Date

Date on which the student enrolled in the school.

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.
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Student Demographics Report — Field Name Options

Option Description

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 Indicateg whe.ther the student's recorq is activ'e in GraQeBook. 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.

f:)lé?:r;:t:ast Parent Access Date the last time the student logged in to ParentAccess.

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:
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* 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. Inthe 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

* Is Not Equal To

* Is Before

* Is Before or On

e Is After

e Is After or On

* |sLess Than

* |s Less Than or Equal To

* Is Greater Than

e Is Greater Than or Equal To

* Begins With
* Does Not Begin With
* Ends With

e Does Not End With
e Contains
¢ Does Not Contain
* Has A Value
e Does Not Have A Value
9. 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.
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10.

11.

12.

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.”

ProgressBook..
Report Viewer ? ®
m GradeBook @
4! Hide Selup| ¥, Save Selup As View Report ReportName : YTO Final Grade &
Update Report Headers

Report Header: Year To Date Final Grade

Select

Class: Algebra 2: 01 -
Show Grade Source Legend: @ Yes () No
Show Grading Scale Legend: @ Yes () No

Set Opti Filters

Field Name Operation Value
District Student 1D Has A Value

Grade Level Is Mot Equal To

Student Name
Year To Date Value

0000

IRERERE

LERERERE!

Add & Remove Columns

Columns: District Student 1D, Reporting Periods, Year To Date -
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E ?;v’g:;élsoechook Report Viewer ®
': Show Setup ?'7: Save Setup As. | V\ew Repon‘ Report Name : YTD Final Grade =
4 4 of1 b bl 100% - Find | Next  Select a format v Export &

Year To Date Final Grade r
Algebra 2 Current Period: Q2 Teacheri
Student Name =
Adamczyk, Jennifer 999785455 85.50 87.16 90.62 7020 83.41(8)
Nader, Adelaide 999729061 63.34 87.51 7457 85.04 77.84(C)
Nadig, Cheridan 999729063 83909 &4 00 9006 8763 8642 (B)
Pruc, Shannon 999909983 8780 7452 8160 3043 8353 (B)
Randjekovic, Christina 999101913 8808 8423 8868 8575 86.69 (B)
Rencic, Carolyn 999883057 83.06 8739 8754 8200 85.00 (B)
Retherford, Jonathon 999865424 8948 8492 8092 76.60 8298 (B)
Reyes, Jacqueline 999584294 8595 8511 87 66 8946 87.05(B)
Robinson, Megan 999883733 7184 86.66 8874 87.31 83.64 (B)
Ryland, Nicole 999866498 8827 76.49 9057 8731 85.66 (B)
Scarnecchia, Trevor 999882192 7824 8214 8652 88.37 8382 (B)
Schlessinger, Kevin 999861898 8864 8240 7634 8734 8368 (B)
Schoonover, Lauren 999881968 84.47 8011 3772 8652 7221(C)
Seelman, Kimberly 999888058 8137 8335 7863 8557 8223(B) £
Saro, Brittany 999901173 8315 85.48 9228 70.54 82.86 (B)
Shannen, Brett 999389804 90.29 8392 86.52 8280 8588 (B)
Sladik, Jillian 999901295 78.85 86.13 67.88 8472 79.40(C)
Slates, Tiffany 999902878 89.95 8354 7228 8472 82.62(B)
Smerdel, Brian 399929340 88.11 70.78 89.43 87.97 84.07 (B)
Grade Source Legend Grading Scale Legend

Report Period | Ayerage Weight Mark Start End
Q1 Gradebook 2 A 89.5% 1o%
@ Gradebook 5 B 79.5% 80.40%

c 69.5% 79.49%
EX1 Report Card 1

D 59.5% 60.49%
Q3 Gradebook 2 F 0% 50.49%
Q4 Gradebook 2
EX2 Report Card 1

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.

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 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.
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YTD (Year to Date) Final Grade Report

Options Description
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 enables parents and students to view select GradeBook information. You have

ParentAccess

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

aProgressBook Home

Today's Comments

STUDENT INFORMATION

Homework

Homework due today or next 2 days

Course

ALGEBRA 2

BIOLOGY HONORS

CREATIVE WRITING
ENGLISH 9 HONORS

Brett Shannon
Student ID: 999839804

details

@View all homewark

Daily Attendance

‘Absence fype summary for fhe year

Absence Type
Tardy
Excused Absent

Unexcused Absence

details

Count

o
e Thank you for helping the other students with this week's assignments!
& Planner

details

©schedule Grades
A Attendance
Shctivities Course Grade YTD Grade As OF
| REsEIEEs ALGEBRA 2 9535 A 9298 A Way 28
SIReport Card

BIOLOGY HONORS 97144 96.09A Way 29
W Course Request

CREATIVE WRITING 98.00 A+ 92504 Way 29
SFees
SCHOOL INFORMATION ‘QView all grades
@Mews

Calendar H details

- Grade Details
# Class Information

Items due in past 2 days
FAMILY INFORMATION ALGERRA 2
= Alerts Date Assignment Mark
(GBI May29  Page 364-ALL 20120
. Student Contacts

