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Document Notes

Document Conventions

Schooltool is structured hierarchically and makes extensive use of the “drill-down” nature of data. Because
of this, the “>" notation will often be used to indicate an additional level of navigation. For example, the
following would be displayed:

Scheduling > Master Schedule > High School > 2005-2006 > Master Schedule Builder

This is used in place of the lengthier text that would be needed to direct a user to first click on the
“Scheduling” module, followed by the sub-module “Master Schedule,” then the building “High School,” and
so on.

This same line may further be truncated by assuming the user will properly select their building and year
when prompted:

Scheduling > Master Schedule > Master Schedule Builder

This document will use this notation throughout.

Securities

Many features utilize security settings to either enable or disable the feature. When a new feature is added,
it is a general practice of schooltool to disable the feature by default for all security groups. When looking
for a feature in the schooltool application, note that it may need to be enabled before it is functional.

Also, many features’ availability depends on user permissions. This document will address all features of this
module, even though they may not apply to all users.

Cross-references

Throughout this document, it may be necessary to refer to other procedures or modules within schooltool.
When such references are made, the related document title will be shown in red italic print (for example,
the Batch Selector User Guide provides information which may be needed across all of schooltool).

Users may find these documents in the schooltool Knowledge Base, located at kb.schooltool.com.

Any reference to a section within this document will also be shown in red italic print. Those references
and/or page numbers will contain a hyperlink to the appropriate section in the document, so users need only
click the red text or the page number to jump to the cross-referenced section.
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Home: Teacher View

When you log into schooltool, the default view is the Home > My Home sub-module. If you are a teacher and have
current classes, your default My Home tab will be the Classes tab. If you do not currently have classes, you will be
directed to the Search tab instead. The other tabs available in My Home are Search, Campus, Reports, and Actions. These
are available for most user roles. More information on each of these tabs is available in the Home Module User Guide.

Quick Search

From the top of any schooltool screen, a search control exists that can be used to search for student records without
navigating back to the main search screen of the current module. To use the Quick Search feature, simply enter text in the
search box at the top of the screen, and click on the Search button.

Note: Access to the Quick Search feature is based on user permissions. If a user does not have the rights to perform
general schooltool searches, the user will not be provided with a Quick Search bar.

Search

All searches will be performed from within the main search window of the current module. For instance, using the new
Quick Search feature from within the Attendance module will re-navigate the user to Attendance > Student Search
and display the appropriate results. If a Quick Search is performed within a module that a user does not have rights to
search in, or that does not have a search function (such as the Maintenance module), the search will be performed from
within Home > My Home > Search.

Note: All current operations should be completed (saved) before using the Quick Search function. Using Quick Search
will navigate the user away from the current screen in order to display the search results.

Class List

If you are a teacher and have classes, a list of your currently active courses will appear on the screen, on the Classes tab. If
the Master Schedule is unlocked, you will only be able to see your Homeroom in the current year’s list, if you have one.
You may also select another year by selecting the “All Years” and choosing a year from the drop-down list. Selecting a past
year’s course will allow you to see that course’s grade book, if one exists. The grade book will appear in read-only mode.

The list of classes will also include several icons, which allow you to perform a variety of tasks. These icons act as shortcuts
to the Teacher Tabs, which exist for each class. Clicking on any of the icons will bring you directly to the corresponding tab
for that class.

My Home Classes Search Campus Reports Actionz

Welcome, Jennifer Brewer, today is Tuesday, July 29, 2008
Cycle day 1 in Elementary One - Elementary

Select ‘! Year Selector
Class Current Classes @ All Classes 2007-2008 ~ <—
\4 Class Period Section Dayvs Room Semester
&% 8 4 1] General Education 3 5 507 - Brewer  Fall Winter/ Spring
Attendance [ A
Alert Flag || B 7115’ m eroom 0 507

Roster | Grade Book | | Seating Chart
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e Select & button — select that class and refresh the screen with new information. Depending on the status of
the selected class, you may be brought directly to the Grade Book view, or you may be prompted to enter or
select other information. You may also see additional tabs, such as Attendance, Roster, Alerts, and Seating

Chart.
P,

Roster ™

display certain student alerts, depending on district settings.

icon — see additional information about the students enrolled in that class. The Roster list may also

. . . . . .
e Grade book “= icon — jump directly to the grade book for that particular class. The icon will not appear for
classes, such as Homeroom, that do not use a grade book.

Attendance Flag "

Seating Chart rH icon — view or edit the seating chart for any of the classes listed.

icon — shows any existing Attendance alerts. If the Flag appears, it means there are

existing attendance alerts. Typically alerts are used to indicate that attendance has not been taken for this

course for a given number of days (as defi

ned by your district).

Note: When you use any of the icon buttons, you will see several additional Teacher Tabs. These additional tabs are
described in the next section of this document, although the availability of specific tabs may vary depending on the type of

class selected.

Teacher Tabs

Once you have logged in and selected a class, a new set of tabs will appear. Besides the general tabs of Classes, Search,
Campus and Report, teachers have access to a variety of additional teacher-specific tabs for each course in their class list.
These sub tabs allow teachers to perform tasks, review additional information, access student records, etc.

Dat- 582008 = ¢ © Portrai
s A8
A £
Boamar Mocte, Clak,
Matha Rl T

3

Hurrme
CERAMICS | [Period 8] [2.3,4.56] @' Afterdance Gl!d@
@ L

Landscape

CERAMICS I [Period 8] [2.3,4.5.6]

Attendance Tab

When teachers log in and select a class from the Class List, the Attendance tab will appear if attendance is required
for this class. The date will always default to the current date, and, if appropriate, will alert you if attendance has not

yet been submitted for that date.

Homeroom

(P)resent - 15
(A)bsent - 0
Absent

O BECE

@

O

Last Name

! i BRYANS

Attendance has not been submitted

Date [BI21/2007 EI & Show Pictures

Roster  Atlondanes |  Alets
=~
@Yes ONo
First Name Grade YTDA QTDA
Courtney 3 3 2
Christian 3 1 1
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Roster Tab

The Roster tab shows a list of all students who are in this section of this class for the entire duration of the class,
regardless of the marking period. It also shows icons for student alerts (AIS alerts, IEP Viewer alerts, and Medical
alerts). This tab appears in both the homeroom and general education class.

Homeroom Roster  Aftendsnce Alerts
Student Alerts a&pr

Student ID Last Name First Name Grade

m 8854 BEECE Courtney 3

B 9932 BETANS Christian 3

B 8317 BUCEINGHAM Eennedy 3

> B 9401 CAPOSERRE Gavin 3

B 9838 CAPOSERRE Iichael 3

Seating Chart Tab

The Seating Chart allows teachers to view students’ photos arranged in a seating chart. Teachers may drag-and-drop
photos to edit the seating chart, view charts for a class on a specified day, print any day’s seating chart for a substitute
teacher, and create printable seating layouts.

CERAMICS | [Period 8] [2,3,4,5,6] Info Roster Afiendance  Grades Alerls Seating Chart

Date |5/14/2008 E i @ Portrait ' Landscape

o E E CERAMICS I [Period 8] [2.3.4,5.6]
Bave, Ok,
Mather Balin. Duerid

Grades Tab

The Grades tab is where all grading tasks are completed. You can create grade books and grade daily
assignments here, as well as complete other tasks such as entering progress reports, marking period report
card grades, final exam grades, and any state assessment grades.

My Grade Book 3 o Fostee | Guados  Ales
View: | Grade back editor v L =l
Subject: | English Language Ants *  Show [lnactive Students [ Atinbiges  Sort: |Assignment Date ™  Ascending % Filter: Al -
% Gen Fd GR3 (1 0607 Grade Book Page 1 » L9 & & By Studert Name Asc »
eading Assigum Reading Assignm Reading Assignm (100) Reading Assignm
- . Hamewark Classwark Classwark Classwark
= SAVG Student 97,2006 9152006 92212006 10/6/2006
2EDhE 2HBE 28NS 288
| — H | )
OexClaa Oecllaa Oeclaa OexCaa
= 67.00 BECE, Coustney two $1ars » [we[JLT | one check “ OwsJir 50 COue CILT | MONE ~ [Cwu [t
Cas Cae Cas Clas
OexDaa OecOas OexOaa OexCaa
& 78,00 BRYANS, Christasfll | two stars ¥ CIMHILT three chec - three checks | CINe LT |74 Owe LT | NONE ¥ Cwe Cer
Oas Oas Oas Oas
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Info Tab

The Info tab shows you information about the class you have selected, such as days when the class meets, the room
where the class meets, a description, etc. This tab provides information in read-only mode, and only appears when you
have selected a general or special education class, or a subject-area class such as Art or Music.

P
1003 General Education 3
School Level: Elementary Days: MTWEF
Department: Elementary Period:
Gender: Co-Ed Room: 25
Description: Marking Periods: Fall
Prerequisites: Spring
Teachers: Christine BEYANS

Alerts Tab

The Alerts sub tab shows you messages about tasks that have yet to be completed, such as submitting attendance.
This tab appears in both the homeroom and general education class.

~
B Attendance was not submitted on 8/22/2006
P Attendance was not submitted on 8/23/2006
B Attendance was not submitted on 8/24/2006




Roster Tab

The Roster tab shows you a list of all the students who are in this section of this class. This list may be filtered by semester
and/or cycle day. From the Roster you may view student alerts and access students’ Personal Information Records. In
addition, you may print a roster by clicking on the Roster Report & icon. The report will respect the selected filters when
generating the report.

Homeroom Roster  Aftendance = Alerts
a

Semester: Any ~ Day: Any v P

Student ID Last Name First Name Grade
> R 8854 BECK Courtney 3
& 9932 BRYANS Chnistian 3
L 8317 BUCKINGHAM Kennedy 3
> 9401 CAPOSERRE Gavin 3
> 9838 CAPOSERRE Michael 3

Student Alerts

There are three (3) types of alerts that may be visible on a teacher’s class roster. These alert icons appear in the roster
and also on individual students’ Personal Information Records. In addition, the alert icons may provide more
information on the specific alert, which displays in a text box that appears when the user holds the mouse over an alert
icon.

Awvailable alerts include the following icons and corresponding mouse-over text:

AIS Program Service Alert IEP Viewer Alert Medical Alerts
Eit
Icon: LS Icon: 'i Icon:
Mouse-over text: Mouse-over Text: Mouse-over text:

"R T - r Medical Ale
F‘\.Ib InfC' ]Ep DIFECt .Il" Iewer »l.lie:g;.a:lpe[e:uts
Sep..ice: Pdath r\jeedg: headaches: Carries Epi-pen

stitches:

The visibility of these alerts are controlled by district permission settings. Users may be able to see the alert icon only,
the mouse-over text description only, both, or none of these, depending on their user permissions. Permissions also
control whether users may see these icons on the Roster, the Personal Information Record, both, or not at all.
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Student Information Record

When you select & a student from the Roster tab, you will see that student’s Personal Information Record. The
Personal Information Record contains all infformation about a student. This is where you can review the student’s basic
information such as their contacts (guardians), their schedule, their attendance records, their Discipline referrals
(which you have entered), their grades to date, and any notes.

Use the Done # button in the top right corner of the record to return to the Roster tab when you are finished
reviewing this information.

Personal Information
~
% BECK, Comrtney
First: Courtney &} Address: 10 CORNELL ST
Maddle: Uit #: A
Last: BECE ROCHESTER, NY 12345
Gender: Female FPhone #: 555-5555
7 DOB: 4f211998 (2 yr 4 mo,
1st Langnage:  Enghsh Grade: 3
Homeroom: 110
B HR Teacher: BEYANS, Chnstine
Type: Eegular School Year Enrollment
Building: Elementary Four/Elementary
Team: Homeroom 110
Bus Info: Bus # 671(Sue Anne BECK) ~
Student Contacts Scheduls | Aftendance  [Discipline Grades Aszsignmenis MNotes
Contacts
Sue Aune BECK ® Mother et 5
10 COEMELL ST Home: 555-5555
Unit # A Cell: 555-5555 Unl
ROCHESTER, NY 12345
Custody Type: M/A
Paul BECE & Father
10 CORMELL ST Home: 535-3555

There are several tabs along the bottom portion of the student record which give access to further information:

e Contacts — shows the student’s guardians and their contact information.

Student Contacts Schecus  Aftendance  Discipine Grades  Assignmenis Notes
Contacts
Sue Anne BECK = Mother e
10 CORNELL ST Home: 555-5555
Unat # A Cell: 555-5555 Unl
ROCHESTER, NY 12345
Custody Type: N/A
Paul BECE & Father *
10 CORNELL ST Home: 555-5555
ROCHESTER, NY 12345 Cell: 555-5555 Unl
Custody Type: /A
Siblings
Matthew BECE 8/15/1995 (12 yr 0 ma) Elementary Four/5
Jack BECE 4/19/2003 (4 yr 4 mo)
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Schedule — for elementary students, this tab is usually empty. This is because general education classes and
specials (art, music) are typically set up as supplemental courses (courses without specific periods)

Stdent Cortactz  Schedule Attendance  Discipine Grades Assignmeants Letters MNotes
s
Fall

Period Section Comrse Days Room Teacher

3 General Education 3 25 Ms BRYANS

Spring

Perim‘l_ Section Course Dm< Room Teacher

3 General Education 3 25 Ms. BEYANS

e Attendance — shows their total school absences, early dismissals, late arrivals and ins and outs, with reasons,
for the current year (if any). A year drop-down box lets you review historical data for a previous year.
Attendance Reasons are permission based and may not appear based on your district’s preferences.

Student Contacts  Schedule | Attendance  Discipine Grades  Assignments Mates
2006-2007 v
Type Date
Absent 8/16/2007
Absent 726/2007
Absent 1/18/2007
e Discipline — shows a history of discipline referrals (if any), and, if the district uses points for discipline referrals,

the student’s accumulated points for that year.. Teachers are normally restricted from seeing referrals entered
by anyone other than themselves. A year drop-down box lets you review historical data for a previous year.

Student Contactz  Schedue  Aftendance  Disciplin Grades grument: Notes
L
2006-2007
Grade Date Seen Incident Date Offense Disposition
b ¥ 3 6/21/2007 Lying None
> ¥ 3 1/18/2007 Disruption of Education Hone

Grades — shows marking period (report card) grades and comments for each class. The Grade column displays
the word “None” until report cards for these marking periods have been generated.

Student Contacts Schedule | Attendance Discipline Grades 3-8 Testing = Assignments Letters Notes
School Year 2008-2009 ~ @ Marking Period MP1 - Marking Period Average
Course Tea_cher MP Days Period Sec_tion Gradg Comments
Social Skills 4 Ms. Futrell mlm2m3 MTWRF Supplemental Courses 1 None
PE1 5 Mr. Walker mlm2m3 MTWRF Supplemental Courses 2
54 Ms. Wireman
Art 1 1 Ms. King mlm2m3 MTWRF Supplemental Courses 2
Music 1 B4 Mr. Taylor mlm2m3 MTWRF Supplemental Courses 2
General Education - Grl = Ms. Broussard mlm2m3 MTWRF Supplemental Courses 2

Mindex Technologies, Inc.
Confidential Document

schooltool vé6.3 © 2009 Mindex Technologies, Inc.

Page Il of 73
Modified 02/09/2009
Module User Guide




3-8 Testing Tab — shows a student’s 3-8 Assessment scores. You may print an individual student’s 3-8
Assessment from within the 3-8 Testing Tab by using the Print button in the top right of the tab.

Student Contacts  Scheduk ttend: Disciph 3-8Testing Assignments Letters Notes
=
S_l:hool Year Assessment Performance Level Raw Score Scale Score
2007-2008 Grade 3 ELA 2 28 28

e Assignment — shows assignments that teachers have posted with due dates and scores the student received.

Student Contacts  Schedule | Attendance  Discipline Grades 3-BTesting Assignments Letters Notes
School Year 2008-2009 ~ Marking Period MP1 ~ Courses All Courses ¥

Course Name Assignment Name Assignment Date  Max Points Student Score Teacher Name
General Education - Grl ~ Book 1 Week 2 7/30/2008 10 Ms. Yellow
General Education - Grl ~ Book 1 Week 2 7/30/2008 10 Ms. Broussard
General Education - Grl ~ Recognizing Numbers1-20  7/31/2008 10 Ms. Yellow
General Education - Grl ~ Recognizing Numbers1-20  7/31/2008 10 Ms. Broussard
General Education - Grl ~ Flash Card Recognition 8/8/2008 5 Ms. Yellow
General Education - Grl Flash Card Recognition 8/8/2008 5 Ms. Broussard

e Letters — shows any letters that may have been sent to the student such as attendance letters, discipline
letters, etc. If you do not see the Letters tab, your district may not be using this feature.

