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Agenda
• Basic Navigation
• Dashboard Live Tiles
• Attendance
• Lunch Count
• Gradebook (Navigation, Gradesheet Legend, Adding Assignments, Entering 

Grades)
• Progress Reports
• Message Center



Help Center

• Accessing Help Center –
• Path – Teacher Access>Main 

Screen>Knowledge Hub(top 
righthand corner)>Help Center

• Help Center takes you in from 
where you are in the system so 
once you are in the Help 
Center it often helps if you 
click on Home on the bread 
crumbs and start from the 
beginning.



Dashboard Live Tiles
Creating Live Tiles (3 ways) –

1. Teacher Access>Home Screen>Select Class Tiles (top righthand corner)
2. Gradebook – Gradebook>Gradesheet>Select Class>More (top righthand corner)>Add 

Gradesheet Tile to Dashboard
3. Attendance – Attendance>Daily Attendance>Select Class>More (top righthand 

corner)>Add Daily Attendance Tile to Dashboard

• Live Tiles of Specific Views –
• You can create live tiles of specific views by clicking on the down arrow in the top 

righthand corner. (Example Student List, Active Students only)



Please select  this icon



Select both tiles



IMPORTANT! We must select RUN PROCESS to complete the tile!



After you close the next pop-up screen you 
will see your tiles! 

Your tiles! Feel free to customize color by selecting the drop down and configuration 



Create Your Class Attendance Tile-15 minutes

1. Make sure you are in Teacher Access click on the 3 lines

2. SELECT Attendance

3. Under Features SELECT Daily Attendance



Create Your Class Attendance Tile-15 minutes

SELECT your class



Create Your Class Attendance Tile- 15 minutes

SELECT Add Daily Attendance Tile to Dashboard



Create Your Class Attendance Tile-15 minutes

1. SELECT “More”

2. SELECT Add Daily Attendance Tile to Dashboard



Create Your Class Lunch Count Tile -10 minutes

1. Make sure you are in TEACHER ACCESS

2. SELECT Menu Bar (3 horizontal lines)     

SELECT Online Form



Create Your Class Lunch Count Tile-10 Minutes

1. SELECT Your Class

2. SELECT “More”



Create Your Class Lunch Count Tile-10 Minutes

SELECT Add live Tile to Dashboard



Dashboard Live Tiles
• Dashboard Management –

• Layout – Auto vs Manual
• Dashboard Library
• Live Tile/Widget Configuration

 



Attendance
• Attendance – Two Ways

• Path – Teacher Access>Menu>Attendance>Daily Attendance
• Path – Teacher Access>Menu>Attendance>Seating Chart>Room Layouts

• Start by creating a Room Layout (Click Add Room Layout - top righthand corner)
• Once you’ve added Room Layout Details, click Save & Add Seats
• You can drag and drop Teacher and/or Student Desks into the grid or click Add Multiple Seats
• Seats can be arranged to mimic the layout of your actual classroom

• Path – Teacher Access>Menu>Attendance>Seating Chart>Seating Charts
• Provide Seating Chart Details then click Save & Assign Seats
• You can drag and drop unassigned students into seats or use the Auto Assign Seats functionality
• You can move a student to a new seat by dragging and dropping their photo bubble



Lunch Count
• Lunch Count

• Path – Teacher Access>Menu>Online Forms>My Online Forms
• Located at the bottom of the screen
• Click More (righthand side of the screen) to Add Live Tile to Dashboard



Creating your Gradebook 

#2 select grade book

#3 select Grade Sheet

#1 Select three bar option bars



#1 click on tile

It will open

class information 
(names)

Select settings

#2 The next page will open, please select settings (Yellow)



Select Academic Standard Display



#1 Select this box and all the standards will be selected

#2 Make sure to save your changes!



To see your newly set up gradebook select Gradesheet



These expand for each standard
You can see individual grading events
once expanded.



Gradebook
• Navigation
• Gradesheet Legend –

• Assignment Icons
• Grade Column Icons
• Student Icons
• Grading Period Icons
• Misc Icons
• Grade Colors
• Hotkeys



Gradebook
• Creating an Assignment

• Path – Teacher Access>Menu>Gradebook>Gradesheet>Select Class>Add Assignment 
(top righthand corner)

• Syncing Assignments to a Classroom/Course
• Path – Teacher Access>Menu>Gradebook>Assignments>Select Class>Mass Copy 

Assignments to Other Classes (top righthand corner)



Gradebook
• Editing Grades/Scoring –

• Path – Teacher Access>Menu>Gradebook>Gradesheet>Select Class>Click on Enter 
Scoring Mode (top righthand corner)

• Before Entering Scoring Mode be Sure and Expand All of Your Double Arrows/Double Chevrons so 
That You can See All of Your Assignments

• Once in Scoring Mode You can Click on the Double Arrows/Double Chevrons on the Assignment 
Itself and Add Score Clarifiers, Mark as Missing, and Add Comments

• It Allows You to Move Up and Down With the Arrow Keys but Not Side to Side
• You can Also Click on the Assignment and Click Mass Score

 



Reports
• Attendance

• Path – Teacher Access>Menu>Attendance>Reports
• Attendance Totals for Students
• Class Attendance Totals
• Daily Attendance Class Roster By Teacher
• Teacher Class Attendance



Reports
• Gradebook

• Path – Teacher Access> Menu> Gradebook>Reports
• Missing Assignments
• Progress Reports

• Progress Report
• Student Progress Report (Activity Access)
• Student Progress Report By Class
• Student Progress Report By Student (Teacher Access)
• Student Progress Report By Student (Teacher Access) –WSIPC

• Send Progress Reports (Student Progress Report)
• Path – Teacher Access> Menu> Features>Gradesheet>More>Send Progress Report
• Path – Teacher Access> Menu> Features>Send Progress Report

• Progress Report Run History
• Scheduled Progress Reports



Conference options for Strong Start/February
#1 Select three bar 

#2 Select Conference in menu

#3 Select Conferences (under features)

look



Down Arrow

Select the box next to “Do Not Schedule”



For parents who need help, you can add an 
attendee. (creating a conference for them)

Select add attendee here

* You can also see who signed up under attendee section



Message Center
• Message Center -

• Path – Teacher Access>Menu>Message Center>Message Center>Add Message (top 
righthand side)

• Gradebook – 
• Path – Teacher Access>Menu>Gradebook>Gradesheet>Select Class>Click on “i” 

(lefthand side) by student’s name>Select Send Message (top righthand side)

• Student List – 
• Path – Teacher Access>Menu>Student>Student List> Select Class>Click “i” next to 

student's name (lefthand side)>Select Send Message (top righthand side)



Questions?



Thank You!
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