BIOLOGY HONORS

& Student Profile

Date. Assignment Mark

May 28 Chapter 15 15115

@ View all grade details

Refer to the following topics:

“View ParentAccess”
“Navigate ParentAccess”

“View Another Student in the Class”

“Sign Out of ParentAccess”
“Student Information”

“School Information”

“Family Information”
“ParentAccess Alerts Overview”

“Post Homework to ParentAccess”

“Set Up Class Preferences for ParentAccess”

“Create Class Information Page”
“Delete Class Information Page”

Qview all attendance
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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

(Uiew ParentAccess Website )

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.
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Navigation Click to Click to

Bar Click to change students view Help sign out

Lakeview City Schools

Currentied ProgressBook
Screen

#Home

Brett Shannon

Home Student ID: 999839304

Today's Comments

ALGEBRA 2
Thank you for helping the other students with this week's assignments!

A Grades
& Planner ’
details details
@Schedule Grades - Homework etai
.‘Atlendance ‘Homework due today or next 2 days
clivities Course Grade YTD Grade As Of Course
[ JEsCaEs ALGEBRA2 95354 9298 A May 28 ALGEBRA2 [ )
ERepornt Card
BIOLOGY HONORS 97.14A 96.09 A WMay 29 BIOLOGY HONORS [+ ]
W Course Request
$Fees CREATIVE WRITING 93.00 A+ 9250 A May 29 CREATIVE WRITING .
ENGLISH 8 HONORS [ ]
SCHOOL INFORMATION @ View all grades
@ View all homework
Q@hews
= details H details
g Calendar Grade Details = Daily Attendance -

@ Class Information

FAMILY INFORMATION

ALGEBRA 2 Absence Type Count

EAlerts -

Date Assignment Mark Tardy 3
L ez May29  Page364-ALL T Eeuond Abeont B
. Student Contacts

BIOLOGY HONORS

& Student Profile Unexcused Absence 2

Date: Assignment Mark

May 28 Chapter 15 1515 @view all attendance

@ View all grade details
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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 Homis, Loren Richmond, Rachel Sadeghi, Nicole i, David
‘ Adler, Hana ' Koski, Lauren Rideskil, Youseff Safavi, Joshua Smelzer, Zachary
aguilar | aurer “ MacBoyle, Brian Roble, Katherine Sawayda, Aubrey

Cabuk, Hilary

Ravada, Michael Rothermel, Meghan Schweigert, Michael
Seibert, Ashley

Diaconu, Adam

Beilly. Timothy

Rueter, Laura

Lake View City Schools

Hana Adler

@ Pl'Og!ESSBOOk Home Student ID: 999736235

STUDENT INFORMATION

details details
Grades = Homework et
AGrades
& Planner
@schedule Course Grade YTD Grade As OF Course
M Attendance ALGEBRA 2 HONORS 8910 B+ 86308 Aug 1 ALGEBRA 2 HONORS (-]
= Activt
ies APPLIED SOCIAL STUDIES 2 92.40 A- 9440A  Augt BIOLOGY HONORS o
EResources
SRenor Card BIOLOGY HONORS 902.70A 270A Aug 1
eport Car

FRENCH 2 85308 85308 Jul3 (W S
W Course Request
SFees HEALTH 24.80B 84.80B Jul3
SCHOOL INFORMATION @ View all grades
@Mews

= details. H
g8 Calendar Grade Details = Daily Attendance
@ Class Information
FAMILY INFORMATION ALGEBRA 2 HONORS Absence Type Count
=Alerts Date Assignment Mark . )
@My Account Aug 1 Quiz 8.1 1315 E 4 Absent 4
X Cuse Sen
% Student Contacts
Unexcused Absence 2

e APPLIED SOCIAL STUDIES 2

Date Assignment Mark

Jul 31 Chapter 10 Quiz 1315 SNz S

BIOLOGY HONORS

Date Assignment Mark

Aug 1 Chapter 22 Quiz 19720

@ View all grade details

191 ProgressBook GradeBook Teacher Guide: Traditional



ParentAccess

Sign Out of ParentAccess

It is recommended that you sign out of ParentAccess when you are finished viewing a student’s
information.

1. Atthe 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! r@ ProgressBook.

18.00 tch Distric

orgot your user name or password?

8 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 0/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 —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.

e 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. On the 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

S Progresssook My Account

#Home

My Students
A Grades
@Pianner
Oschedule Students
A Attendance
EActivities Use this page to reset passwords for students with accounts
BResources
ERepont Carg Name User name a#
W Course Request
T a Thomas Addis addist 999550472

& Hana Adler Hanarocks 999736235
@News

Agui 999925305
e Calendar Lauren Aguilar 999925305
22 Iohrmasan a Hilary Cabuk Hilary 999591191 (=)
mhlerts Adam Diaconu 77
Loren Homis
& Student Profile a Lauren Koski Lauren 7359
My Account
A  NyStudents - Reset Student Password My Account
Reset Password for H”ary Cabuk #A  MyStudents - Reset Student Password
New PRssWord  sesssseeses « Password is acceptable o (Frsein g el el

Re-enter New Password + Passwords match
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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 = 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.

e “Post Homework”

* “Post Recurring Homework to ParentAccess”

*  “Import Homework from the Homework Bank”

* “Search for Homework in the Homework Bank”

*  “Delete Homework from the Homework Bank”

*  “Exclude Students from Homework Posted to ParentAccess”

Post Homework
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, type a description of
the homework.