Stdent Cortacts  Schedule | Aftendance  Discipline Grades Assignmeris | Lefters HNotes

Threshold Name Threshold Ran On Created On

e Notes — shows additional information about this student, which is not related to their attendance, grades,
discipline history, contacts or classroom assignment, but which is important to have on hand.

Student Contacts  Schedule | Aftendance Discipline Grades 3-8 Testing | Assignments  Lefters Hotes

Note - &

Type: Global
4B 3 If student is sick, please call Primary Contact on cell phone.
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Seating Chart Tab

Any teacher that has classes assigned to them has access to a Seating Chart tab that will allow all of their students' photos
to be organized in a manner that reflects their seats in the class. The seating chart will enable teachers to:

e Drag and drop photos to rearrange seating charts
e See only students that are scheduled for class on the specified day
e  Print any day's seating chart for use by substitute teachers

e Create printable seating layouts in either portrait or landscape mode

Viewing a Seating Chart

. To use the seating chart navigate to Home > My Home > Seating Chart.

Homeroom Roster Attendance Ale Seating Chart >

N g2
Date [f20080 El »

Homeroom

g 8 % A8 8 8 » 8 8

The Seating Chart screen contains the following components:

2. Date Field — the Date field will default to the current date, and will cause the seating chart to display only
students for that date.

Date |4/4/2008 >

To view students for a different date, enter the desired date, or use the date selector to do so, and click on
the Select Dates  button to refresh the screen.

3. Print — the Report @ button in the upper right corner of the screen will open a new window to that displays the
seating chart and course information only.

This report is displayed as an HTML page and does not utilize the i-Net Crystal Clear viewer. To print the
Report, locate your browser's print button in the Report window, and print as you would a normal web page.

4. Edit — the Edit | button allows the changing of student seat locations within the window. See below for
specifics.

5. Done — the Done # button returns the user to their Home > My Home screen.
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Modifying a Seating Chart

Homeroom Roster Attendance Alerts Seating Chart
eu
Date |8/1/2008 B @ Portrait ) Landscape
Homeroom
Anders, Chso, Clerk, Fresman, Fuotrell, Hanske, Hansle, Tacko, Johnzon,
Tulia Adins Nicholss Sydney Oons Allizon Owen. Emily Ssbri

Any seating chart can be modified by a teacher:

Select the desired date, and click the Select Dates I button to refresh the screen if necessary.

2. Click the Edit |« button
3. Select either the Portrait or Landscape option as desired
These change the overall orientation of the "classroom" to vertical (portrait) or horizontal (landscape).
Changing this will alter how the Seating Chart is displayed and printed.
It is possible to have student images outside of the border when changing from one of these options to the
other. If this happens, simply drag the student image back toward the center of the screen.
4. Drag and drop the student photos, one at a time, to a location on the screen that reflects the classroom layout.
5. Save all changes with the Save = button, or use the Cancel @ button to cancel any modifications.
For all days, past and present, each student will remain in the same "seat." New student images will be
displayed as students enter the course, and students leaving the course will no longer display.
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Attendance Tab

New York State requires teachers to take daily attendance. For elementary teachers, daily attendance is taken through a
class called homeroom, which usually corresponds to a general education classroom. Use this section to become familiar

with taking daily (i.e. full day) attendance.

My Home
Select your homeroom

Home

Classes Search Campus Reports Actions

by single-clicking the
select ¥ button at the

[Welcome, Jennifer Brewer, today is Friday, August 08, 2008
Cycle day 5 in Elementary One - Elementary

loft @ Current Classes ) All Classes
' Class Period Section Days Room Semester
N F -} 1 Homeroom 0 507
[ & 4 ] Elementary Art 1 1 3 507 - Brewer  s1/s2/s3

I. From your Class list (in My Home), select your Homeroom. The Attendance tab will automatically open,
displaying a list of students with radio buttons next to their pictures/names.

Homeroom

Artendance has not been submitted

Date [&%ﬁ El B Show Pictures @ Yes ONo

—~a

(Piresent - 22
(A)bsent - 0
(Dyardy - 0
Pl A LT Last Name Fust Name Grade YTDA QTDA QTDT
@ AVERILL Mathaniel 3 0 0 0
/

a BENTON Maria 3 0 0 0
4

Roster  Attendance | Alerts

Note: A message letting you know whether you have submitted attendance yet displays above the date field.

Note: The date field allows you to submit attendance for today, and view attendance for previous days. Depending on
district policy, you may or may not be able to resubmit attendance for a previous day.

Note: The Attendance tab respects the school calendar, as set up in Maintenance. This includes grade-specific calendar
entries, such as days where all students in a certain grade level are scheduled to be out of school (all ninth graders are on a
school trip, or Regents testing days, for example).

Taking Daily Attendance

I. From your Class list (in My Home), select your Homeroom or choose the period which drives daily attendance.
The Attendance tab will automatically open, displaying a list of students with radio buttons or check boxes next
to their pictures/names. (If you have selected a homeroom, only three tabs appear, if you selected a period, you

may see additional tabs.)
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2. Take attendance for each student: click once on the appropriate radio button to show if a student is:
e P for present (the default), or
e Afor absent, or
e T for tardy, or
e K for known absence

Note: The availability of radio button options is a district preference. As a general rule, Homeroom Attendance only allows
a teacher to mark a student Absent. If you are only allowed to mark a student Absent, the additional radio buttons do not
appear; instead you will use a check box to mark students absent.

T Roster  Attendance = Alerts
=g
Attendance has not been subintted. Ao
Date ’W > Show Pictures O Fes @ o
Save button
(Piresent - 15
(Absent - 0
Absent Last Name First Name Grade YTDA QTDA
O BECK Courtney 3 3 2
Checkbox to BRYANS hristian 3 1 1
indicate O BUCKEINGHAM Kennedy 3 1 1
Absent O CAPOSEREE Gavin 3 0 0
il CAPOSERRE Iichael 3 2 1
O CURTIS Hayley 3 0 0
CURTIS IMeghan 3 0 0
O DANGERFIELD Katie 3 1 1
O GARDINER Collin 3 2 0
GOEBEL Amanda 3 0 0
O GOODMAN Maia 3 0 0

3. When you have finished taking attendance, click the Save [=! button in the upper right corner to update the
attendance record. When attendance has been successfully saved, you will receive a confirmation message that
“Attendance has been submitted.”

Homeroom Roster Attendance Alerts

A~

Attendance has been submitted

fate 872142007 > Show Pictures O Tes ® o

(Piresent - 12

(Adbsent - 3

Confirmation Absent Last Name First Name Grade YTDA QTIDA

message BECK Courtney 3 3 2
BEYAMNS Christian 3 2 2
EUCEINGHAM Eetnedy 3 1 1
CAPOSEREE Farity 3 il 0
CAPOZEREE Mfichael 3 2 1
CUETIS Hayley 3 0 0
CTUETIZ Ideghan 3 1 1
DANGERFIELD Eatie 3 1 1

Note: District policy dictates whether homeroom attendance can be updated/resubmitted after it has been initially saved. If
your district allows this, the save button remains on the screen; if this is not allowed, the save button will disappear after
the record is saved.
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Attendance Module

Teachers are generally given limited access to the Attendance module to see daily absences, whether students might be in
or out during class, and/or to generate daily rosters. When you select the Attendance module link at the top of the screen,
the Today’s Attendance sub-module will appear. Here, you can to see all absences, late arrivals, ins and outs, and early
dismissals for the day.

Note: The Attendance sub-module respects the school calendar, as set up in Maintenance. This includes grade-specific
calendar entries, such as days where all students in a certain grade level are scheduled to be out of school (all ninth graders
are on a school trip, or Regents testing days, for example).

Today’s Attendance Sub-module

When you select the Attendance module link at the top of the screen, the Today’s Attendance sub module will
appear. Here, you'll be able to see all absences, late arrivals, ins and outs, and early dismissals for the day.

Attendance Attendance

oy Today's Absentees

Daily Roster Report Flementary One > Elementary = e
Braor = o
Type In/Out  Student Grade Homeroom Excused
Absent BENTON, MWatia 3 25 Thescused
Algent CAPOSEEERE, Luke K 25 Tnexcuzed
Algent ELEFATTE, Jenna K 25 Tnexcuzed

Daily Roster Report Sub-module

Use the Daily Roster Report sub module to generate lists of rosters which can be given to substitute teachers.

Daily Roster Report

e Select the details for

Elementary Four > Elementary = 2006-2007 the roster or rosters you

CycdeDay: 1 ~ wish to print.
Period: All -
Semester: Fall -
Course: ALL -
Faculty: ALL -
Run Report

I.  Select the Cycle Day for which you will generate one or more rosters.
Select the Period for which you will generate one or rosters.

Select the Semester for which you will generate one or more rosters.

> wN

Select a Course from the drop-down list. The default is to print rosters for ALL courses. If you select a single
course, only rosters for that course will appear.

5. Select a Faculty from the drop-down list. The default is to print rosters for ALL faculty. If you select a single
faculty, only rosters for that faculty’s courses will appear.
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6. Click once on Run Report. The Daily Roster report will appear in a separate report viewer. This report
contains a listing of all students in the course, including their IDs, gender, grade, counselor (if assigned) and dates
of birth. Totals for the class, and gender breakdown appear at the bottom of each roster report.

x| Ml e 2] Di@] @] Of fove <

. Preview

Daily Roster Report
Elementary Two : Elementary - 2004-2005 02/1472005

My Grade Book 2 AVERILL, Kathleen Semester: F CycleDay: M
Section:2  Period:
Student ID Student Name

AVERILL, Angela K
AVERILL, Edward W
AVERILL, lan
BENTON, Cheyenne D
CAPCSERRE, Benjamin A
CLINTON, Jacob T
CURTIS, Maya D
DANGERFIELD, Hannsh L
GARFEILD, Shea
HARLEM, Kyle J

i O'BRIEN, Emmett T

" H PECK. PaulJ

z: ROWLEY, Kaira M

DOB
0311341997

02101997
772111997
10641957
120411956
101501957
ptrctiey)
03211997
0701987
04271957
7457
11150957
1172311996

"’Z:Z““"“ZZ"‘RK"'E

Course Total 13

Male: 7
Female: 6

Note: This module may or not be available to you. Please contact your schooltool liaison for more information about this
sub-module.




Grade Book

Schooltool includes a grade book feature which allows teachers to log and track daily assignments, tests, quizzes, etc, for
each student, for each subject or course that they teach. Grade books are specific to each course and must be set up for
each course individually.

Grade books are also available for ungraded courses, such as study halls, lunches, and linked courses. When a teacher
navigates into an ungraded course, they will have the option to create a grade book for the purpose of tracking class
assignments, progress, participation, and more. The only options within the Grades tab that will be available for these
courses are the grade book editor, reports, and setup; all submit options and grade override options will be unavailable for
ungraded courses. This is more likely to be used in secondary schools than in elementary schools.

I.  To access the grade book, Select ¥ a class from the list in the Home > My Home > Classes tab (or click the

Grade Book " icon for the appropriate class).

My Home Classes Search Campus Reports Actions
(Welcome, Jennifer Brewer, today is Friday, August 08, 2008
Cycle day 5 in Elementary One - Elementary
@ Current Classes ©) All Classes

Class Period Section Days Room Semester
P& il Homeroom 0 507
[ & @ ] Elementary Art 1 1 3 507 - Brewer  sl/s2/s3
B 1 € 1 Extended Kindergarten 1 5 507 - Brewer  sl/s2/s3

2. Click on the Grades tab. The Grade book editor View will appear. If the grade book has been set up, it will
display.

EHGLISH 11 REGENTS [Porkod 2] [AB] ity Futber Mierdace  Giaden Aderis

View: | Grade book editor N L Jump to: ENGLISH 11 REGENTS[Penod 2|48 » e A
Show
5 FuglIR 01 P2 0708 Grade Roak

icnqm-lm) Quiz] (100) Chapier 2¢20) Quiz 2 (100) Chapier 2(20)  Quiz 3(100)  Chagier 4 (20) Uni Test 1 (10

[ Tnactive Studenes [ Anributes Sort: |Assignment Date %  Ascending Filter- | All -

Page 1 qp ik M By Siudent Name Asc ~

e = Homewsrk  Chapier Quises  Hamewsrh  Chapier Quisses  Homework  Chapier Quisses  Homewsrh  Undi Tesis
= AVG  Student SA000T 9407 BAT0T 9212007 9242007 92R00T  IWI00T 102007

2B e @RIe ERE ES REDE XS aBDE aRmE
| — O —]
= 9800 AVERILL, Amanc P 1m x G5 E1] a3 o
& 91.00 AVERILL, Andre X 85 ] Cel ) ] 21}
& 8900 AVERILL, David 15 ™ 0 a4 E] &3 0
& 97.00 AVERILL, Samn| 2 Bs 100 0 = 0
S 9500 BARNES, Danel 20 - 0 85 X 1l f]

Note: Since many of the grading tasks require a grade book to already be set up, the instructions generally assume that a
grade book has already been created and set up for the selected class. If the grade book is not set up for a particular class,
you should refer to the following Setting up Grade Books procedure for instructions.
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Setting up Grade Books

Because grade books are specific to each class, teachers will use their My Home course list to select a class, and then build
a grade book unique to that class. The grade book will need to be set up for each class before any of the grading tasks can
be performed.

There are six (6) parts to creating a new grade book. The suggested work flow is to follow this process for each grade
book, repeating it as often as necessary until all grade books have been completed.

To set up a grade book, teachers will need to either import or create a grade book from scratch. This procedure assumes
that you are building a grade book from scratch. For information on importing a grade book, see the Importing/Using Grade
Books as Templates section.

Part |: Users create the grade book name (typically gen ed class + marking period + year.
Part 2: Users select the Averaging Method for this grade book (points or percentage).

Part 3: Users add categories (i.e. quizzes, homework, take-home projects, extra credit, etc), and if appropriate,
weights. At least one category is required.

Part 4: Users add attributes (teachers’ notes for receiving credit or no credit) to the grade book. Attributes are
optional.

Part 5: Users add scales (teachers’ personal grading scales) to the grade book. Scales are optional.

Part 6: Users add assignments (individual quizzes, homework assignments, projects, etc) to the grade book and link
them to appropriate categories.

Part |I: Creating a Grade Book Name

Each grade book should have a unique name. A suggested naming strategy is: subject + marking period + year.

For example:
e Gen Ed GR3-QI-0607

I.  Access the Grades tab. This is where grade books are created. If a grade book has not been set up, the Grade
book setup View will appear.

Home

Grade book setup Jump to: allows you

View appears when WISH 10 [Period 1][2,3,4,5,6] Infa Raster Aftendance  Grades Terts to easily move to

there are no grade and from various
>

books View: | Grade book setup ~ | Jump to: | ENGLISH 10 [Period 1][2,3.4 5 6] |~ grade books

-

Note: If a grade book already exists, refer to the procedure on Importing/Using Grade Books as Templates on for more
information.

2. Click once on the Create New Grade Book & button under the View drop-down list to create a new grade
book from scratch.

3. Create the grade book name. If no other grade books exist, the following field will display:
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ENGLISH 9 [Period 4] [1,3,4,5,6] Info Roster | Attendance

Jump to: ENGLISH 3 [Period 4][1.3.4.5.6] -
Import from: 2008-2009 ~ MNONE

New grade book name: | * @

Grades

Alerts.

Seating Chart

4. Enter the new grade book name in the required, free-text field. Make sure the name is specific enough to be

found later in a list with other grade books.

IMew grade book name: [Eng 10 P4 Q1 0708]

*@

5. Click once on the Add new grade book 4 button to save the new grade book name. The screen will refresh

showing your grade book name in the Default grade book drop-down field.

ENGLISH 10 [Period 1] [2,3.4,5,6] Info
New grade book

the Default grade

d : |Points  w
book drop-down g Method:

[Default srade boohl Eng 10 P4 Q1 0708 v |38 9 [

[Weighted Categories: & Yes O
['WABNING: Categoty weights do not add up to 100%;,

M -
Category

Roster

Weight

Aftendance

name appears in Fiew: NGrade hook setup ¥ Jump te: | ENGLISH 10 [Period 1][234,56] ¥

Category

Grades

Aftribute

Home

Aletts

Scales

w

Part 2: Selecting the Average Method

Users can control the Averaging Method used in calculating averages for this grade book. The two options are Points
and Percent. If the Points value is selected, averages will be based on the total number of points achieved out of the
total number possible. If the Percent value is selected, averages will be based on the averages divided by the number of

assignments.

