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Once you login this will be the window that opens 
up. If you click where the arrow is located that will 
take you to all your classes first semester.  

Entering your gradebook  
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Here are all your classes for 
first semester. If you click on 
any blue link that says 
gradebook that will open up 
that individual class. 
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Printing your Class Roster 

Go to the reports part of 
the task bar, click on it to 
bring down the menu, and 
select class roster under 
class information. 



Page 4 This window will appear. Click on student name 
and student information and then  click on the 
print button. The computer will let you know 
when it is ready to view and actually print off.  

You can actually print all 
you rosters by clicking on 
select different classes 
and you can then select 
all your other classes to 
print. 
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Go back to your main screen. On the task bar 
find attendance and click on it. On the drop 
down find assign seats for seating chart. The 
next window will show you the students in your 
class. They have been arbitrarily placed there 
through random sorting. To create your own 
seating chart first you need to know the 
number of rows and seats in each of the 
classrooms you are teaching in.  To place 
students where you want them simply click on 
the select button where they are placed and 
move them to the seat of your choice. 
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Printing off your seating chart 

Click on attendance on the task bar. On the 
drop down click on take daily attendance – 
by seating chart. 
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Printing off your seating chart and taking daily attendance 

Once school begins there will 
be buttons on each student 
that allows you to click 
whether they are tardy or 
absent. 

To print off the seating chart click on 
printer friendly listing and this will 
bring you to a window that will show 
your seating chart and allow you to 
print it. This printed seating chart is 
not only useful to expedite your own 
attendance taking, but is in an 
invaluable tool for a substitute if you 
have to be absent from class yourself. 
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Printing seating chart 
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Go back to the main screen. On the task bar 
click on categories. 
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Setting up gradebook Score method allows you 
to set your gradebook to 
either a point system or a 
percent system 

These are all the possibilities of 
categories to use as labels for the 
various assignments you will have 
over the course of the semester. 
Some teachers use up to 15 of 
these categories , others use only 
the basic three: tests, quizzes, and 
assignments. It’s up to you. 

Click on this 
box to get 
started 

1.) 

2.) 

3.) 
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All you need to do is 
unselect all and then go 
back and click in only the 
boxes of the categories you 
choose to use. Click save. 
You can individualize all 
your classes or use the 
same categories in all your 
classes. 
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Go back to the main screen and find 
assignments on the task bar. Click on it to bring 
down the drop down and click on add 
assignments. 
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Choose category 
1.) 

2.) Write a brief 
description 

3.) Write a more 
detailed 
description of the 
assignment 

4.) Click here 
if you have 
any other 
classes with 
the same 
assignment. 

5.) These buttons are used        
     depending on what you      
        need to do next. 
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If you decide to grade at a later time then go back 
to the main screen. Find quick scoring on the task 
bar and click it. This will allow you to score 
assignments that you might have put in the 
gradebook earlier. If a student is absent on the 
day you graded and posted simply click on the 
enter button when you get to his or her name. 
That will leave a blank where the grade is 
supposed to be but that grade will not be figured 
in on that student’s class grade. If the student 
failed to hand in an assignment then enter a 0 for 
his or her score. 
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Go to main screen. On the 
task bar find reports and 
click on it to bring down 
the drop down. Click on 
category summary report 

To obtain a single progress 
report click on the student’s 
name . Click reports – 
Category summary report 

If you click on the avatar this 
pulls up more specific 
information about that student 

Printed copy of Class Grades 

Printed copy of one student’s grades 



Page 17  Login page 