Note: You can use the text editor to edit and format the text.
5. Click £ next to the Start field to choose the first date the homework is posted, or enter it

in the field.

6. Click 2 next to the End field to choose the last date the homework is posted, or enter it
in the field.

7. Select the class(es) to which the homework assignment applies.
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8. Click Save.

Note: Once you have saved the homework assignment, the Links, Attachments,
and Students tabs display on the Homework Setup screen.

9. You may perform any of the following optional steps while creating a homework post.
* 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 has enabled it).

* To exclude students from homework posted to ParentAccess, click the Students tab
and select student(s) to exclude.

~Homework Setup GradeBook | M & @

"= ProgressBook

[t | |Post Homework Example |

Add new homework

Homework Details
Save this homework to the homewaork bank:

Title: Post Homework Example

B I USGHXsx L|= E[E]lz = 5|+ colpseton

Font - me.. -|| A- B- @ LA Qs M || e =

[ source

4

Enter a Date Range

Start: [7/21/2014 | #8 End: [7/21/2014

Due:

(ex. Every Friday, Daily, stc.)
Choose Classes

¥ All Classes
[v| ALGEBRA 2 HONORS [¥|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. Onthe Homework Setup screen, in the Homework Details area, in the Title field, enter
a title for the homework.
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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.

5. Click £ 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.

* 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).
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¢ To exclude students from homework posted to ParentAccess, click the Students tab
and select student(s) to exclude.

=

n=r ProgressBook. | -Homework Setup GradeBook | M & @
{ats | [Post Homework Example |

W Add new homework

Homework Details
Save this homework to the homework bank:

Title: |Muttiplication Flash Cards

B I US x x*

£ [Elz2 = =| -+ colapsctoos

HEOQ&sE M = H

L™
B
@

Font - Me... ~

[ source

Students should spend 15-20 minutes working with flash cards to reinforce multiplication
skills

Enter a Date Range

Start: [07/01/2014) 2 End: [sr/2014 | 22

Due: [Every Tuesday and Thursday]
(ex. Every Friday, Daily, etc.)

Choose Classes

CIAll Classes

Math - Gr 02: Section 1 SuperDuper Math [ Reading - Gr 02: Section 1

Check Spelling Save Cancel

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.

4. Select the checkbox in the Import column next to the homework you want to import.
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Import Homework

Import
O

O

O

Math - Gr 02 ~ Search

Check the homework you would like to import then click "Import Homework™

Description

Addition Worksheet Questions 1-15
Chapter 4 Questions 1-15

Title: Practice Worksheets

Select and complete a 5-question practice worksheet each morning during
homeroom

Math Solver Worksheet 3
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.

rg ProgressBook. -Homework Search

GradeBook

Dashboard Sk | Mathematics: Patel

Import Homework from the Bank

Description Start Date End Date
G’-\ddition Worksheet Questions 1-15) 8/M1/2014 8/1/2014

Practice B 71282014 7/30/2014

Advanced Addition 5/1/2014 5/8/2014

*Homework was entered as GradeBook assignment

ParentAccess

GradeBook | ‘ & 0

[S—— N

Add New Homework

Due Del
O
T/30/2014
5872014
Delete

8. To update the imported homework for current use, click it to open the Homework Setup

screen.

9. Click & next to the Start field to choose the first date you want to post the homework, or

enter it in the field.

10. Click £ next to the End field to choose the last date you want to post the homework, or

enter it in the field.
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11. Click Save.

rE‘,ProgressBook. ~Homework Setup GradeBook| A & ©

GradeBook

Dashboard Grading Period: lel= e o Addition Worksheet Questions 1-15 ~ Back to search
Links | Attachments || Students Add new homework

Homework Details

Save this homework to the homework bank:

Title: ' pddition Worksheet Questions 1-15

[B 1T Us =% |K|=::2|:«B= =

|| » show more tools

Complete accurately and quickly. Repeat each day to try to improve your time.

P
Enter a Date Range
Gtarti 2/20/2017 £ End: = 022472017 m)
Due:
Every moming during homeroom

(ex. Every Friday, Daily. etc_}

Choose Classes
O All Classes
CJAMERICAN LITERATURE: 17 [0 COMPOSITION: 28 CIREADING 5: 7
O] AMERICAN LITERATURE: 18 MATHEMATICS 5: 7 CIREADING 5: 8

[ 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.

o 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

Course: | Algebra 2 ~ | Text |Pages | Search

Check the homework you would like to import then click "Import Homework”

Import  Description

Pages 180-181 even
Pages 185-136 odd
Pages 190-191 all

ooood

Pages 199-200 — Even problems

Import Homework

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.

%H‘ogreSSBOOk ~Assignment Bank Maintenance GradeBook | M & ©

Algebra ~

Finer oy

Assignment Type:  All Types |~ Text: Apply Filter

ASSiQﬂmEﬂl SEULE | Homework Bank I Lesson Pian Bank |
iYWl © Delete Bank Item(s)

The Homework Bank Maintenance screen displays a list of homework items for the
course selected in the Course drop-down list.