Points averaging example:

3 Assignments:

Assignment #1 50/100 = 50% for assignment
Assignment #2 20/40 = 50% for assignment
Assignment #3 100/100 = 100% for assignment

Point average = (50+20+100) / (100+40+100) = 170/240 = 70.83%
Percent averaging example:

3 Assignments:

Assignment #1 50/100 = 50% for assignment
Assignment #2 20/40 = 50% for assignment
Assignment #3 100/100 = 100% for assignment

Percentage average = (50+50+100) / 3 = 66.66%
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General Education 3 Infa Roster Grades Alerts

Averagin

MethOgd 9 View™Grade hook setup hd ~
drop down Averaging Method: | Points v

options AACR 01 0708 v | S e 2

Category  Atribute Scales

Weighted Categories: @ Yes OIo +*
(WARDING: Category weights do not add up te 100%.
Category Weight

Note: Whichever method is selected will affect the current total average taken from all assignments in this grade book. It is
not possible to select different averaging methods per assignment.

Part 3: Adding Categories to a Grade Book

Grade book Categories are topics or headings like homework, assessments, class work, projects, etc, which individual
graded assignments fall under. Categories are how schooltool organizes the various assignments to be graded. You
must have at least one category in order to add assignments, and there is no limit to how many you add.

. Continuing from Part 2, make sure you are still in the Grades tab, in the Grade book setup View.

General Education 3 Info Roster Grades  Alerts
Category
:-'ie)vGrade book setup v = tab
Zveraging lMethod: 4
Default grade book: | Gen Ed GR3 Q10708 | 3 4p [
Grade book Category  Aftribute | Scales
setup View
Weighted Categoriess @ Tes ONo L
TWARNING: Category weights do not add up to 100%.
Category Weight

2. Select the Category tab (the default).

3. Decide whether your categories should be weighted or not by selecting the appropriate radio button for Yes
(weight) or No (do not weight). Yes is the default.

Category  Aftrbate | Scales

[Weighted Categones: @Y
WARNING: Category weig 100%

Category Weight

A

A. To turn weighting off, click once in the No radio button. This assumes all categories are weighted equally. If
weighting is set to No, the tab will refresh with a required, free-text field for Category. The field for Weight
will be “grayed out” and unavailable.

ateqol Adtribute Scales

Category

B. To turn weighting on, click once in the Yes radio button. If you have selected weighting, you must designate
weight values. Weight values cannot exceed 100. If weighting is set to Yes, the tab will refresh with required,
free-text fields for Category and Weight (see below).
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Weighting set to
Yes — entry fields

appear for & Ot -
Category and : Cjt:iizwegh —
Weight = —=

~=

Category  Aftribute | Scales

Weight

Note: A message stating that “WARNING: Category weights do not add up to 100%” will appear if you have
selected Yes for weighted categories, but either no categories exist, or existing categories do not equal 100. As soon as

categories equal 100, or weighting is set to No, the message will disappear.

Note: You can turn weighting on or off at any time, and your grade book averages will automatically recalculate according

to the selected option.

4. Click the Add Category < button on the right side of the Category tab.

Category

Weighted Categories: @ Yes ONo
(W ARNING: Category weights do not add up to 10094,

Category

Weight

Attribute

Scales

Add Category

+

5.

Enter the Category name (i.e. “Homework,” “Exams,” etc.) and the numeric Weight (if applicable).

Use the update
= button to

save your work ['WARIING: Categery weights do not add up te 100%

Category

Homewark

=17

Category  Altribute Scales
Weight
25

Note: When adding weighted categories, the total weight of all categories must add up to 100. If you enter a weight that

will result in a total over 100, an error will appear.

Note: Weight values are numeric only — using decimals, percent (%) signs or words in this field will result in errors.

6. Click the Update = button on the far left of the Category row to save your category. The screen will refresh to
show you the category (and weight, if applicable) you have added for this grade book.

Delete and
Edit buttons

Weighted Categories: @ Yes OO0
TARMING: Category weights do not add up to 100%

1 -
Category

Kz

Homework

Category  Aftribute Scales

+

Weight
25

Note: You can use the Delete ¥ button to delete your category, or the Edit [4 button to make changes to your category

name and/or its weight (buttons are to the left of the category).

7.
weighted categories might look.

Repeat these steps for each category in this grade book. The image below shows how a grade book with multiple

Weighted Categories. @ Yes Olo

Grade book with Category

multiple weighted < Kl Classwork

categories Xh\_o.\‘ Extra Credit
K=z Homework
K= Tests

Category Attribute Scales

a
Weight
25
10
25
40
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Note: You can continue to add categories at any time, and can also edit categories (and their weights) and turn weighting
on and off. However, if you choose weighting, all new categories must have a weight, and total weight cannot exceed 100.

Part 4: Adding Attributes to a Grade Book

Grade book Attributes allow a teacher to designate if a student gets credit for an assignment or not. For example, you
might create an attribute called “exempt” that can be selected when a child is absent with a legitimate excuse, and
therefore failure to turn in an assignment would not count against them. Or you could create an attribute called “not
handed in” which would result in no credit. Attributes are not required.

Attributes apply to every assignment in this grade book. It is not possible to add attributes which are only valid for one
of a group of assignments.

I.  Continuing from Part 3, make sure you are still in the Grades tab, in the Grade book setup View.

General Education 3 Infa Roster Grades Alerts

Attribute tab

View: | Grade book setup v
Avéraging Method: | Points

Defalt grade book: | Gen Ed GR3 Q10708 v |4p [
Grade book Category  Attribute Scales Add # button

setup View ﬁ

Name Short Name Type

2. Select the Attribute tab in the lower portion of the screen.

3. Click once on the Add s button on the right side of the Attribute tab. The tab will refresh with entry fields:

Category  Attrilnte Scales

Name: | Short name: | Type: |No Credit v

A. Name (free-text, required, up to 50 characters): name of the attribute (i.e. “Not Handed In,” Absent when
assigned,” “Exempt,” etc.).

B. Short name (free-text, required): This is what will display in the Assignment area (i.e. “NH” for Not Handed
In or “EX” for Exempt, etc.).

C. Type (drop-down): Choose one of the three options.

¢ No Credit — means that the student will not get credit for this assignment, regardless of whether a
grade is entered or not. This will count against the student and negatively impact the student’s
average. For example, if the assignment is Not Handed In, the student might get No Credit.

e Exempt — means that the student is exempted from this assignment, regardless of whether a grade is
entered or not. The absence of a grade will NOT count against the student and any grade entered
will NOT impact the student’s average. For example, the student may have already completed extra
credit and is exempt from a quiz or homework.

e Flag — has no effect on the average. This just serves as a reminder to the teacher that this particular
attribute was in effect — for example, maybe the assignment was handed in late. The student still gets
credit, but the teacher wants to remember that for later. Or maybe the student was absent when the
assignment was given. The student could still make up the assignment, so this will flag the teacher for

later.
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[Mame: I Short name: Type:

Calegory  Attribute

Mo Credit »

Mo Credit

Flag

Scales

L_@

4.  When you have finished defining the attribute, click the Save [=] button on the far right of the tab to save your

attribute (see below).

The screen will refresh to show you the attribute details you have added for this grade book in read-only

mode.
Category  Aftribute  Scales
A
Name Short Name Type
K2 Exempt from assignment EX Exempt

Note: You can use the Delete & button to delete your attribute, or the Edit [ button to make changes to it.

5. Repeat these steps for each attribute you wish to add.

The image below shows how a grade book with multiple attributes might look.

S

L

B & B

Category  Attribute Scales

Name Short Name
Exempt from assignment EX
Mot Handed In NH
Absent when collected AB
Absent when assigned AA
Late assignment LT

Type
Exempt
Wo credit
Flag
Flag
Flag

Note: You can continue to add and/or edit attributes at any time.

Part 5: Adding Scales to a Grade Book

Grade book Scales allow a teacher to designate grading scales for an assignment or not. For example, you might create
a scale called “stars” that would vary in grade importance such as 5 stars, 4 stars, 3 stars, etc. Scales apply to every
assignment in this grade book. It is not possible to add scales which are only valid for one of a group of assignments.

Scales are not required.

I. Continuing from Part 4, make sure you are still in the Grades tab, in the Grade book setup View.

Grade book
setup View

General Education 3

Grade book setup

View,
):@;jng Wethed: | Points

Default grade book: | Gen Ed GR3 @1 0708 v |9 [&

Scale

Infa Roster

v

Catecory

Grades Alerts

Attribute Scales /

~

+

2. Select the Scales tab.

Scales tab

Add 9
button

3. Click once on the Add  button on the right side of the Scales tab. The tab will refresh with entry fields.
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4. Enter the required, free-text Name of the scale (i.e. “Stars,” “Checks,” etc.).

5. Enter the new symbol name and value, then click the Save (=] button

Category Atribute Seales

Mame: |Checks
New symbol | cne check Value: |74

Symbol Value

6. The screen will refresh to show you the attribute details you have added for this grade book in read-only mode.

Cateqory  Affribue Scales

Name: [Checks
Few symbol Vahae; w
fyinbuol Value
238 one check 75
2% two checks 85
@3 three chee 45

Note: You can use the Delete & button or the Edit [Z button to delete or make changes to an existing attribute.

7. Repeat these steps for each scale you wish to add. The image below shows how a grade book with multiple
scales might look.

Gener al Education 3 Into Roster Grades Alerts

View: | Grade book setup v »
Averaging Method: FPonts  ~

Default grade book: |Gen Ed GR3 01 0708 v 4k [

Category  Attribute cal

Scale
¥ Checks
P Stare

Note: You can continue to add and/or edit attributes at any time.

Part 6: Adding Assignments to a Grade Book

Assignments are the actual tasks students will be graded on. Each assignment must be named, have a designated point
value, have a date, be linked to a category, and be assigned to a subject. You may be able to add assignments to
multiple grade books at one time; see Adding Assignments to Multiple Grade Books for more information.

I.  Continuing from Part 5, make sure you are still in the Grades tab, in the Grade book setup View.

2. Switch back to the Grade book editor View by selecting Grade book editor from the View drop-down list. The
editor view is where you will build (and grade) all assignments.

General Education 3 Info Roster Grades Alerts
Select Grade =N
book editor View: | Grade book setup v ~
from the View Averaging Method: | Points %
menu. Default grade book: | Gen Ed GR3 Q1 0708 » @
Category Aftribute: Scales

3. The Grades tab will refresh with the Grade book editor View, showing the name of your new grade book in the
gray bar above the student list.
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4. Click the Add Assignment ¢ button found in the gray grade-book bar.

neral Education 3 Info
Grade book N
editor View: s | Grade book editor v =]~
The name of
your grade Subjecty English Language Arts v | Show: i;zt‘zefmdents Sort: |Assignment Date |  Ascen
book % Gen Ed GR3 Q1 0708 Grade Book Page | ¥ =
displays in &
the gray bar = SAVG  Student I

=
[N [ ]

& None AVERILL, Nathani®l
S Mone BENTOMN, Maria

& Mone BRYANS, Hannah
& Mone BUCKINGHAM, £
& Mone CAPOSEREE, Alor
& None CAPOSEREE, Daj:
= None CAPOSEREE, Luk,

Roster

¢ | Filter: | Al

L& By Student Mame Asc ¥

Save Grade
book
changes |=
button

7'd
=

Add
Assignment
=F button

5. The screen will refresh with entry fields where you can define this assignment.

General Education 3

Name: ,ﬂﬂeading Asgsignment 1
ommts:

= n 2 Mutneric
»

O Other
m 72072007

Category: | Classwork

lerage
Extra Credit a8
Homeword ACCEsSs
Tests

Info Roster

Note: all
four fields
are required

-

Grades

Subjects

Subject(s): [ English Language Arts OZenal Studies
[} athematics [ ZcienceHealth
[ Technology [Mathematics, Science, Technology

[ Family and Consumer Studies []Career Development and Occupational Studies

Alerts

Attachments

A. Name (free-text, required, up to 50 characters): Enter an assignment Name (such as “take home project” or
“chapter 3 quiz” etc.). Only the first 15 characters will display on the Grade book editor screen, but the
whole name will appear when you mouse over it. The name should be specific and unique. It is not possible
to have more than one assignment with the same name.

B. Points (required): Number of Points this assignment is worth. If a single entry field appears, it assumes you

are only entering numeric values. If you do not see the Points options you require for setting up your
assignments, contact your district’s schooltool liaison. Depending on your district’s preferences, you may see

two (2) radio button options for Points:

i.  Numeric (required, numeric): If selected, a numeric field appears. The point value must be | or greater,

unless your district allows zero-point assignments.

MNae: r—
Foints: ® Numeris|

O Other
Date: AR
Category: | Classwork

[ Include in average

[] Allow parent access
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ii. Other (drop-down: select from a district-defined group of options, such as rubric scales, pass/fail, alpha

scales, etc.

Name r
Puints: O Numeric
@ Other 3 Point Rubric »
3 Point Rubric

Date:  [BRARO07 (3 point Rubric
Category: |Classwork 15 Point Rubric
Checks
[ Include ufStars

[[] Allow parent access

C. Date (required, date field, defaults to current date): you may use this field for the date assigned or the date
due. Use the pop-up calendar to select the date, or enter the date manually using the mm/dd/yyyy format.
This date is only used to help you organize and track your assignments.

Note: If you add all of your assignments with the on the same day and do not change the date field, they will appear in alpha

order by assignment name.

D. Category (required, drop-down): You should see a list of all the categories you added in Part 3. This value
will default to the first value in the list.

6. Decide whether to include this assignment in student averages. The “Include in average” check box is checked by
default; uncheck it by clicking once to indicate that this assignment will not be included in averages. An example
might be an assignment that measures participation which has no actual score; you might give each student who
attended a | out of |, but choose not have this impact the overall class average.

7. Decide whether to allow parent access through the parent portal to this assignment. The Allow parent access is
not checked by default; simply check the box by clicking once and this assignment will be viewable to a parent
when accessing schooltool. The Allow parent access check box only appears if your district allows public access

to schooltool.

8. Select one or more subjects for this assignment. Use the check boxes in the Subjects sub tab. This will help you
organize your assignments, and grade students according to performance in one or more subject areas at a time.

Subject(s):

Subjects
[ English Language Arts [ Social Studies
[ Mathermatics [ Science/Health
[ Technology [IMathematics, Science, Technology

[ Farnily and Consumer Studies [] Career Development and Occupational Studies
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9.  When you have finished building this assignment, save your work using either method A or B below:

A. If you wish to add another assignment after this one, click once on the Save Assignment and add another &
button. The first assignment will be saved, and the tab will refresh allowing you to add another assignment.

General Education 3 Infa Roster Grades Alerts
Return to grade
) Py
U4 boo_k @ without
saving
Name: Reading Assignment 1
Points: = Tumenc 100
Save =] O Other . Save assignment
assignment Date: 82472007 and add another 9F
and return to . brings up another
Category: | Classwork v ;
grade book assignment template
[MInclude in average

[ Allow parent access

Subjects  Attachments

B. If you wish to add only this assignment, and return to the grade book, click once on the Save assignment and
return to grade book (=] button. Use this button when you have finished adding assignments. In this example
we will save and return to the grade book.

10. Repeat these steps for each assignment in this grade book.

I'l. When you have finished adding assignments, return to the Grade book editor View area (finish adding your
assignment and click the Save and return to grade book [=] button, OR click the Return to grade book without
saving @ button in the upper right corner of the assignment area).

12. Save your entire grade book. Click once on any of the Save grade book changes (=] buttons found in the upper
portion of the Grade book editor View in the Grades tab to save the assignment(s) to the grade book. A
confirmation message will appear stating “Your grade book has been saved.”

The image below shows how a grade book with assignments would look:

General Education 3 Infa Roster Grades Llerts

Confirmation Vin JGrate buok sditar v de (]
message Tour grade book has been saved W

W v | Show: E:;l:‘;ijmdmts Sort: |Assignment Date v | | Ascending ~ | Fiiver=

T CenEd GR3 Q1 0708 Crade Bool Page 1 v - % Save grade
Subject L Rgaﬂ.i]lg]:sssign;‘n(luﬂ) book changes
drop-down 2 9AVE  Student e & buttons
list ERGE

| | L[] I |

2 None AVERTLL, Nathani/®|
& None BENTON, Matia

& None BRYANS, Hannah
& None BUCKINGHAM, £

Note: Depending on your screen settings, the number of assignments visible on your screen will vary. Use the Auto Center
button to align your screen to the best view for entering grades. Use the scroll bars to the top and left to move through
the list of assignments.

Note: Use the scroll bars to the top and left to move through the list of assignments.
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Importing/Using Grade Books as Templates

Once you have completed one grade book, you may use that grade book over and over as a template for other grade
books. For example, if you teach multiple sections of the same course, you can copy the grade book from one section, just
making small changes to dates or order of assignments for the other sections. This saves you the work of creating
categories, attributes, scales, and assignments over and over again.

Likewise, if you create a generic grade book with categories, attributes, and scales which you would like to use as a
template, you can copy this grade book over and over, giving it a new name each time and then add the specific assignments
for each course. In this way, the structure of the grade book is already in place, saving you time.

Use this procedure to:
e Copy a grade book from one period/section of a course to another period/section of the same course.
e Copy a grade book from one marking period of a course to another marking period of the same course.
e Copy a generic grade book from course to course.

The process of importing a grade book allows users to take previously created grade books and use its categories,
attributes, and assignments as a template for a new grade book. This feature was created with time savings in mind and
allows users to quickly and easily create many grade books.

Note: You must have at least one grade book in place for one of your courses before you will be able to import.

I.  Select the Grades tab. If a grade book has already been set up for the selected course, the active grade book
name will appear in the Grade book editor View, along with assignments and any grade information.

EMGLISH 10 [Presbed 11123455 W Fodm | Aweawcr Gemles e

- T Samap tn: | ENGLISH 10 55} =
Grade book -
. ) s Tmactre st St | A e ¥ [Aacendng ¥ Filier: |4 -
Editor View yuownnom Guade Baak Fage 1 = B By Stutent Nams A %
Chagter | HW Ca(100)  Chagier | Queat (190)  Chagier 2 HW Ca (100)  Chager 2 Queat (100} Chapier 3 HW Ca (100)  Chagier 3 Queni (180} Chagter|
T lamrsr Comrn Werk: Tmesr Courue Wark ‘Conrus erk Conren ek i
=AVG  Smidemt T (e ST (e waz0eT [re "y 9|
P T ] o H o3 Ee sl ] o H . o . s
l._i.l‘ ||
. BXLIAA 1> 4mlVY CexClaa B AN ELIAA JocClAs
Active grade 52 50 Bars, B w Doty B | i e i Coir WMEILT i Cltr
book AR AR AR Clan AR AR
3 B Cas AN e Cas (- JEFTY {-JEPVY
& 97 50 Haers, Eaa 10 C i LT Wit LT Wit LT G st LT

AR A8 AB AR AB
ExClaa L dmrYy ExCIAN ExClas ExClan meClan
4% 9500 Lee, Mikhad 100 ¥ T %0 i LT wH CILT W LT T Ot i LT
AD AB AB AD A AB

2. To create a new grade book based on an existing grade book (from either another course or another marking
period), you must be in the Grade book setup View screen. Select Grade book setup from the View drop-down
if you are already in that view.

3. Click on the Create new grade book &P button to create a new grade book. If other grade books already exist,
you will see an Import from drop-down list, as well as a required, free-text entry field for the New grade book.

ENGLISH 10 [Period 1] [2,3,4,5.6] Info Rioster Attendance  Grades Alerts

Jump to: | ENGLISH 10 [Period 1][234 58] +
Import from:  NONE v

Mew grade book name +@

Note: If you do not see the Import from the drop-down field, this means you do not have any grade books set up. Refer to
the Setting up Grade Books procedure to get started.
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4. Use the Import from drop-downs to use (copy) a pre-existing grade book as a template.

ENGLISH 9 [Period 4] [1,3,4,5,6] Info Roster Atftendance Grades Alerts. Seating Chart
Jump to: ENGLISH 9 [Period 4][1,3.4.5,6] -
Import from: 2008-2009 ~ NOMNE -

New grade book name: *@

5. Use the year drop-down to select the year where the grade book to be imported is located (only years where
grade books exist will be shown in this list). Then click the grade book list drop-down select from the list of
existing grade books for that year. Select the grade book you wish to use as a template.

Note: The list of grade books is based on your user ID, so you will see all the grade books you have created for the
selected year.

6. Once you have made a selection, radio button options will appear below the Import from field. Choose either:

A. Categories and Assignments, to copy all categories, attributes, and assignments from this grade book to the
new grade book (this is the default value)

OR

B. Categories only, to copy only the categories (and attributes) from this grade book to the new grade book.

ENGLISH 9 [Period 4] [1,3,4,5,6] Info Roster Aftendance  Grades Alerts Seating Chart
Radio button options Jump to: ENGLISH 9 [Period 4][1,3.4.5.6] -
are activated after a Tmport from: 20082009 v gb2:2008-2009 ENGLISH 10 [Sec 8 Per §] [1,2.3,4,6] -
grade book has Categoties Only
been selected from © Categories and Assignments
the Import from field ¥| Convert assignment dates to the current school year
New grade book name: +@

Note: You will also see the “Convert assignment dates to the current school year” checkbox. This checkbox is
automatically selected. This is used when importing a grade book from a past year to the current school year.

7. Enter your new grade book name in the free-text field. (Suggested naming convention: subject + marking period
+ year + grade + period). This field is required.

ENGLISH 9 [Period 4] [1,3,4,5,6] Info Roster Attendance Grades Alerts Seating Chart
Jump to: ENGLISH 3 [Feriod 4][1,3.4.5.6] R
Import from: 2008-2009 - gb2:2008-2009 ENGLISH 10 [Sec 8 Per 5] [1,2,3,4,6] - Add new
Categories Only grade book

@ Categories and Assignments
V| Convert assignment dates to the current school y;
New grade book name: |E|"|9 10 P3 Q10809 T

8. Select the Add new grade book SF button to save the new grade book name with the selected categories (and
attributes) and/or categories (and attributes) and assignments from the selected grade book. The screen will
refresh showing your grade book name in the default grade book drop-down list.
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ENGLISH 10 [Period 1] [2,3.4.5.6] Info Roster Aftendance  Grades Alerts
View: | Grade book setup ~| Jump to: | ENGLISH 10 [Period 1][2.3.456] » 7
Averagmg Method: Foints  +
Default grade book: |Eng 10 P3 01 0708 ¥ 4p [

Cateqgory  Attriute Scalez
[Weighted Categories: & Yes ONo o

Category Weight

Hl2 Course Work 25
K2 Exams 40
Kl Estra Credit 10
X2 Homework 25

Note: You should now see the categories and attributes of the selected grade book in the respective tabs. If you chose to
copy both Categories and Assignments you should see both categories and attributes, and when you change views back to
the Grade book editor, the copied assignments will appear.

9.

Change back to the editor view by selecting Grade book editor from the View drop-down list. You should now

see the name of your new grade book in the gray bar.

ENGLISH 90 [Porio 1] [23,4.56] o
vl ”~
ity 2] Atritecte: Sar t Date & | Asc
% Frug 10 73 01 0708 Grade Book Page 1 = s adent Narma Asc
Chapier | HW €2 (108} Chaginr | Gruesi (108)  Chapier 2 JW Ca (100} Chagaes 2 Qruest (100} Chaginr 3HW Ca (10)  Chapinr 3 Gruest (100)  Cheapier |
s Hemewark, Canrae Werk Harmrwesh, Coarse Wark. Course Wark Canrse Work H
= AVG  Stadent B0 e 6007 HA00T BT w2007 H
4R Ds JELE "Haos dEGE #anos <
O i |
Cler Chan miidml LT CIHe Clor Chan LT ClRn
== 0.00 Hans, Elame ClaaCex Dl Cie aa ClEe Claallex Lyem: -,
Clas Clas A8 Clas B
ik gall mltinli] Ot Own TLr Ol Clr Oleg
& 000 Harns, Kayha Taa e TaaClee r¥iai- Tha Clet ey -
1aB A A8 TaB A
O Cisie it Dl LT i ) LT Dokt Clir Clisie
I:,:O'J!l Lee, Milchad Claa Clec Claa Clec AA CTEC Jaa Clex Claa Clex Claa Clex
 — — —

Note: If you chose to copy both Categories and Assignments, you should now see the assignments from the selected grade

book appearing here.

10. Make any edits to your assignments by using the Edit Assignments |-& button under each assignment column. This
allows you to modify the names and/or dates of assignments to match the curriculum for this course or section.
(Refer to the section on Editing and Deleting Assignments for more information.)

I'l. If you’ve made changes, don’t forget to save your entire grade book by clicking once on the Save grade book
changes (=] button. A confirmation message will appear, letting you know your changes were saved.

Crl

HH

ENGLISH 10 [Pariod 1] (234,561 Woiw | Ateceve ey | Mwit
View: | Geade bo o g H 1D [Pesod 55| ~
Shaw: [lnacy E Atrster Sort: |Assignment Date | Ascendng Filter: | & *
5 Eng 10 P3 Q1 0708 Grads Book Page 1 » ¥as 6 e Ase
Chapier | HW Ca(108)  Chopinr | Quest (M08)  Chapier 2 H0W €2108)  Chaginr 2 Grurst (100)  Chapier 3 W Ca 100 Clapier 3 Qursi (100)  Chapinr|
-y 2 Hemrwurk, Cowrne Wesh. Hamrwrh. Canree Werk Conre Werk Canrne Wark. [
= AVG  Stdent R0 20T w2007 BE007 w2007 w07 §
2R LS SRS 2R 2R 2RIE rRLE &
I — i | L |
e O (S fareye)
& 0.00 Harr, Blane Claa Ol ] Taa Clex: [
B JaB
Ter Dl tiall}
& 0.00 Hamna, Eayla aaDex wa e

Ll

Oy Dl

Note: Grade books are specific to each course. To add a grade book to another course, you can go back to your My Home
course list and select the next course or use the Jump to drop down list to select the next grade book, and repeat these steps.
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Adding Assignments to Multiple Grade Books

Often it will be necessary to add assignments during the marking period, after your grade books have been set up.
Schooltool allows users to add a new assignment at any time, and to add a single assignment to multiple grade books (if
multiple grade books exist) at the same time.

Note: You must have at least one grade book to use this procedure.

I.  To create an assignment, navigate to the Grades tab and click once on the Add assignments <F button in the
gray grade book title bar. The tab will refresh with entry fields for the new assignment, as well as the Duplicate
tab, along the bottom of the assignment area.. If a grade book has already been set up for the selected course,
the active grade book name will appear in the Grade book editor View, along with assignments and any grade

information.

THGLESH 80 [Pariod 1] [2.3.45.8]

Junp to: | ENGLIEH 10 [Panicd

View: | Grade

Show [ derts B Amribues Sarr: | Ass ¥ | Ascendng ™

. Fag 10 P3 1 0708 Grade Book B

Chapter | W Ca(000)  Chapier | Quest (100)  Chapier 2 W Cal0d)  Choapier 2 et (100 Chespier 3 HW Caveel)
Hamewsrh. Cowrse Wark Hamewsrh. Conre Work Coure Work
WY ?

1 B[y Srudent Mame Asc ¥

TAVG  Smdewt w00 Wzt Wz iz
2®nE e} A FH AHnE 2HnE

& 0,00 Haris, Blune

S 0.00 Hams. Kayla

Tur Cl

LT[
Clak
D
LTl
vy
A

LT

MH

et

WH
3

MH

Ter Clwm
ClaaDlese
AT

& dmiT]
Claa D
A

LT e

Cler Dl
laaCee
TAD
(& dmiT]
s e
A5

LT Cwe

Note: If you do not see the Duplicate tab, it means you do not have any grade books to copy this assignment to.

ENGLISH 9 [Period 3] [1,2,3,4,5] info Roster | Aftendance Grades  Alerts  Seating Chart
Jump to: ENGLISH 9 [Period 3][1,2,3.4.5] -
H+ ol
Name: |
Points: ® Numeric|
Other
Date: W
Category: HW -
Y| Include in average
Allow parent access
Duplicate  Attachments
Checl the gradebooks that this assignment should be added to:
@ Default Gradeboaoks
All Gradebooks
Categories
CREATIVE WRITING [Section 1 Period 1] def HW -
ENGLISH 10 [Section 8 Period 5] gb2 hw -
ENGLISH 10 [Section 14 Period 8] gb2 HW -

2. Enter the assignment details: Name, Points, Date, Category, whether this will be included in averages or not and
whether to allow parent access.

3. Use the Duplicate tab to add this assignment to one (or more) of your existing grade books for other
sections/courses. Click once in the check box to the left of the name of each grade book that should also have
this assignment added to it.

Page 33 of 73
Modified 02/09/2009
Module User Guide

Mindex Technologies, Inc.
Confidential Document

schooltool v6.3 © 2009 Mindex Technologies, Inc.




Note: Use the radio button to toggle the list of available grade books between only those defined as a “default” grade
books or all grade books for all courses in the current year.

ENGLISH 8 [Period 3] [1,2,3,4,5] Info Roster | Affendance Grades  Alers  Seating Chart

Jump to: ENGLISH 8 [Period 312,34 5] - Use the Duplicate
4| |tab to add this
Name:  |Module i Test assignment to
Points: & Numeric[iB8 additional grade
Other books

Date:  [2/5/2009
Category: HW -

V| Include in average

=

Duplicate  Attachments

Allow parent access

ICheck the gradebooks that this assignment should be added tg
© Default Gradebooks
All Gradebooks

Categories

CREATIVE WRITING [Section 1 Period 1] def HW -
[FIENGLISH 10 [Section 8 Period 5] gb2 hw ~
[JENGLISH 10 [Section 14 Period 8] gh2 HW  ~

4. Use the Categories drop-down list at the right of each grade book row to put the assignment in the correct
category. (Remember, grade books can each have their own categories, so you will need to choose the
appropriate category per grade book.)

Note: You can also add an attachment to the assignment by clicking on the Attachment tab and using the browse button to
locate and upload the attachment.

5. Select the Save assignment and return to the grade book |=] button (upper right corner of the Grades tab) to
save the new assignment to this grade book and to each grade book checked on the Duplicate tab.

Note: To verify that the new assignment has been added to the other selected grade books, you can review each grade
book. Refer to the Switching between Grade Books procedure for more information. You can also use the “Jump to” drop-
down list.

Jumping and Switching Between Grade Books

Once you have created multiple grade books, you need to know how to switch back and forth between them. For example,
if you have 4 Quarters per year and a grade book for each Quarter, you will need to switch grade books as the Quarters
progress. Occasionally it may be necessary to switch back to an old grade book to review grades and you will use this
procedure in that case as well. You may also want to switch from one course’s grade book to another course’s grade book.

When you first open the Grades tab for a course, if no grade book exists, the Grade book setup View appears. This is the
View you will use to change between grade books. You can also use the Jump to drop down list that is now available on all
Grade Book screens.

Jumping between Grade Books

Once at least one grade book has been created for a course, the Grade book editor View appears when you select the
Grades tab for that class. You will need to use the View drop-down list to choose the Grade book setup View.
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ANGLESH 10 [Pariod 1] (204,561

View: | Geade baok sdioe

Show: [TEnactes Seadents (5] Asbutes
B Eng 10 P3 Q10708 Grade Hosk LI & &8 By Swdern Nama Asc =
Chagier | MW Cagi00)  Chagier | Quest(100)  Chapter 210W Ca (100)  Chaper 2 Quest (100)  Chagier 3 1W Ca(100)  Chapter 3 Quest (100} Chspter|
3 Tamewnrd, Corse Work. Hamewrh. Coune Viork Corrme Wk Core Wik i
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Oan Clan 1am
Cler Clwi (misdmili Cler Chat Cler Clumt
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g = = = =

I. To Jump to a different grade book, select the Grade book name from the Jump to drop-down list.

ENGLESH 10 [Pariod 1] |2,34.56] nfo Potter Anterdance
View: | Grade book editor ~ Juwnp to: ENGUISH 10 [Period 1]23455] #
Show: [llnactive Snedents [5] Aterbutes Sort: |Assignment Date % | Ascending +
52 2 Fug 10-1 Grade Bosk Page 1 %
Subf-Verh Qs (20) ATTC W1 (10} ATTC D2 (1) ATTC I 3.4 (ENGUSH 10 [Period & |
ZAVG  Smudeut i 1106 12872006 121212006 1306
= 28 2RnE 28nE 23603

Microsoft Internet Explorer

oy

"/ Any unsaved changes may be lost, would you like to continue?