3. (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. Select the checkbox 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.

@ProgressBook -Homework Bank Maintenance GradeBook| M & @

GradeBook
Teacher Home Page Course:

| Homework Bank |jwsssyzmy

Title Description Due Date Text Updated Assigned Attachments Links
Waekly 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 mornings during homer . Daily 10/9/2015 by Sally Teacher «
Monthly Self-Evaluation At the end of each month, complete the self-evaluation for... Final Friday of each month  10/9/2015 by Sally Teacher
Create 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 school! 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.

@ProgreSSBOOk_ ~Homework Setup GradeBook | ML & @

GradeBook
LS Addition Worksheet Question 1-15 v Back to search

Add new homework
EE——

[Ltiain ] Students |

Check the students who you wish to exclude

READING &: 7

[CBailey, Willow CEdwards, Anna CIParker, Dai

OBell, Lisa [JEvans. Ichabod [JReed, Carol
[CIcampbell. Sigmund CMorgan, Othello MIRogers. Bratt
Collins, Gill [OMorris, Makenzi [1Sanchez, Pinocchio
Ccook, Janna CMurphy, 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 deselect 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. Atthe 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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r@ ProgressBook | -ParentAccess Preferences

GradeBook

Class

Algebra 2: Section 2

English Gr 11: Section 1

English Gr 11: Section 2

GradeBook | ‘ & @

Class Logo Options

[ Don't show student averages
[ Don't show letter grades

[ Don't show assignment comments

Upload Image
Remaove Image

[ Don't show student averages
[ Don't show letter grades

[ Don't show assignment comments

Upload Image
Remaove Image

[ Don't show student averages
[ Don't show letter grades

[ Don't show assignment comments

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.

Upload Image

Remove Image

e

Upload image to all classes

Image type: ®Class Logo

Override OVes ®@No
existing images:

Choose Image
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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.

“Create Class Information Page”

“Add Links to Items in ParentAccess”

“Add Attachments to Items in ParentAccess”
“Upload Images”

“Delete Class Information Page”

Create Class Information Page

To view a video of the following procedure, navigate to the following link:
https://youtu.be/w7cRPg3LwNc

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 display 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:

e To upload an image that displays as the default image on the Class Information
screen, click Click here to upload a picture.

e To create links to other websites that may be useful to the class, click the Links tab.

* 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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=) . )
e ProgressBook. | ~Class Information Page Maintenance GradeBook| A & ©
W Links Attachments. '
Page Name: Spanish
(This is for your reference only)
Enter the text for your page:
B I USx »x L == Pl = = =/« conapsetoots
=)
Font | e ~|| A- B~ @ HEEOQ® OV = = || @ 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 on the  Left ~

(Optional)
(200 % 200p%)

Select the classes that will use this page:

Cstudy Hall - 1st [Aspanish 4 - 2nd [Flex
Spamsh 1-5th Hlap Spanish - 6th Spamsh 1-Tth
EdSpanish 1- 8th

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 propetly.
(Optional) In the Description column, enter a description for the link.
Click Save.
@ProgressBook ‘ - Class Information Page Maintenance GradeBook | M & ©
Wain m Attachments |
Instructions:
Enter a Sequence Number, a Name, and the URL, then click the Save button. *=Required
Seq No.* Name - MWE':;;;;BW . Description (optionai) Delete
; School Life E1:p:.gw”vlvw.‘us;.g7vffuplcszac \n&urr!atmn f:.lm‘lhe U.S. governement about O
- -to->chool.shtm attending school
—
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 s~ 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.

r@ Pro_qressBook ~Class Information Page Maintenance

GradeBook

GradeBook | ‘ a9

Paga Name:
AT 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 {optional) 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 checkbox 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
™
B l o l o ParentAccess
I 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)

Delete Class Information Page

1.

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.
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v;;,ProgressBook ~Class Information Page Maintenance Gragesook| ML & @
‘GradeBook

Dashboard Page Name: BT -

Page Name:

Spanish

(This iz for your reference only)

Enter the text for your page:

B IUSGXx|L = [E
& LEQOBaOv = @) Source
Hola, estudiantes. Bienvenidos a la clase de espariol.

Espero que aprendan mucho este ario.

£ || « collapse tools

Font - we -|| A-

Display a picture on the page

Click here ta upload a picture
Click here to remaove the picture
Display the picture onthe  Left ~

(Opticnal)
(200 x 200p%)

Select the classes that will use this page:

[JBROADCASTING: 26

[IReading - Gr 02: 03 [IReading - Gr 02: 6
ENGLISH 10 HONORS: 1 GEOMETRY HONORS: 2 BIOLOGY HONORS: 3
UNITED STATES HISTORY AP: 4 HEALTH: 5 [IMath - Gr 02: 1

[] Science: 3

[1Social Studies: 4

Delete this Class Information Page

Add a New Class Information Page
-

Progress Book

Are you sure that you want to delete?
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Lesson Plans

GradeBook lets you create and maintain text-based lesson plans that you can associate with your
classes. As a standards-based grade book application, academic standards for grades K-12 are
available for use in mapping lesson plans and assignments.

You can create and designate a default lesson plan template to use each time you create a lesson
plan. You can also create and choose from other lesson plan templates you have created should
you need to deviate from the default template.

To enhance your lesson plans, you may attach other files, such as worksheets, charts, or

resources. 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.

v‘;; ProgressBook | ~Lesson Plan Maintenance GradeBook | ML & ©

i|

Standards Connection A3 Stendsnis

Schedule the L esson
Preview the Lesson

Print the Lesson

Add a New Lesson

Copy the Lesson

Copy the Lesson Standards
Delete the Lesson

Set Up Lesson Plan Sharing

Refer to the following topics:

Templates ¥ | Manage Templates

Styles - | Font - | Medium -/B I U S % x* == = =

=2

B @ =l zla-B e @S

This is the default template.
To change it or add your own, click the Manage Templates Link Above.

Lesson Summary:
Estimated Duration:
Check Spelling
Private Notes (cannot be viewed by others):
i
The following information is optional but is recommended for searching and sharing lessons
Subject: v
Grade Level: v
Select a Unit: v or Enter a New Unit
Summary:
4
Author: Vickie Patterson Share?.  With teachers inmy list ¥

e “Create Lesson Plan Template”

e “Create Lesson Plans”
e “Search for Lesson Plans”
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“Schedule Lessons”

“Edit Lesson Plans”

“Copy Lesson Plans”

“Print Lesson Plans”

“Delete Lesson Plans”

“6 Day Planner”

“Set Up Lesson Plan Sharing”

Once a lesson plan has been created and scheduled, it displays on the Class Dashboard screen
Lessons tab. The icons that display beside each lesson plan let you print, edit, reschedule, and
remove the lesson plan from a class.

Aszignments 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 for
Go over pages 1541 through 1550 S £ editing

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

Create Lesson Plan Template

When you are creating lesson plans, you can create your own unique lesson plan template. Any
custom formatting you apply to the text in your lesson plan template displays 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.

On the Lesson Plan Maintenance screen, below Title, click Manage Templates.

On the Manage Templates window, in the Template Name field, enter a name for the
template.

If you want this to be your default template, in the Set template as default area, select
Yes.

Enter the lesson plan text in the text editor.

Note: You may also enter or paste formatted text from a word processing program
and then use the text editor to further edit and format the text as needed.
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6. Click Save.

Manage Templates

MNew Template v

Template Name: My Template Template Type:  Lesson Plan v

Set template as default: 'Yes ®No

Styles - | Font - | Medium - B I U S x, x*

|
ol ]

= £ A-A- = ez}

=
[}

Lesson

Time

Delete this Template Check Spelling m Add a New Template

7. Close the Manage Templates window.

8. Refresh the screen to continue with your new lesson plan.

Note: If you designated the new template as your default template, it displays in
the Templates drop-down list above the text editor once you have refreshed the
screen. You may need to select it from the drop-down list if the text editor did not
populate with the template automatically.

Create Lesson Plans

When you begin creating the lesson plan, on the Lesson Plan Maintenance screen, only the
Main tab is available. 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. (See also: “Academic Standards” and “Attachments.”)

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 desired lesson plan template displays in the text editor. If not, select a

different template from the Templates drop-down list, or create a new one (see “Create
Lesson Plan Template”).
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4.

Enter your lesson plan text.

Note: You may also enter 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.

Click Save.

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 area
(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 from the Content Area
drop-down list.

To assign the lesson plan to a specific grade level, select it from the Grade Level
drop-down list.

Note: If you have selected a content area and grade level while creating the
lesson plan, those display along with the lesson plan 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
Select a Unit drop-down list.

To share the lesson plan with other teachers, select With teachers in my list from
the Share? list (click the Set Up Lesson Plan Sharing link in the left column to
designate the teachers with whom you want to share).

Standards Connection  Add Sisndards

Title: | Mammals m
ites

Schedule the Lesson Tomplates ¥ | uens
Preview the Lesson

Print the Lesson Styles = | Font ~ | Size B I U S X x B & = E
Add a New Lesson

Copy the Lesson

Copy the Lesson Standards

Delste the Lesson Mammals
Set Up Lesson Plan Sharing

B @ =i |[A-B- = m =0

Lesson Ssummary
Introduce the concept of mammals using lecture and activities.
Warm-up Activity

Ask each student to name a different animal. Write each on the chalkboard. There will be a follow-up activity at

Check Spelling m

Susie Q. is @ great science student and should be grouped with students who need more help with biology.

nnnnnnnnnnnnnnnnn

Private Notes (cannot be viewed by others)

The following information is optional but is recommended for searching and sharing lessons.
Subject Science v
Grade Level:  Grade Three M
Selecta Unit  Biology ¥ or Enter a New Unit
Introduce the concept of mammals using lecture and activities.

Summary:

A
Author: Vickie Patterson Share?:  With teachers in my list ¥
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Academic Standards
e “Add Academic Standards to Lesson Plans”
e “Copy Academic Standards from Lesson Plans to Lesson Plans”
*  “Remove Academic Standards from Lesson Plans”

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.