[ ok

][ Cancel ]

3. Click OK to continue.

4. Your screen will now refresh with the selected grade book on your screen.

ENGLISH 11 [Period 2] [2.3.4.56]

View: | Grade book edior =g

Show: [lnactve Stadents B Attributes

%2 4 Eng 112 Grade Boaok
Gaishy Stations (4101)
HW/Participation
LAVG  Stadent e

Ty i

Sorr: |Assgnment Dute ™ Ascending ™

nfa Roster | Afendance  Grades  Mleris

Jusnp to: | ENGLISH 11 [Period 2J23456] L
Filter: Al v

Page 1 # L8 & | By Studont Namo Asc

RIS
1] L+
& 000 Allen, Georgia

Note: Repeat this process to switch to another grade book or to switch back to the previous grade book.

Note: Only use this procedure to “switch” between multiple grade books for the selected course. To switch between all
Quarter | grade books for all courses in your course list, you will need to select each course from the My Home course

list and open each respective Grades tab.

Switching between Grade Books

I.  To switch to a different grade book from the Grades tab, select the Grade book setup from the View drop-
down list. The screen will refresh with the Setup View.
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:‘\

ENGLISH 10 [Period 1]12,34.5.6]

Bio  Foster | Atendence |

View: | Grade boak editor

Subrmat marking penod grades

L AUTTITETE JTETTE

[Fage 1 68

2.

e

: Ca (100}

Submét progress repont grades Chapter |

. |Submat midterm exam grades ‘Course Werk
% AMSubmat final exam grades RIG2006

Craride calculated final averages 2RH8

Bi6/2006
LRLE

From the Default grade book drop-down list, select the name of the grade book you which to switch to. The

associated assignments (if any) displayed.

2.
screen will refresh showing your grade book name in the Default grade book drop-down list.
ENGLISH 10 [Period 1][2.345.6] o Roster | Afendnce Grades  Alerls.
View: | Grade book setup | Jump to: |[ENGLISH 10 [Period 123456 ¥/ ~
(Averaging Method:
Default grade book: #@
2 Eng 10-1
i |3 Eng 101
Weighted Categories|4 Eng 10-1 &
Eng 10 P1 020708 -
Eng 10 P1 03 0707 Weight
: Eng 10 P1 Q4 0708 25
212 Exauis 40
3. Once you have selected the grade book you are switching to, you need to return to the Grade book editor View

by selecting this option from the drop-down list. The screen will refresh with the new grade book name and the

Mo Rose | Atendance | Grades s

ENGLISH 10 [Perbod 1] [2.3.4,55] b 1
View: | Grade book edor v Jurep to: | ENGLISH 10 [Peried 1234551 ¥ (5] d
Show: [Inactive Students [ Atmbutes Sort: | Assigiment cending ¥ Filtor: | All »
g 10 P1 02 0708 G Page 1 ¥ (18 8By studen Name Asc v |




Editing and Deleting Grade Books and Grade Book Features
Once your grade books have been set up, you can perform the following functions on them:
e Edit I~ the name of an existing grade book.
e  Edit iif categories — change the name, weight, and/or turn off weighting.
e  Edit [:# attributes — change the name, short name, or credit type.
o  Edit i& assignments — change the name, points, date, category, or any flag.
e Delete or Remove ¢ assignments, categories, attributes, and/or grade books.
e Delete entire individual grade books if there are categories and assignments attached to them.
o Delete categories, if there are assignments attached to them, unless you confirm this task.

Note: When importing grade books from a previous year, you may select the update dates checkbox before importing and
schooltool will update the dates to the appropriate school year.

Editing and Deleting Grade Books

You can edit a grade book’s name, and/or delete a grade book at any time. Keep in mind, you will not be able to delete
grade books that have assignments, categories, and attributes attached to them. Refer to the specific editing/deleting
procedures for each grade book feature (categories, attributes, assignments) for more information.

To Edit a Grade Book’s Name

I. Navigate to the Grades tab and select Grade book setup from the View drop-down list.

R T

EMGLI 10 vt 1][2.1055)

s Sot: [ Assgrers Oste = | Aacanding & Fiiey- | 42

BB by S
Grwg Mol (20} ASP R Jrwrd (10) Chapier 8 1
W Purticipution W Participasinn  (itses
#2200 WG T
) FET R’inl

A1) AKP o 3 (10} Pravamad Morrat (51) ASF e 4 motwen (5] ASF oh 4 jourma (1) 3 Ll Ml 53
" i Exsars WV Pursiclpasion WV Participainn VW Parsiclpasion
("I T iz #1100 e 213006
18 aRing aRhe e ¥ IR '

Bl . i i i u 5 £ f "

The screen will refresh with the setup screen displaying the name of the current active grade book in the
Default grade book drop-down list.

ENGLISH 10 [Period 1][2,3,4,5.6] Inta Roder  Aftendance  Grades Alerts

3

View: Grade book setup ¥ | Jump to: ENGLISH 10 |Period 1][23 45E] ¥
Averagmg Method: Peints >

[Detault grade book: |1 Eng 10-1 ¥ i
Catzgory  Atroute | Scales

[Weighted Categories: O Yes @10 “

2. Select the name of the grade book to be edited from the Default grade book drop-down list. Make sure you have
selected the correct grade book.

ENGLISH 10 [Period 1][2,3,4,5.6] Infa Roster Aftendance  Grades Alerts
View: | Grade book setup ¥ | Jump to: ENGLISH 10 [Period 1][23.45 6] + P
Averaging Method: | Foints v
Diefault grade boole: | L e

Category  Aftribute Scales

) 3 Eng 10-1
Weighted Categories|4 Eng 10-1

o
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3. Click once on the Edit grade book |- button to the right of the Default grade book drop-down list. The screen
will refresh with the original grade book name (i.e. Eng 10 PI QI 0607) and a free-text entry field for the new

name.
GLISH 10 [Period 1] [2,3.4,5.6] Infa Roster Attendance  Grades Alerts
Current grade book \ Copy/paste and edit
name appears as Jump to: | ENGLISHTO-#eriod 1][2.34 5,6] (¥ the grade book
view onIy Current grade bock name: 1 Eng 10-1 name, or enter a
MNew grade book name new name

4. Type the New grade book name (i.e. Eng 10 PI QI 0607) or use your mouse to copy and paste the old text info
the field, then edit it appropriately.

ENGLISH 10 [Period 1] [2.3,4.5.6] Info Roster | Affendence  Grades  Alerts

\Fuap to: | ENGLISH 10 [Periad 12,34 5] ¥
Current grade book name: 1 Eng 10-1
[Mew grade book name: |Eng 10 P1 Q2 0708 H@

5. When satisfied with the new name, click once on the Save grade book [ button to save this change. The screen
will refresh to show the new name in the Default grade book drop-down list.

ENGLISH 10 [Period 1] [2.3.4,5,6] Infa Roster  Affendence  Grades  Alerls

The new grade book
name now displays Avernging Mivskads Pants

in the Default graQe Diefault grade book: | Eng 10 P1 02 0708 | b [

book drop-down list Cateqory  Aftrbute | Scalss

rade hook setup + | Jamp to: ENGLISH 10 [Period 1][23 45 6] + ~

Weighted Categories: O Yes @No e

Category

6. Select Grade book editor from the View menu. You should see the new grade book name.

FNGLESH 10 [Pariod 1] [2.3.4,5,5] o [
Save grade book View: | Grade book edtor el Junp to: | ENGLISH 10 Penod
_f Shovw: [lnactwe Stadects = Attnbutes Sort: [Assgoment Dale % | Ascendmg . Filtes
changes = .
b g i Fug 10 P1 2 0708 Grade Baok Page 1 =~ &
utton ASPeh ] (10) ASP ek 3(10) Perseml Narest (30) ASF ch 4 motees (5) ASF ch 4 rurna (15) 3 Life Metifs (5] Groap Metif(20) ASP Hi
e Quizzes Quinzes Essays HW/Participaen  IW/Tarticpation W/ Participatien W Particlpatian W/
o AVG Smadent PR2006  W11/2006 122006 P132008 /15/2006 P/21/2006 2172006 o
2808 RRHE LEHS walha SRS 288 2R LE &
Updated grade =,—S—
= 8518 Broderck, Ethan 1] 0 44 5 12 ] 14 £l
book name
. . a W m 0 m s B s 1
dlsplays In the = uston, D ohummma 1 5 2 S X0
gray bar &S 9770 Claypoal, Alden 8 0 48 & 15 5 20 4
a9 “lerk, Caeson 10 ] 47 5 15 4 14 1
s 0 47 B I 5 14 1

7. Click once on the Save grade book changes [= button to save your work. The screen will refresh with a
confirmation message stating “Your grade book has been saved.”

To Delete a Grade Book

You may delete a grade book (name) after you have deleted all attachments: assignments, attributes, categories,
and scales.

I.  To delete the grade book name, you must be in the setup area. Select Grade book setup from the View drop-
down list. The screen will refresh with the setup screen displaying the name of the current active grade book in
the Default grade book drop-down field.
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Infa Raoster Aftendance  Grades Alerts

ENGLISH 10 [Period 1] [2,3.4,5,6]

View: Grade book setup ¥ | Jump to: | ENGLISH 10 [Period 1][234 5 5] % [

Averaging Method: |Points %
Defanlt grade book: | Eng 10 P1 Q20708 » |99 [4
Category  Aliribute Scales

Weighted Categories. O Yes @ o %
Category

P 4E] Essays

b 4E HW/Participation

b 4B Quizzes

2. If you do not see the red Delete grade book % button to the right of the Default grade book drop-down list,
then this grade book has features attached. If you do see the Delete grade book &€ button, continue to step 5.

3. Delete all categories. If assignments exist for this category, a warning message will appear. Take the appropriate
action to remove this category and all attached assignments.

ENGLISH 10 [Period 1][2,3.4,5.6] ko Roster | Aftendance  Grades  Alerts

Jump to: ENGLISH 10 [Period 1][23,4 5 5] ~

Category  Affrioute Scales

There are

Category
b4~ Essays
HW/Participation

4. Delete all attributes. You will be prompted to confirm this action. Click OK to the prompt and the attribute will
be removed. Do the same for Scales if any were used.

5. When all categories, attributes, scales, and assignments have been deleted, the red Delete grade book #% should
appear to the right of the grade book name.

ENGLISH 10 [Period 1][2,3,4,5.6] Info Roster | Aftendance  Grades  Alerls

View; Grade book setup ¥ Jump to: ENGLISH 10 [Period 1]234 58] ¥ [ad

Averaging Method: Points v
Default grade book: | Eng 10 P1 020708 v 3 dp (2
Category  Attribute Scales

Weighted Categories: O Yes @ No ¥

Category

6. Click once on the red Delete grade book 3% button at the right of the grade book drop-down field.

7. When prompted, click OK to continue. The screen will refresh and the Default grade book list will no longer
contain the name of the deleted grade book.

8. You may repeat these steps to delete other grade books or return to the Grade book setup View to work in
another grade book.

Note: Once you have deleted your grade book, there is no way to recover it. You will have to add it again manually.
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Editing and Deleting Categories and Weights
You can edit and/or delete categories (and/or their weights) at any time.

I. Navigate to the Grades tab, and select Grade book setup from the View drop-down list. The screen will refresh
with the setup screen.

ENGLISH 10 [Peiiod 1] [2.3.4.5.6] Info Roster Attendance  Grades Alerts
View: | Grade book setup ¥ | Jump to: | ENGLISH 10 [Penod 1)[23 456] ~ A~
Averaging Method: Points  +
Default grade book: |2 Eng 10-1 v 4p 2

Category  Adribute Scales

Weighted Categones: @ Yes O Nea e
Category Weight

xR Participation/HW 15

X Project 10

b4 4 Quizzes 25

Slz g Tests 50

2. Select the grade book that you wish to edit/delete categories for from the Default grade book drop-down list.

The current active grade book name will appear there but you may select any other grade books for this course
as well.

3. Select the Category tab (the default). A list of categories will display. You may now edit the category(ies).

To Turn Weighting On

Click once in the radio button to the left of the Yes option in the Weighted Categories are. If weighting was
previously off and the weights are not defined, you will receive a warning message that your weights do not add up
to 100%. Refer to the section on Setting up Grade Books to change weights.

ENGLISH 10 [Period 1] [2,3.4,5.6] Infa. Roster Atterddance  Grades Alerts

¥ Jumnp to: | ENGLISH 10 [Period 1]j2,34 58] v

Averaging Method: | Points  »

Default grade book: |2 Eng 101 v o [
Category  Aftribute Scales
Weighted Categones: @ Yes Olo &
Category Weight

To Turn Weighting Off

I. Click once in the radio button to the left of the No option in the Weighted Categories area.

2. If weights had been defined, they will now appear “grayed” out, which means they are no longer active.
Remember that changing weighting will impact the way schooltool calculates students’ averages.

ENGLISH 10 [Period 1112,3,4,5,61 Wfo Roster | Atterdence Grades  Aerls
View; Grade book setup ¥ Jumnp te;  ENGLISH 10 [Period 1][2 3,4 56] ~ (o
Averaging Method: Points  ~

[Default grade boolc |2 Eng 101 v 42

£qor Attribute Scales

[Weightzd Categories: O Yes ®No i
Category

®lz Participation™ W

K2 Project

K2 Quizzes

2 Tests
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To Edit a Category Name or Weight:

I.  Click the Edit Category |:« button to the left of the category name you wish to modify. Editable entry fields for
this category will appear.

ENGLISH 10 [Period 1] [2,3,4,5.6] Inta Roster Attendance Grades Alerts
View: | Grade book setup v | Jump to: | ENGLISH 10 [Period 1]23 4,8 6] v ~
Averaging Method: |Points v

Default grade book: |2 Eng 10-1 v|dp @&

Category  Aftribute Scales

Weighted Categories: & Tes Oe +
Category Weight

P4E Participation W 15

b 4E Eroject 10

Rz Cuizzes 25

X2 Tests 50

2. Modify the category name and/or weight.

ENGLISH 10 [Period 1][2,3.4,5.6] Info Roster | Aftendance  Grades  Alerds

Juinp to: | ENGLISH 10 [Period 1]23456] v
Category  Aftribage Scales

Category Weight
Z@ Paticipation/Homework fi5
Project 10

3. Click once on the Update ‘S button on the far left of the category row to save your category.

4. The screen will refresh with the updated category information.

ENGLISH 10 [Period 1] [2,3.4,5.6] Into Roster Attendance ad Alerts
View: | Grade book setup ! ¥ | Jumnp to: ENGLISH 10 [Period 1][23456] v (4
Averaging Method: |Points v

IDefault grade book: |2 Eng 10-1 v P2

Cateqory  Affribute Scales

[Weighted Categories: 3 Yes ONo L
Category Weight

*K 2 ParticipationHomework 15

® =2 Project 10

K2 Quizzes 25

H2 Tests 50

Note: If you changed a weight value and weights no longer total 100%, you will be prompted with a warning. Either add/edit
categories so their weights total 100 or turn off the weighting.

5. When you have finished editing categories and/or weight, return to the Grade book editor View and save the
changes to your grade book by clicking once on the Save grade book changes =" button.

To Delete a Category

There is no way to recover deleted categories if you accidentally delete one and confirm the delete action. You
will have to manually add the category again.

I. Click once on the Delete &€ button to the left of the category name.
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ENGLISH 10 [Period 1]2,3,4,5.6] ko Roster | AMendonce  Grades  Alerts

fiew: | Grade book setup % | Jump to: | ENGLISH 10 [Period 1]23455] ~
JAveraging Method: Points v

efault grade book: |2 Eng 10-1 v @l

Category  Affribute Scales

Weighted Categories: & Yes ONo Sl
Category Weight

b L2 ParticipationHomework 15

% (2 Project 10

4F Quizzes 25

I3 [ Tests 50

2. When prompted, click once on OK to continue the delete action.

A. If there are assignments attached to this category, a warning message will display on the screen. Follow the
instructions to complete the action.