4. From the Grade Levels list, select the appropriate grade level or grade band.

Add Standards

Selected Standards

Available Standards

Publications: Deocuments: Grade Levels:
Career Field Technical English Language 2072 » Grades: K-2 *
Content Standards > Arts J

Grades: 3-5 ?

Learning Standards ? Mathematics 2012 >

( Grades: 6-8 @ * )

Ohio Academic Content Science 2012 >
[Standards - Extended >) Grades: 9-12 >

Social Studies 2012 >

Academic Content
Standards ’

Early Learning and
Development Standards ~ ?

The standards associated with the criteria you selected display.

5. Click one of the standards to view its sub-standards. Select the checkbox 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. ® RL.68.2b more.. ® RL.68.3a more... x

Available Standards
Ohio Academic Content Standards - Extended » English Language Arts 2012 > Grades: 6-8

(Current search options - click links above to change)

w Reading Standards for Literature

[0 Use text to understand key ideas, characters, themes and events.
[0 Use word choice and structure to support meaning.
[ Compare ideas and themes across literature text.
O Demonstrate understanding of text while actively engaged in reading.
Key Ideas and Details
[1RL.68.1a Cite evidence in text to support answers to literal and inferential
questions.
C1RL.68.1b Locate text to support answers to literal and inferential questions.

C1RL.68.1c Identify details that support answers to literal questions.
RL.68.2a Summarize text, including theme or central idea and support with details.

RL.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.
RL.68.2c Sequence main events in relation to a stated theme or central idea.

[ RL.68.3a Describe the story’s plot and how the events and characters contribute to
the resolution of the story.
O RL.68.3b Describe a story’s plot and how the events lead to a solution. v

They also display on the Lesson Plan Maintenance screen in the Standards
Connection area.

@H‘OQFBSSBOOK ‘ ~Lesson Plan Maintenance cradeBook | M & @

W Attachments || Schedute |

Standards Connection  Add standsris
[OH.ELA-Literacy.L.1.2d]. Title:  Spelling Week 1

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 X [ERG] g
common censonant digraphs.

Templates ¥ | Manage Templates

Styles ~ | Font ~ | Size

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
Schedule the Lesson smated duration: & wee

Preview the Lesson Instructional Procedures:
Print the Lesson

Add a New Lesson

Copy the Lesson

Copy the Lesson Standards

Required Materials:

Delete the Lesson
Setup Lesson Plan Sharing Check Spelling

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 to new 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.
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The copied standards display below the Standards Connection on the left side of the

screen.

Main | Attachments || Schedule

Standards Connection 2dd standards

OH.ELA-Literacy.L.1.6].

Use words and phrases acquired through
conversations, reading and being read to, and
responding to 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 creating 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.

Lesson Plans

1. On the Lesson Plan Maintenance screen, click x beside the standards component you

want to delete.

2. On the Delete Confirmation window that opens, click Yes to confirm the removal.

vg ProgressBook. | -Lesson Plan Main

‘GradeBook

Attachments

tenance

GradeBook| M & @

Standards C

tion  Add Standards

[OH.ELA-Literacy.L.1.2d].

spelling patterns and for frequently occurring
irregular words.

[OH.ELA-Literacy.RF.1.3a].
Know the spelling-sound correspondences for
common consanant 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

Title:  Spelling Week 1

Use conventional spelling for words with common

x Templates ¥ | mManage Temglates

Styles ~ | Font - | Size

= (m) X

Are you sure you want to remove this standard
from the lesson?

Yes Cancel

A =

- B I U S %

H

Save

0

rds handout. At the end of the week. take the
Delete Confirmation

Check Spelling

3. Onthe Lesson Plan Maintenance screen, continue to remove standards components as

needed.
4. Click Save.
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Attachments
e “Add Attachments to Lesson Plans”
e “Delete Attachments from Lesson Plans”

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. Inthe 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.

rg ProgressBook. | -Lesson Plan Maintenance

el Attachments |[IE=ET

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 Save

Click Upload Attachment.
On the File Upload Utility window, navigate to and select the desired file.
The file you selected now displays beside File.

8. 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 checkbox in the Delete column.
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3. Click Save.

rgProgressBook. ‘ -Lesson Plan Maintenance GradeBook| ML & @

wain | RAUETEHNEDISR  schedue |

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
1 View Attachment

]

Check Spelling

Search for Lesson Plans

You may want to search for 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 several 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.
On the 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

* Ateacher name is a specific teacher with whom you have shared lesson plans

e Allis 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
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

* Show Only Unscheduled Lessons? — Returns only lesson plans that have not been

taught

* Sort by — Sorts the returned results by content area in which the lesson plan was

taught (Subject), by lesson plan title (Unit/Title), or by Date (if you selected a class

from the Class drop-down list)

4. Click Search.
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The lesson plans that meet the search criteria entered display.

@ ProgressBook | -Lesson Plan Search Gradebook| M & ©
\ -
ve — [ | B
L1 [ ] (s} ]
Unknown subject Grade Level Unknown
Go over pages 1 through 10 by Teacher1 Last Taught: 8/15/2011 - 8/15/2011 =] g a

Go over pages 1 through 10 and give some real life examples of how this math applies in our every day lives

Go over pages 1001 through 1010 by Teacher! Last Taught: 1/2/2012 - 1/2/2012 = 2 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 =] Q 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 Teacher1 Last Taught: 1/3/2012 - 1/3/2012 =] g 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 Teacher! Last Taught: 1/4/2012 - 1/4/2012 = 2 a
Go 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 Teacher1 Last Taught: 1/5/2012 - 1/5/2012 =] Q 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 through 1050 by Teacher1 Last Taught: 1/6/2012 - 1/6/2012 =] g a
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 & beside 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 <.