ENGLISH 10 [Period 1] [2,3.4,5.6] Info Roster Aftendance  Grades Alarts

Jump to; | ENGLISH 10 [Period 1][234 55] ¥

Category Weight

Project 10
X Quizzes 25

Tests 50

B. If there are no assignments attached to this category, the category will simply be removed from the list.

Note: Once you confirm the delete action, there is no way to recover the deleted category (or any attached assignments
or grades).

3. When you have finished editing and/or deleting categories (and/or weights), return to the Grade book editor
View and save the changes to your grade book by clicking once on the Save grade book changes = button.

Editing and Deleting Attributes

You can edit and/or delete attributes at any time.

I.  Navigate to the Grades tab and select Grade book setup from the View drop-down list. The screen will refresh
with the setup screen.

ENGLISH 10 [Period 1] [2,3,4.5.6] Info Roster Aftendance  Grades Alerts
View: Grade book setup ¥ | Jump to: ENGLISH 10 [Period 1][234 58] ~
Averaging Method: Points %

Default grade book: |2 Eng 10-1 v B

Category  Aftribute Scales

Weighted Categonies: @ Yes ONo @
Category Weight

|2 Homework 15

& = Project 10

K2 Quizzes 25

K@ Tests 50
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2. Select the grade book that you wish to edit/delete attributes for from the Default grade book drop-down list.
The current active grade book name will appear there but you may select any other grade books for this course
as well.

3. Select the Attribute tab. The list of attributes will display. You may now edit and/or delete attributes.

Calegory  Attribute | Scales
ge
Name Short Name Type
Kl Exempt EX Exempt
Kia Late Assignment LT Flag
*Kz Abszent when assigned Al Flag
HKiz Mot Handed In WH Mo credit
To Edit an Attribute
I. Click once on the edit & button to the left of the attribute you wish to change.
Calegory  Afteibute | Scales
o
Name Short Name Type
& L Exempt EX Exempt
Kz Late Assignment LT Flag
Kz Absent when assigned AA Flag
AR ] Mot Handed In NH o credit

2. The tab will refresh with the attribute details in editable fields.

Category  Ammibume  Scales
Name Short Name Type

=@ |Exempt EX Exempt
Late Assignment T Flag
Absent when assigned AN Flag
Mot Handed In NH No credit

3. Edit the name, short name, or type of the attribute.

4. Click the Save [=] button on the far left of the row to save your changes. The screen will refresh to show you the
modified attribute details.

Cotegory  Attrilude  Scales
Name Short Name Type
=@ Exempt EX Exempt ~
Late Assignment LT
Abszent when assigned AA m
Mot Handed In NH Mo credit

5. When you have finished editing attributes, return to the Grade book editor View and save the changes to your
grade book by clicking once on the Save grade book changes = button.
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To Delete an Attribute

I. Click once on the Delete &% button to the left of the attribute you wish to remove.
Calegory  Attribafte Scales
A
Name Short Name Type

FAE Exempt EX Exempt

Kz Late Assignment LT Flag

Kz Absent when assigned AA Flag

X2 Mot Handed In NH Mo credit
2. You will be prompted to confirm this action.

Click once on OK to continue the delete transaction. The attribute will be removed from the list.

4. When you have finished editing and/or deleting attributes, return to the Grade book editor View and save the

changes to your grade book by clicking once on the Save grade book changes (=] button.

Editing and Deleting Assignments

You can edit and/or delete assi

To Edit an Assignment

gnments at any time.

I. Navigate to the Grades tab for the appropriate class to view the grade book.

ENGLIH 90 Patiod 1] [21458]

B2 Eng 10-1 Grade Bosk

e Pose | dSwwwce  Guades Ak

SLISH 10 [Paried 112,34 56| =

Seat: | Asuigrement Datn Tilien: A

JW=s S

Edit Assignment =&
buttons are located
underneath each
assignment

Skl Verh Qule (20} A r T ATTCRL34 Q) ATTC B8 010y ATTC 0900 (1) AT
A s Guizers Guizies Quirars
wAVG  Bredent [0 o 12l 2208 12187008 121 i
AH -8 JE I8 488 LHE L8
o
[ JmIV v B CIAA EELIAA | e lAA L dmIvY
LT e (& {wit} Jer Dl L7 R LT e fRdw]
= Can o ExClaa x[ Claa x Clan EtClaa o
= LT Cle =S {ail ] LTl Ll LT Ch T Che | =
DEcllas mClaA EXCIAA [ mxClaa o LA L mIVAES
L7 Ol LT Ol el hml Clur Dl Lt O
Bt s ot s I CIAA o mOAs & 2 Clan iAo
ETCIM = LT Ol HTCIMH — LrOen = Olur O = Oer O =
oy z L e Claa et ClAA IRt Clan X Clan _JEXClan e llan
——— = — = = = ——————

2. Click once on the Edit Assignment L& button located under the assignment to be modified.

3.

The assignment details will appear in editable fields.

Name:
Pomts:
Date:

Category:

ENGLISH 10 [Period 1][2,3,4,5.6]

Infa Roster Attendance

Jump to: | ENGLISH 10 [Period 1][23455] »

Subj-Verb Quiz 1
fiirom006 =]

Quizzes
[¥Include in average
[ Allow parent access

w

des Aleriz

4. Make changes to the Name, Points, Date, and/or Category, and/or any of the check box options for this

assignment if desired.
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5. Add this to other grade books if desired by clicking once in the check box(es) in the Duplicate tab.

6. Click the Update assignment and return to the grade book (= button in the upper right corner of the Grades tab.
The screen will refresh displaying the modified assignment.

7. When you have finished editing assignments, click once on the Save grade book changes =l button to save your
work.
To Delete an Assignment
I. Navigate to the Grades tab for the appropriate class to view the grade book.

2. Click once on the red Delete Assignment &£ button under the assignment to be removed.

ENGLISH 10 [Pertod 11 12.3,4.561 [ —
View: Grade book edier v Lis Juanp to: | ENGLISH 10 [Period 11234 56]
Bheow: nactve Stadents [ Astbuzes Sort: |Assgnment Date | | Ascending » Filter: A1
2 Fag 10-1 Grade Book Page 1 i gy
Subj-Vers Quix 20) ATTC ILL (10) ATTC 02 (1) ATTC L34 (10) ATTC 78 (10) ATTC)
uten wirres s

TAVE  Student

1es 105
12E2006 121272006 12130006 12182006 129
@E LS 28 h8 28RS 2R LG 2

= CIecClas TEX AL o
£ 83,53 Broderick, Eiha E] = = ]
G Ricterd : LT CINe Jur Clim

S 9375 Eutton, Mohammadfl |20

CECaa

Y 54 64 Claypoc], Alden
. Clur Clem

3.

?

. / Are you sure you want to delete this assignment?

[ OK ] [ Cancel

4. Click OK to complete the delete action. The assignment will be removed from the editor view.

Woarning: There is no way to recover an assignment and any grades associated with it after you have confirmed the delete
transaction.

5. Repeat the steps for any other assignments to be deleted.

6. When you have finished deleting assignments, click once on the Save grade book changes [=| button to save your
work.

Editing Assignments in Multiple Grade Books

Schooltool allows users to modify assignments across multiple grade books at one time. Users can make changes to an
assignment in one grade book and then apply those changes to matching assignments in other existing grade books.
The process for this feature is very similar to the Adding Assignments to Multiple Grade Books procedure.

Note: You must have at least one additional grade book set up with corresponding assignments to copy assignment changes
to another grade book.

I.  Access the grade book for the appropriate class from the Home > My Home > Classes tab. If a grade book
has already been set up for the selected class, the active grade book name will appear in the Grade book editor
View, along with assignments and any grade information.
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2. To modify an assignment, click once on the Edit Assignment @ button for the appropriate assignment. The

screen will refresh with detail fields for that assignment, as well as the Duplicate tab, along the bottom of the
assignment area. The Duplicate tab shows all available grade books.

ENGLISH 9 [Period 3] [1,2,3,4,5] Info. - Roster \Aﬂendanoe v Grades Y Alerts Seatingchart\

Jump to: ENGLISH 9 [Period 3][1,2,3.4,5] -
+@|

Name:  [owieiTos

Ponts: o Numeric [

(0 Other
Date: _
Category: W v
Include in average
Allow parent access

Duplicate Aﬂacnmems\

ICheclk the gradebooks that this assignment should be added to:

© Default Gradebooks
© All Gradebooks

Categories
["| CREATIVE WRITING [Section 1 Period 1] def HY -
WIENGLISH 10 [Section § Period 5] gb2 hw -
ENGLISH 10 [Section 14 Period 8] gb2 W -

Note: If you do not see the Duplicate tab, it means you do not have any grade books to copy these changes to.

3. Enter the assignment details: Name, Points, Date, Category, whether or not this will be included in averages, and

whether to allow parent access. Pink fields are required.

ENGLISH 9 [Period 3] [1,2,3,4,5] Info ! Roster \Aﬁenﬂanoe § Grades ¥ Alerts. ! Seating Chart

Jump to: ENGLISH 9 [Period 3][1.2,3.4.5] -

@
Nome:  Fomewok#1
Poits: [0
Date: _
Category: HW v

Include in average
Allow parent acce




4. Use the Duplicate tab to apply these changes to one (or more) of your existing grade books for other
sections/courses. Click once in the check box to the left of the name of each grade book that should also have
this assignment changed.

Duplicate achments
Check the gradebooks that this assignment should be added to:
@ Default Gradebooks
All Gradebooks
Categories

CREATIVE WRITING [Section 1 Period 1] def HW -
[WIENGLISH 10 [Section & Period 5] gb2 hw
[VJENGLISH 10 [Section 14 Period 8] gh2 HW -

A. Use the Categories drop-down list at the right of each grade book row to put the assignment in the correct
category. (Remember, grade books can each have their own categories, so you will need to choose the
appropriate category for each grade book.)

N

Categories
HW -

EMNGLISH 9 [Section 4 Period 3] new
ENGLISH 10 [Section € Period 5] new gb 1
ENGLISH 10 [Section 8 Period 5] gh2
ENGLISH 10 [Section 14 Period 8] gh2

Homework -

Quiz
Test
Participation
Lrojects
——

5. Select the Update assignment and return to grade book (= button (upper right corner of the screen) to
save the changes to this assignment.

6. If you have selected additional grade books using the Duplicate tab, schooltool will attempt to copy those
changes to the selected grade books one at a time. If a matching assignment exists in any selected grade book,
the assignment changes will be applied to those grade books.

If no errors are encountered and the update completes successfully, the changes will be applied and the user
will be returned to the grade book editor.

If an error occurs, the user will see a warning message on the screen, indicating which grade book was not
updated. Other selected grade books will be updated appropriately unless indicated otherwise. You will
receive a separate message for each grade book affected.

An error may be due to any of the following possible situations:

A. Grading Scale not found: This will occur if you change the grading scale for an assignment and attempt to
copy that change to a grade book where that grading scale does not exist.

Warning: Did not copy to ENGLISH 10 [Section 14 Period 8] gb2 because the grading scale cannot be
found in that grade boolk.

B. Another assignment exists with the same name: If an assignment exists in another grade book with the same
name but different details, you will be unable to copy the assignment changes. This applies to situations
where identical assighments were added to the grade books but then were manually edited individually,
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because those edits will change the details of that individual assignment and it will no longer be recognized as
the “same” assignment as in other grade books.

Warning: Did not copy to ENGLISH 10 [Section 14 Period 8] gb2 because another assignment with the
same name already exists in that grade book.

No assignments with that name: If the assignment to be modified does not exist in another grade book, it
cannot be modified. To correct this, add a matching assignment to the desired grade book.

Warning: Did not copy to ENGLISH 9 [Section 4 Period 3] new because an assignment of that name
does not exist in that grade book.

7. To verify that the new assignment has been modified in the other selected grade books, you can review each
grade book. Refer to the Switching between Grade Books procedure for more information.

Viewing Past Years’ Grade Books

Teachers may also view grade books for any past classes. In the My Home sub-module, teachers will have the option to
select All Classes, which provides a drop-down list of all years in which the teacher had courses.

My Home Classes

Welcome, Jennifer Brewer, today is Tuesday, July 29, 2008
Cycle day 1 in Elementary One - Elementary

? Corrent Classc€ @ Al Classes 20072008 - >

Class Period Section D
B 9 & 4 1 General Education 3 5
-] i Homeroom 0

When a teacher clicks the Select button for a class, they will be directed to that class’s grade book for the
selected year.

General Education - Gr1 Grades

A teacher will have full grade book viewing functionality from within this tab, but no submit or override grade
functionality will be available to them.

3. The Jump To functionality will also allow navigation between the selected year's courses.

R RO Hll General Education - Gri v
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Grading Procedures

Entering Daily Assignment Grades
You must have at least one grade book with assignments to use this procedure.

I.  Navigate to the Grades tab for the appropriate class. If a grade book has been set up, the screen will refresh with
the Grade book editor View, showing assignments to be graded.

ENGLISH 10 [Period 1){23.456] ) Roste | Abwdics  GLaded | AW
View: | Gras e Jap to: |ENGLSH 10 [Pesod 123,28 55| = -~
Show dents (¥ Asribotes 1l [Aacandng 9 Filee =
F Frg 10 P4 Q1 0708 Grade Book P ey v
Chapier | W Ca (M) Chapier | Quens (100 Chaper 250W Ca (100)  Chagier 2 Quess(108)  Chapier SHW Ca (1007 Chapter 3 Qruest (1017 Chigier
= i Homrmt k. Conrse Wark. T Canrse Werk. Conrse Wark Comrse Wark H
S AVG  Soadem BT BT 62007 6007 62007 w007 ¥
JHIS IEIS HH e JELS =¥ Ol JE D= &
o] — l‘ =
OrcClaa OxcDaa Cex] D0 K Clas eIk
& 0.00 Hans, Elene Clww Chur ) L fmlhg IR Iy
Clas A5 JAB
OmxOas BCAA I Clan
& 0,00 Haeris, Rapls Cwm O mil {a Twe ClLr
Clas g
ClexTlan DExClAs CIExTIas
& 0.00 Let, Mikhal O e Ol Lt Cwm OLr
Clan Clam Clan Clan Clan

2. Locate the assignment you wish to add grades for and enter appropriate grades. If you have selected a numeric
grading scale, enter a numeric value into the free-text field. If you have selected an alpha scale, pass/fail scale, or
rubric scale for this assignment, you will select appropriate values from the drop-down lists.

A. Use these methods to enter grades:
e Tab moves you “down” from student to student within an assignment column.
e  Shift + tab moves you “up” from student to student within an assignment column.
e Shift + > moves you to the right (along the student’s row) to the next assignment.

e Shift + < moves you to the left (along the student’s row) to the previous assignment.

EHGLISH 10 [Period 1][2.3.4.56] e Foster | Allerdence  Giadel

Sort and Filter
qere— ST 10 [Pened 111234561 * " drop-down
Sort: | Asuignmont Date % |Ascending % Filter- | Al D

s - options can
2 Eng 10 P4 Q10708 Grade Bosk Pagu 1 4B & By Swuden Nome Asc ¥ .
reduce the list

of assignments

View: Grade bock editor w |

Show:  [nackve Students ] A

Chapier | HW Ca{100)  Chapter | Quest(10U)  Chapter 2 HW Ca (100)  Chapter 2 Quest (100} Chapler 3 HW Cu (100)  Chapier 3 Quest (100)  Chapter,
e Course Wark Hemewsrk. Comre Woerk Cowrse Work. Course Wark H

% AVG warzon7 ' W w2007 : : 3|
xRN E aEng SRS 481 W b L NG = on the screen
=
Locate =
. D Claa CecCaa CecCaa CecCaa
assignment and & 0.00 Haris, Blane Css LT [ Lt O Cler Dl Cler
enter grades Clan Dan (mF ] (WF ]
DexCaa Cexaa CexClas
& 000 Harris, Rayla O Tt Chem Cler Ot Ot
Can Cas Clas
DecClaa CecCaa ClocCaa CecClaa
= 000 Ler, Michal Cwu Ol Ol e e Cler [l Cler
Cas Clam Clan (WF ]

Note: It may be necessary to scroll down to see all the students and/or assignments in this grade book.
3. To enter the same grade for every student, use the Mass Entry 1" button.

A. Enter the grade in the first grade field, then click once on the Mass Entry button. You will see all the fields fill
in with that grade

OR

B. Click the Mass Entry button first, then enter the grade in the resulting dialog box. When you click OK, the
grade will appear for each student.
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% Eng 10 P4 Q1 0708 Grade Book

e
Use the Refresh ~=
button to recalculate [ | Chapter 1 HW Ca (100 Mass Entry L7
averages based on 4. Ehyerrrah button
the new grade. = .L‘i"FG Stll[lEllt /16,20

g @X0OS
L S| ——
Enter grade in [Ex [Jas

first field.

CJwH LT
[]AE

£ 0.00 Haris, Blaine

Note: To recalculate student averages after you’ve entered grades, click the Refresh button in the upper left corner of the
Grades tab.
4.  When you have finished entering grades, you must save your work. Click once on the Save |- grade book
changes button. The screen will refresh showing an updated class average and a confirmation message that your
grades have been saved to the grade book.

LWGLISH 10 fPeibod 111224581

Confirmation - Faung to
message =2 raceniy B
tor | W Ca (100)  Chapter | Qrasect {1007 rh.m-!uwculm; Clspter 2 (ruset (100} Clesgior 3 W Ca (100}
Mamewark [~ Wk Msmewark Conrme Wark Canres Werk.
Note: AVG
appears ‘: s
& 90,00 Lewns, Temothy 100

5. To reduce the list to only the assignment or assignments you wish to grade, use the Sort and Filter drop-down
lists. Sort allows you to organize the list by Date, assighment Name, or Category in ascending or descending
order. The default Sort is Date, Ascending order. Filter allows you to filter out all assignments except those in
the selected Category. The default filter is All. The Show allows you to show or hide inactive students, attributes

or both to speed up date entry.

| Show: [Inactive Smdents [v] Attributes Sort: | Category v | |Ascending v Filter: Al v I

Transferring Assignment Grades for Students who Switch Sections

When a student is switched between two sections of the same course, both with the same teacher, the teacher will be
presented with a new icon next to the student's name that will allow transfer of assignment grades from the student's

previous grade book.
To transfer these assignment grades:

I. Navigate to the Grade Book Editor of a course section that a student was recently switched into

2. Locate and click on the "Move grades..." button
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HW HW
S AVG  Student ! 11/28/2007 11/28/2007
B qhir= Exp 4B

Note: Once assignments have been copied over for a specific student, the "Move grades..." will no longer appear for that
student. If there are no grades to copy over for a specific student, the "Move grades..." button will not appear.

3. Read the warning message, and click OK to continue. All assignment grades will be copied from the student's
previous grade book into the current one.

Windows Internet Explorer

2 Gradebook will automeatically be saved and any grades found in previous gradebook
‘-n‘/ will be moved ko this gradeboaok for Matthew Bonner, would ywou like to continue?

[ K H Cancel ]

Note: Assignment grades will not be copied over if the assignment name, date, or attributes are different in the two grade
books. If there are existing grades in the current grade book, they will not be overwritten by imported grades. These
existing grades will be skipped, and blank assignment grades will be imported.

Descriptor Report Card Grading for Elementary Teachers

Descriptor report card grades are the grades that appear on student report cards at the end of each marking period
(quarter, trimester, etc). This process is the same for each marking period, including the final marking period.

If the grade book has been used, grades can be copied from all assignment grades to a final marking period grade. If the
grade book has not been used, grades can be entered manually.

Grades can only be entered during open grading periods. These are controlled by district personnel. Once grading
periods have been locked, only a guidance counselor can change marking period grades.

I. Access the grade book for the appropriate class.

2. From the View drop-down list, select Submit descriptor report card grades.

[rerer—" o Eoe | Goeles  Aes

Clecllas ClexClaa ClEx Clas Dlecllas

e 67.00 BECE., Coumtony twa AL * OnnCIir | oo check » Oy 2 WHCILT | NONE ¥ OwCr
Clas Clan Cas Clas

DexClan DexClaa DexClaa Ex[an

% M CILr [theee chac - thewe checky 31 LRIy 14 CwrClLr [HONE * Chwn Oy
Clan "N Oaw LAY Clan

3. The screen will refresh with the default Marking Period and a list of students. To the right of the student names is
a column for Completed grades. This represents the number of descriptors which have been graded for each
student. A value of “0/68” indicates that no descriptors have been graded out of 68 total descriptors to be

graded.
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My Grade Book 3 Info Roster Grades Merts
View: | Submit descriptor report card grades v
[Marking Period: Quarter 1 v
Name Complete
& BECK, Courtney 40 { 68
B BRYANS, Chnstian 19/68
& BUCEINGHAM, Eennedy 19/ 68
B CAPOSERRE, Gavin 19/68
& CAPOSERRE, Michael 19/ 68
> CURTIS, Hayley 19/68
b CIRTIS Mechas 19 (48

Note: You may only submit report card grades/comments during the open or unlocked period. Once this period expires,
grades are locked, and the information becomes read-only for those marking periods which have passed. Future marking
periods remain unavailable until the grading period arrives.

4. Select the first student to be graded. Click once on the Select P button to the left of the student name. You may
start at any point in the list. The screen will refresh with a descriptor area for the selected student. Note the
scroll bar at right, indicating the need to scroll down to see additional options.

My Grade Book 3 Infa Roster Grades Alerts
L@

BECK, Courtney

CQuarter 2
Student name Copy Grade Book Grades
and marking Mathematics Previous Scere Task buttons
period appear at Grade appear in the upper
the ton. Problem Solving right corner.

Reasoning and ProoffCotnmunication

Connections/Eepresentation
MNumber sgrse & Operations/Algebra

3
3
3
3
3
fc 3
Aeasurement \
3
= E

Subject areas to be Statistics & Probability

graded/commented Effort 5 District-specific
on appear in a list at English Language Arts Previous Score grading options
left. Grade 2 appear for each
subject and
Reading Grade topic.

Word analysis and vocabulary development

Fluency and motivation to read

Comprehension strategies
Literary response
Writing Grade

[N T UV R T R T R VU WY

5.  Enter the grade information for each student in the subject drop-down area:

Note: If there are gradable subjects on your report card, the Copy Grade Book Grades link can be used to convert existing
averages from the grade book to district-mapped values in the descriptor grading area. This feature is dependent on the set
up of your report card and is not equally applicable to all grade levels.

6. Select an appropriate, subject-specific grading option from the drop-down list at right. Leave the defaulted value,
or open the list to select an alternate value.
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General Education 1 Info Roster Gragdes Alarts
FYET / Copy Grade
BOLERO, Sally Book Grades
Tnl
. Copy Grade Book Grades
Su bJECt \ School Behaviors
area Armves ready to work and leamn + - Appropriate Progress v District—specific
\Es responsible for personal bel NONE di ti H
+- Appropriate Progress grading options in
Ohbserves school and classroom rules *+- Appropriate Progress willGuppon drop-down fields
Exercizes self-control verbally —y Shlmmr:g m';pl:mwerr;en'. wilh suppon
Exercizes self-control physically o0 - Needs improvement

x - Mot evalualed al this time

7. Repeat the above steps for all descriptors in the subject list.

Note: The default grading option in each drop-down field is determined by your district and grade level. It may be NONE,
or it may be a value teachers select most often (i.e. S — Satisfactory). This will vary from grade level to grade level (i.e. K to
3) and from building to building.

8. Enter the comments for each subject area, if desired, using any of the following methods below.

Note: If your school building/grade level does not use subject-based comments, then only a single comment area will
appear at the bottom of the grading area.

Demonstrates self-control s v S

Accepts responsibility for own behawiors 3 ~ 2

Participates in discussio: S W 5
A single - gas=r i actvities s v 3
Comment area Comments
appears at the
end of the [Fo comments have been added,
grading area. N omment Bank &

*+ 7
Characters left: | 1000
& @

Note: If your school building/grade level does use subject-based comments, an entry area for comments will appear at the
end of each subject grading area. The character counter at the bottom of the comment entry field will indicate the number
of characters remaining.

Demeonstrates self-control 35 v s
Accepts rosponsibility for cwn behaviors s =~ ]
e s ¥ s
i =TT s > s
A SIngIe | e Covibes
comment area Comments
appears at the [[To comments have been added,
end of the .
. Iz Banl
grading area. [Jormment
&
Characters left: 1000
L@

9. Add performance-related comments from the Comment bank.

10. Selecting the Add comments from comment bank ® button (next to the words Comment Bank) will bring up the
entire comment bank.

I'l. Select one or more comments for that student by clicking once in the check box next to each comment you

want.
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Click once in the
check box to the
left of the
comment(s) you
wish to add.

SchoolTodl™
Comrtney BECK L@
[ English Language Arts. [ Student is an avid reader K
[IStudent needs to read more at home. [ Student reads a varisty of genres
[ ] Student needs to read a variety of genres. []Student deraonstrates age appropriate editing skills.
/‘ [JStudent needs to further develop editing skills. ] Student should be encouraged to read on a daily basis.
[ Student recpuires below grade level reading materials, [ student reads with flueney.
[JStudent should be encouraged to read on a daily basis. [ Writing is well orzanized.
[ Student is & reluctant writer, [ Writes in a varisty of genres
] Showes interest in writing. [ Uses the writing process.
[ Has creative ideas but kas trouble with the writing pracess 15 ax erasrgent writer.
[ loase seviow ottens dily [ Reading to your child daily will help to develop readiness
e skills
[ Follow daily calendar activities. ] Review dailyr work that comes home with your child.
[JEngage in corversation about your child's day- [1Go over nursery thymes and poerms to reinfbree rthyring,
[ P1ease review beginming sounds at howe. [CIRead to your child modeling leftiright, tapibottor.
[ Student edits and revises witing, [C]Student needs to imaprove editing and revising skills
At e s ALty i ] Student need to use age appropriate vocabulary and details in
& wting,
[JStudent nses a variety of reading strategies. []Student shows interest in independent reading.
et et et o et e TSty s et s e

Save
comments
button

12. Once you have selected the appropriate comments, click the Save comments (=] button to save them to this
subject’s grade area. The comments will appear on the student’s Comments sub tab as seen below.

Note: Once saved, comments appear in the order in which they were entered. This order is also reflected on related
teacher grade reports (Grade Verification Reports and teachers’ Progress Reports available from the Home > My Home

> Reports tab).

Comment bank
comments appear
here.

Aslkes for help when needed 5 v 3
Handles conflict appropriately
Demenstrates self-control

Accepts responsibility for own behaviors

Participates in discussions

L T 7 S B £ T

Engages n activities
Comments

P8 i 15 weell organized.
B2 Follow daily calendar activities.
&‘“’dem uses a variety of reading strategies.

IComment Barke P

+X Y

Characters left:| 1000

» 0

Note the different
delete buttons.
Hold the mouse
over the top to see
tool tips defining
what each does.

Note: Use the Delete &€ buttons (to the left of each comment) to remove one or more of the comments you have
selected (see previous image).

Note: Only use the Delete All Comments ¥ button (to the right of the comment entry field) to delete ALL Comment
Bank AND free-text comments at once, including any text in the free-text entry field.

13. Add a free-text, personal narrative comment about the student or their performance in the free-text field (this is

optional).

14. Type your comment in the free-text field.

I5. Click once on the Check Spelling ¥ button, if desired.
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Note: You may check the spelling of your free-text comment while it is still in the entry field. If errors are found, a pop-up
window with options will appear. If no errors are found, the spell-check box will appear briefly and will then close. Once
you have added your comment, it can no longer be spell checked.)

16. Click once on the Add personal comments SF button to the right of the text box to add the comment to the
student’s record.

Comment Bank B

Add free-text
comments here.

Sally is a sweet child who is definitely moving s
in=h»= right direction. Thought she has little

regard for her personal belongings and is messy,
she is helpful and okedient when asked to clean
up or tidy her area, or help the class put away

o X

Check spelling
button will catch
typos.

Once you have added personal comments, the subject comment area will look like this:

Comment Bank &

Sally is a sweet child who is definitely moving in the right direction. Thought she has little regard fog

personal belongings and is messy, she 15 helpfil and obedient when asked to clean up or tidy her
help the class put away books and toys after paly time. Her general atitude seems healthy and shel
well with others. We are working on helping her work better independently, &
socialization

¢ seems to need

RV

Free-text comments appear
here in read-only mode. Note
that Comments may not
appear in the same order in
which they were entered in this
grading area.

Note: To add lines of space between paragraphs or sentences, hit the Enter key twice and then continue typing. This adds a
blank line between lines of text, though the blank line does not display in the grading area. It is NOT possible to add lines of
space between individually added comments (i.e., those you have typed, and then added with the Add = button. Once the

comment has been added it is not possible to add a line of space).

Comments entered
appear with the most-

When you exit and re-
enter this record, they
display in the correct
order.

recent entry at the top.

8 This 15 the 4th greuping of comments to be added.

Sngns is aph 1. Now I hit the enter key twic
P aph 3

+ RV

8 This is the 5th grouping to be added. IET hit the enter key twice here, it appears to do nothing,

is is paragraph 2. Mow T hit the enter key twice

Lines of space won't
appear in the HTML
text entry area, but will
appear on the report
card.

Note: If you add multiple comments separately, they may not display in the correct order in the grading area until after you
save, exit the grading area and re-enter it, the comments will appear in the correct order. Teachers may also view the
Elementary Report Card report in their My Home > Reports tab to verify the comments display as they wish.

paragraph 3

This 15 paragraph 1. Mow [ hit the enter key twice. This is paragraph 2. Now I hit the enter key twice. This 15

When you re-enter this
record, the comments
display in the correct
order, with the most
recent at the bottom.
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The image below shows how the comments entered above display on a subject-based comments report card.

Teacher Comments

March:

nothing.

[This is paragraph 1. Now | hit the enter key twice.
[This is paragraph 2. Mow | hit the enter key twice.

[This is paragraph 3. This is the 4th grouping of comments to be added. This is
the 5th grouping to be added. If| hit the enter key twice here, it appears to do

June:

Note: To delete a single comment, use the Delete % button to the left of the comment.

Delete individual
comment(s) buttons
appear to the left of
each comment.

Sally is a sweet child who is definitely mowing in the right direction. Thought she has little regard for her
personal belongings and is messy, she 1s helpful and cbedient when asked to clean up or hdy her area, or
help the class put away books and toys after paly time. Her general attitude seems healthy and she works
well with others. We are working on helping her work better independently, as she seems to need the
socialization.

Comument Bank P

* XY

Note: To edit your comment, use the mouse to copy and paste the text back into the free-text entry field. Make your
changes, and then add it again. You will need to delete the original comment. Each comment will appear with its own

Delete &€ button so you can tell them apart.

Use the mouse to
select all the comments
to copy and paste them
back into the entry
area.

Technology
Communicates ideas using technology skills + - Appropriate Progress v

RV

17. Add Comment Bank comments using the free-text field.

18. If this feature has been enabled, you may enter the numeric value(s) associated with one or more comments
from the Comment Bank into the free-text field. (If you add multiple values at one time separate them with

spaces.)

Enter numeric
values associated
with comment
bank comments.

Clomment Barke &
8 10 2z

//V

Add personal

comment ‘2‘
button.

&+ 7

19. Once you have listed all the numeric values, click once on the Add personal comment % button. The Comment
Bank comments associated with those values will appear in the subject grading area for that student.
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$SHOULD PARTICIPATE MORE
8 woA¥ s WELL WITH OTHERS
Comment bank OURTEOUS AND COOPERATIVE

comments
appear here.

Comment Bank P

* RV

20. Use the Delete % buttons (to the left of each comment) to remove one or more of the comments you have
selected (see previous image).

Note: Only use the Delete All Comments #€ button (to the right of the comment entry field) to delete ALL Comment
Bank AND free-text comments at once, including any text in the free-text entry field.

21. When you have finished grading and adding comments to this subject area, continue on to the next one. It may
be necessary to scroll down to see additional subject areas to be graded. Repeat steps 6 and 7 until all subject
areas are completed.

22. When you have finished grading and adding comments to all subject areas for this student, you must save your
work. Use any of the following task buttons to save:

23. Use the Submit grades [=| button to save your work and return to your list of students. This button is located in
the upper right corner or lower right corner of the Grades tab. OR

24. Use the Submit grades and go to next student & button to save your work and go on to grade the next student
in the list. (This button will not appear if you are at the end of the list.) OR

25. Use the Submit grades and go to previous student & button to save your work and go on to a previous student.
(This button will not appear if you are at the beginning of the list.)

26. Once grades have been submitted/saved, a green confirmation message “Marking period grades have been
submitted” will appear. This message either appears under the View menu in the Submit descriptor report card
grades view (see above), or above the name of the previous/next student in the list (see below).