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.

Schedule Lessons

“Schedule Lesson Plans”
“Import Lesson Schedule”
“Remove Lesson Schedule”

Schedule Lesson Plans

You can schedule a lesson plan to be taught in 1 or more classes during different time periods
throughout the school year. The lesson must be scheduled first before it displays on the Class

Dashboard.
1. On the Lesson Plan Maintenance screen, click the Schedule tab.
2. On the Lesson Plan Schedule screen, click & beside the Start Date field to select the
date to begin using the lesson plan, or enter it in the field.
3. Click £ beside the End Date field to select the date to stop using the lesson plan, or enter
it in the field.
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4. Select the class(es) for which you want to schedule the lesson plan.

@ProgressBook ~Lesson Plan Schedule GradeBook | ML & ©

‘GradeBook
Dashboard / Back

EralpErerl Schedule |

Enter dates, then check the classes that
you would like to schedule.

This lesson has not been scheduled yet.
Start Date: | 041102017 |2 Use the area on the left to schedule the lesson.

Flex

|AP Spanish - 6th
Spanish 1-5th
Bpanish 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.

r‘éProgressBook ~Lesson Plan Schedule GradeBook | M & @

‘GradeBook

Dashboard / Back

Pl 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: ﬂ Spanish 1 - 5th 0471072017 |2 0411272017 | B2 O
7 Spanish 1 - 7th 04/10/2017 |3 04/12/2017 | B O
End Date: | 041212017 |E Spanish 1 - 8th 04102017 | B8 0422017 | B 0
[ [Flex
[1 4P Spanish - th
| L] [Spanish 1-5th
O [ [ Ispanish 1-7th
[] |Spanish 1-8th
[ ] |spanish 4 -2nd
[ [T [studyHall- st Save
Schedule the Lesson

Note: You can also schedule the lesson plan by clicking Schedule the Lesson
on the Lesson Plan Maintenance screen Main tab.

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. Onthelmport aLesson Schedule screen, select the desired class in the Class to Import
FROM drop-down list in the banner.

3. On the left side of the screen, select the checkbox(es) beside the class(es) for which the
lesson plan schedule will be imported.
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Note: You can click the lesson plan fitle in the Lesson column to view the lesson
plan in a separate window and/or print it.

4. Beside 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 2 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.

@ProgressBook. ~Import a Lesson Schedule GradeBook| M & ©

Spanish 1-5th

The following lessons can be imported:

Instructions

1) Select a class at the top to import FROM

Lesson Dates Taught Start Date End Date

Los Animales 212317 04/13/2017 0411712017
2) Select classes below to import TO. - AHOMT Q ﬁ
Fiox Las Comidas b L 1= [

AP Spanish - 6th
ISpanish 1- 5th
[Spanish 1-7th
[Spanish 1 - 8th
[Spanish 4 - 2nd
| [Study Hall - 1st

O

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.

n

Click % beside the scheduled lesson plan you want to remove from the class.

On the Remove a Lesson window that opens, select the checkbox beside the class for
which you want the scheduled lesson plan removed.

223 ProgressBook GradeBook Teacher Guide: Traditional



Lesson Plans

4. Click Remove the Lesson.

Check the classes that you would like to remove
from the lesson.

Start Date £
End Date £

[Flex
AP Spanish - 6th

ISpanish 1-5th
ISpanish 1-7th
ISpanish 1 - 8th
ISpanish 4 - 2nd
[Study Hall - 1st

Remove the Lesson

O
(I

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. On the Class Dashboard screen Lessons tab, the Lesson Plan Search screen, or the
Lesson Plan 5-Day View screen, click £ peside the lesson plan you want to edit.
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 Class Dashboard screen Lessons tab, the Lesson Plan Search screen, or the

Lesson Plan 5-Day View screen, click ﬁ beside the lesson plan you want to copy.

2. Onthe Lesson Plan Maintenance screen Main tab, click Copy the Lesson.
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Note: If academic standards are attached to the lesson plan, Copy the Lesson
displays below the standards.

@R‘OgFBSSBOOk -~ Lesson Plan Maintenance GradeBook| ML & @

Attachments || schegue |

Standards Connection  Add Sisndaris

[OH.ELA-Literacy.L.1.2d]. Title:  Spelling Week 1
Use conventional spelling for words with common o
spelling patterns and for frequently occurring
irregular words.

[OH.ELA-Literacy.RF.1.3a].

Know the spelling-sound correspondences for  x @ @
common consonant digraphs.

Templates ¥ | Manage Temgplates

Styles ~ | Font - | size ~- B I U S x »x

= A-A- = =z}

|
o]

Take a spelling pretest. and then study the spelling words handout. At the end of the week, take the

final spelling test
T Estimated duration: 1 week
Preview the Lesson Instructional Procedures:
Print the Lesson
Add g New e Qn
Required Materials:
Copy the Lesson Standards
Delete the Lesson
Setup Lesson Plan Sharing Check Spelling

3. Editthe 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.

6. On the Lesson Plan Schedule screen, click & beside the Start Date field to select the
date to begin using the lesson plan, or enter it in the field.

7. Click 2 beside the End Date field to select the date to stop using the lesson plan, or enter
it in the field.

8. Select the class(es) for which you want to schedule the lesson plan.

9. 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:

¢ On the Lesson Plain Maintenance screen Main tab, click the Print the Lesson link.

¢ On the Class Dashboard screen Lessons tab or the Lesson Plan Search screen, click
& beside a lesson plan.

* Onthe Lesson Plan View window, click Print 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 Lesson Plans

“Delete Individual Lesson Plans”
“Delete Multiple Lesson Plans”

Delete Individual Lesson Plans

To delete a lesson plan, 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 Main 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 must 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 checkbox in the
Del? column.

Click Save.

The lesson plan is no longer scheduled in that class.
Click the Main tab.

In the left column, 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 Lesson Plans.”)

1.

On the Teacher Home Page, below Administration, click Bank Maintenance.

The Assighment Bank Maintenance screen displays.

2. Click the Lesson Plan Bank tab.

vg H‘Og-"ESSBOOk ‘ ~Assignment Bank Maintenance

AP Spanish ~

Filsrty:  Assignment Type: Al Types |~ | Text Apply Filter

Assignment Bank [T i Bank | Lesson Plan

Actions: EEERERIEN ]

Bank

The Lesson Plan Bank Maintenance screen displays.
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3.

4.

(Optional) To filter the list of lesson plans, in the Filter by area, enter or select any filter
criteria, and then click Search.

Select the checkbox(es) in the row(s) 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 checkbox in the header row,
and then click Delete [x] Lesson Plan Item(s). On this screen, you can delete
lesson plans only if you have not scheduled (assigned) them. To unschedule a
lesson plan so that you can delete it, see “Delete Lesson Plans.”

@HOQFBSSBOOK ‘ -~ Lesson Plan Bank Maintenance GradeBook| A & @

5.

ignment Bank || Homeworl ol Lesson Plan Bank

Actions: ‘ Delete Lesson Plan ltem(s)

Subject. [ <] Grade: | <] Unit | | Keyword: | | searen

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 2/23/2017 by Jasmine Bishop v

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. Onthe Class Dashboard, below Lesson Plans, select 5 Day Planner.

2. On the 5 Day Planner screen, click £ beside 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
e Assignments
*  HW (Homework)
* Summary — Displays only the lesson plan summary text
* Details — Displays the full lesson plan text

5. Click Go.
The lesson plans that meet the selected criteria display only on the days the class is
scheduled to meet
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Note: To view a lesson plan, click on the title. To edit the lesson plan, click f

beside it.
—
|- a ianner GradeBook |
ey ProgressBook | -5 Day P 230
| Math - Gr 02: 01_* | 4732017 | Go
] ] []
@ Monday 4/3 Tuesday 4/4 Wednesday 4/5 Thursday 4/6 Friday 4/7 @

Go over pages 501 through 510 £ Goover pages 511 through 520 £ Go over pages 521 through 530 £ Goover pages 531 through 540 £ Go over pages 541 through 550 £
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

Math - Gr 02: 01 give some real life examples of how give some real life examples of how give some real life examples of how give some real life examples of how give some real life examples of how
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

Create a Lesson | Create an Assil | 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 add only
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
checkbox in the Select column.

ProgressBook GradeBook Teacher Guide: Traditional 228



Lesson Plans

5. Click Update.

Staff Search ®

i
Select Name School -
Aarons, Kerri VWOOSTER HIGH SCHOOL
O | Bollinger, Nick WOOSTER HIGH SCHOOL
[0 | Castro, Rudolfo WOOSTER HIGH SCHOOL
O | Drury. Millicent WOOSTER HIGH SCHOOL
O Evans, Courtney WOQOSTER HIGH SCHOOL
Filips, Mickey WOOSTER HIGH SCHOOL
L Gross, Felicia WOOSTER HIGH SCHOOL
O Houghington, Carey WOOSTER HIGH SCHOOL
O Iglesias, Alicia WOOSTER HIGH SCHOOL
O Jones, Samuel WOOSTER HIGH SCHOOL
1 Kissinoer 7ackans WOOSTFR HIGH SCHOOI v
Select All De-Select All

=

The staff members with whom you selected to share lesson plans display on the Lesson
Plan Sharing screen. These staff members are the ones with whom lesson plans are
shared if you select With teachers in my list when you create lesson plans.

@ProgressBook ‘ ~Lesson Plan Sharing GradeBook| A & @

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 add private
notes but cannot edit any other content.

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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2. Click Save.

The following information is optional but is recommended for searching and sharing lessons.

Subject: Fareign Language ~
Crade Level:  Grade Nine ~
Select a Unit: ~ lor Enter a New Unit:

To learn Spanish words for food items.

Summary:

Author: Jasmine Bishop Share?:  With teachers in my list .
Make Public
No

With Ieachkers in my list
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