General Education 1 Infa Raster Grades Alerts
Pyl
Not Marking period grades have been submitted
ote |_¥ | BRICKETT, Marie
confirmation Tri 1
message Copy Grade Book Graides
School Behaviors
Arnives ready to work and leam + - Appropriate Progress v

Note: During the unlocked period, you may make changes to grades and/or comments and resubmit them as often as you
like. Simply make the desired changes, and then click the appropriate task button to save your work. This will overwrite
previously submitted report card grades information. Once the report card grading period is locked, changes cannot be
made.

27. To verify your comments and grade values will display properly, use the Elementary Grade Report:
28. Click once on Home to return to your My Home area.

29. Click once on the Reports sub tab to the far right of your Class List. The tab will open with a list of elementary-
specific reports.

30. Select the Elementary Report Card. The report card will appear in a separate window, where you can verify
the grade values and comments added.
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Grade Book Reports

There are several reports available to you while you are working in the grade book area. Samples of each report are
provided in the following section.

There are 4 reports available from the “Grade Book Editor” View:

Grade book Report
Plan book Report
Assignment Report

Grade book per Student

There are 5 reports available from the “Grade Book Reports” View.

Assignment Report — Assignments with descriptors
Grade Book Report — Students, assignments categories, and grades

Grade Distribution Report — Grade distribution per assignment

Missing Assignment Report — Students and the assignments they do not have grades for

Grade Calculation Report — Students and the grades for each descriptor

Reports in “Grade Book Editor’” View
Grade Book Report

The Grade book report is a view of an individualized student’s performance in this course. When printed from within
the Grade Book Editor View, it includes an overall class average, the number of days tardy, the student’s average per
category, any attributes, weighting and all assignment scores. When running this report per class, it will generate a

report that includes all students in the course. When running for an individual student, the same information displays
but is limited to the selected student.

Note: The Grade book report is also available under the Grade Book Reports View. By printing this report under the
Grade Book Reports View, you have additional options available from a pre-screen to control the information displayed on

the report.
Grade Book Report 20409 11:05 am
Lists each Student: Anders, Samuel Teache(s -
graged Course: ENGLIZH®  fFeriod: 3/ Section: 4 COIumn, 1 indicates the
assignment Overall Average: 5883 Days Tardy: 0 .Stu.dem S score, Colum!'\ 2
under the \\QAW 4/"/ indicates the total possible
Category \Umms Homevrark #1 oy w0 srsre—— SCOre, and Column 3
10/2408  Hommermers #2 a50 ;) W0= 8500 indicates the average
HW Average: 17257  200= 8625
Weighted Average: #6253 35000 4312
Quizzes
10710008 Exam 1 40 0= 400
“?l.l.izze; ivemge: 4.0 f 1m0 = 4.00 If you used an
eighted Average: 4005 2500= 1.00 attribute on the
Tests

11/2108 Eomm 2 Erprpt
Tests Average: 0.0y 0= 0.00

i i | Weighieddverage: _0McpdS00- 000
Indicates Category weight
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Assignment information is displayed on the Grade Book reports is based on the following logic:

If an Exempt attribute is checked for an assignment, the report will show “Exempt” for that assignment (rather
than showing a 0 / 0, as was previously displayed).

If a No Credit attribute is checked for an assignment, the report will show 0/ 100 with a grade of 0 (this reflects
current functionality; no change was made here).

If a Flag attribute is checked for an assignment, the course will show the score / 100, with the appropriate grade
indicated (this reflects current functionality; no change was made here).

If an assignment has no score recorded, the report will show nothing (rather than showinga 0/ 0, as was
previously displayed).

If an assignment’s recorded score is 0, the report will show 0/ 100, with a grade of 0 (this reflects current
functionality; no change was made here).

Only those items with numeric grades will be used to calculate the student’s averages.

Plan Book Report

The Plan Book report is a grid-like report allowing you to see all students compared to each other, their overall course
averages, their averages per category and per assignment.

Plan Book Report oz
Course: AMER LIT REGENTS Period: 4 Section Humber: 2
Teacher: BRYAHS/CLAUDIA Gradebook: Amer Lit Reg P4 Q1 0607
911106 |94 3006 |98 4006 |91 506 | 902006
= = =
z T |5 | R E
s B 5B |2 1B B |3
5} Jin} T iy o it} T o
=
[=3
PO R L
) 2 2. |2 |5
= i & g T =
£ g g g 5 5z |6 o o E
ol & B B [gE [, [E |EE
g 3 g |2 [z B2 |28 |12 |E3
[a] =+ & = @ Bo B O [wis}
AVERILL  Alison 8672 8800( 8700 S8500( 8500 85000 &7.00
AWERILL, Devan 53.11] 6500 5200 g3.00] &s00 5500 &200
2ERILL, Jerniter 5576 6300 5500 go.00] ee00 &3.00] &s.00
[ BEMTON, David 93.17] 9500 94000 5000 s000 95000 5400
Ll BLUES, Parker 9750 95.00 97.00] 97.00 95.00 0.00
|| BRIGHTOM, Morgan 9541 9200( 94.000 100.00] 100.00) 92000 94.00
|| BUCKIMNGHAM Julio 0533 S0.00[ S2.00 75000 75000 80000 §2.00
BURKHART, David 7828 8100 ¥5.000 F600] VS.O00) §1.000 VS.00
CAPOSERRE, Lisa G400 &5.00( S4.000 5200 J200) S6000 &4.00
CARCYY Brian §3.000 86.00[ S53.000 80000 80000 §6.000 §3.00
CEDARS, Frank 8672 &5.00( S7.00 55000 83000 85000 &7.00
DANGERFIELD, Cody G659 &5.00[ S5.00 S54.000 54000 85000 S5.00
DANGERFIELD Michael 86.61 §5.00 8300 §3.000 8300 8§3.00) 5500
ELEFAMTE, Cassandra JEO00[ 7300 .00 F9.00] 79.00) 73000 VE.00
GARFEILD, Daniel 9172 8900 92.00 94000 94000 89000 9200
GILBERT, Andrew 9567 95.00[ 94.000 99.00) 99.00) 95000 94.00
GOEBEL, Anthony §3.56( &6.00[ S3.000 52000 52000 86000 §3.00
|| GOODRAN, Michalas §1.39] &200( S0.000 53000 S§3.00) 82000 S0.00
GREGORY, Micholas S6.94) S5.00( S55.00 59.00] 89.00) §5.000 85.00
k E511 Z00 720 B0 B0 Z00 720
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Assignment Reports

This report is a way for teachers to print and post scores for a simple assignment for all students without names. It
displays a list of Earned Points (the number of points a student received) and Scores (the actual grade a student

received) for each assignment.

Grade Book Report
02/13/2007
Course: ATIER LIT REGENTS Teacher(s): BRVANI/CLATDLA
Period: 4 SectionNumber: 2
Asgignment: Chapter | HW
Student Assignment Date Earned Points Possihle Points Score
25833 094112006 FE00 100 Fao0
G622 094112006 as00 100 &500
5550 094112006 ag.oon 100 &800
5502 094112006 &3.00 100 300
5147 094112006 Fo00 100 a0
5134 09112006 &3.00 100 &300
4711 09112006 &e00 100 900
4704 094112006 &e.00 100 il
4629 09112006 0.0o 100 ono
4577 09112006 S7.00 100 700
4496 09112006 &4.00 100 400
4453 09112006 &3.00 100 E300
4381 09112006 F4.00 100 s400
4313 09112006 o0 100 pE]
4297 09112006 F9.00 100 Se00
4261 09112006 &200 100 Ez00
4179 09112006 &200 100 Ez00
Reports in the “Grade Book Reports” View
The View drop-down option Grade book reports opens a menu of additional report options.
Info Roster Attendance Grades Alerts

AMER LIT REGENTS [Period 4] [A.B]

View: | Grade book repors

Reports

F Aesignment Report - Assignments with descriptors

B Grade Book Report - Stadents, assignments, categories, and grades

F Grade Distribution Feport - Grade distribution per assignment

B Missing Assignment Report - Students and the assignments they do not have grades for
P Grade Calculation Beport - Students and the grades for each descriptor
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Assignment Report — Assignments with descriptors

This report is a list of all assignments in this grade book, the date associated with each and the max points or grading

scale.
Grade Book Assignments
Grade Book: Amer Lit Reg P4 Q1 0607 Teacher: BERYANS/CLAUDLA
Section: 2 Year:  2006-2007
Class: AMER LIT REGENTS Building: High 3chool
Assignment Date Max Poinis or Grading Scale
Chapter 1 Coursework 09/13/2006 100.00
Chapter 1 HW 0941172006 100.00
Chapter 1 Test 094142006 100.00
Chapter 2 Coursework 09/20/2006 100.00
Chapter 2 Homeworlk 094182006 100.00

Grade Book Report — Students, assighments, categories, and grades

The Grade Book report is similar to the Grade book reports available from the Grade Book Editor View. However,
from this view, users will see a pre-screen where they have access to a number of additional options to control the
way information is displayed on this report.

Note: Option settings are not saved after running the report.

ENGLISH 9 [Period 3] [1,2,3,4,5] Info Roster Aftendance  Grades Alerts Seating Chart
View: Grade book reports v Jump to: ENGLISH 8 [Period 3][1.2.3.4.5] - ad
Grade Book Report

Use Larger Fonts (single column)
Show Inactive Students Order Category

V| Show Attributes

V| Show Assignment Details
Show Student ID in place of Names 2 Quizzes
Show Quarterly Summary

1 HW

Show Missing Assignments Section 3 Tests
Show Signature Lines
Run Report
Y| Include In Report Last Name First Name MI
+ Anders Samuel
! Baily James F

el e

Auvailable checkbox options include the following:

e Show Attributes — if checked, any assignment Attribute codes are displayed on the report. This option is
checked by default.

e Show Assignment Details — if checked, the report will display details about each assignment. When
unchecked, only a summary of each category is displayed. This option is checked by default.

e Show Student ID in place of Names — when checked, student names will be replaced by student ID
numbers on the report. This option is unchecked by default.
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e  Use Larger Fonts (single column) — when checked, the report will be generated in a single-column format
with larger fonts, rather than the smaller, two-column format. This option is unchecked by default.

e  Show Quarterly Summary — when checked, this will display a summary section at bottom of each student’s
information, showing the student’s quarterly average, the student’s overall course average, and the

average of the class as a whole. This option is unchecked by default.

e Show Missing Assignments — when checked, this will display a message at the bottom of each student’s
information, indicating the number of missing assignments (missing assignments are any assignments that is
blank (no score received, and no attributes checked). This option is unchecked by default.

e Show Signature Lines — when checked, this will include a line at the bottom of each student’s information

for parent and student signatures. This option is unchecked by default.

Student: Drate: Parent:

Drate:

In addition, users may choose the order in which categories are displayed on the report. This may be accomplished by

uln

changing the numeric order values for each category (a category ranked

will display first, a category ranked “2” will

display second, and so on). If a category has no number entered, that category will not show on the report. By default,

categories are displayed alphabetically and are automatically ordered accordingly.

HW Average: 1725/ 0= 3625
Weighted Average: 3625y 5000= 4312

Grade Book Report 204109 10:58 am
Student: Anders, Samuel Teacher(s): Fairbanks
Course: ENGLIZH @/ Period: 3/ Section: 4
Overall Average: 58.83 Days Tardy: 0
HW
09/22/08 Homework #1 1750 ¢ 200 = 87.50
1072402 Homework #2 250 f 100 = 2500

Quizzes
10/10/08 Exam 1 40 100 = 400
Quirzes Average: 40,  100= 400
Weighted Average: 400y 2500= 100
Tests
11421108 Exam 2 [FX] Exempt.
Tests Average: ooy 0= 0.0g
Weighted Average: 000w  2500= 000
Cuarterly Summary
Category Student Average Class Average

Overall 5883 g4.11
HW B6.25 8667
Quizzes 0.00 0.00

Student has 2 mussing assignments
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Grade Distribution Report — Grade distribution per assignment

This report breaks down the student grades and the percentages of students who got each grade, per assignment along
with the assignment average, max number of points, and student names. It is a multiple page report and helps teachers

see the ranges of points and how many students fall into each range.

Grade Book Grade Distribution

Grade Book: GenEd 2003-2009 Teacher: Yellow/Broussard
Section: 2 Year:  2008-2009
Class: General Education - Grl Building: E3

Category: Mathematics Test

Recognizing Numbers1-20 0743142008 1500

Student Score: 4 Distribution: 16/ 17
Bowers, Sara
Brown, Jonathan
Dailey, Noah
Free Dylan
Gragg, Britney
Lewis, Andrew
Pannell Scott
Patton, Matthew
Pray, Victona
Rofriguez, Aidan
Rollins, Britney
Smith, Austin
Tilson, Patrick
Wilson, Gabriel
Wireman, Brianna
Yutzy, Robert

Student Score: 0 Distribution: 1 /17
Bamey, Halie

For Recognizing Numbers1-20
0

Assignment Date Max Points or Grading Scale Average
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Missing Assignment Report - Students and the assignments they do not have grades for.

This report lists all students who are missing one or more assignment grades, along with the specific name and date of
what is missing. Assignments that were marked with an attribute with a type of exempt will not display on this report.
Assignments that were marked with an attribute of no credit will display on this report.

Missing Assignment Report
= 4 021372007

Teacher: Yellow/Broussard

Course: General Education - Grl
Section Number: 2 Period: 4
Gradebook: GenEd 2008-2009

AVERILL, Allison (6622)
Chapter 2 Coursework On 09/20/2006

Chapter 2 Homework On 097182006

AVERILL, Devon (5502)
Chapter 2 Coursework On 09/20/2006

Chapter 2 Homework On 09/12/2006

AVERILL, Jennifer (3970)
Chapter 2 Coursework On 09/20/2006

Chapter 2 Homework On 09/18/2006

BENTON, David (3602)
Chapter 2 Coursework On 09/20/2006

Chapter 2 Homework On 09/18/2006

BLUES, Parker (4577)
Chapter 1 Test On 09/14/2006

Chapter 2 Coursework On 09/20/2006
Chapter 2 Homework On 09/12/2006

BRIGHTON, Morgan (3941)
Chapter 2 Coursework On 09/20/2006

Chapter 2 Homework On 09/18£2006

Grade Calculation Report — Students and the grades for each descriptor

This report displays a breakdown by category and subject on an individual student basis. Grades are displayed for each
assignment, as is a category average.

02/17/2009 9:57-45 AL .

Teacher(s): BrawaiLeric Grade Calculation Report
Course: General Education 4

Section Number: 2

Gradebook: New to test report

[Beach, Emma (66606)

Spelling
Spelling 9385
Unit T Homework a7
Tnit 7 Test
Uit & Homework 35
Tnit 2 Homework
assigrunent 3
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Discipline Referrals

Entering Referrals

I.  Navigate to the Roster tab for the appropriate class. A list of students in the class will appear.

Note: If the student is not in one of your classes, you may need to use the Search feature to find the student.

General Education Info Roster | Aftendance — Grades Alerts

o
Student ID Last Name First Name Grade

= 4782 AVERILL David 5

B 5576 AVERILL Andrew 5

= 6574 AVERILL Amanda 5

B 8650 AVERILL Samantha 5

BBl 4808 BARNES Danielle 5

B 5186 BRYANS Tustin 5

2. Select a student by clicking the Select & button to the right of the student’s name. The student’s Personal
Information record will appear.

Quick Links MyHome Census Scheduling Medical Discipline  Attendance | Counselng  Transportation
% Brigg, Andre
2g;
m First: Andre & Address: 77 Collins Mill Creek Drive
Fam Middle: Rochester, NY 90210
o Last: Brigg Phone #: 555-1234
Gender: Male
DOB: 10/3/1998 (10 yr 4 mo) Grade: 5
1st L g English Homeroom: 124
Email: Ha@hb.com B HR Teacher: Baily, Mary Anne
B4 Counselor: Pots, Joy
Type: Regular School Year Enrollment
Building: Elementary One/Elementary
Student Contacts Schedule | Aitendance Discipine 3-8Testing Assignments Letters. Hotes
Contacts
David Brigg ™ Father (IR
77 Collins Mill Creek Drive Home: 555-1234
Rochester, NY 90210
Custody Type: N/A
Maria Brigg & Mother B
77 Collins Mill Creek Drive Home: 555-1234
Db, AV 0010

3. Select the Discipline tab from the group of tabs towards the bottom of the student record. The discipline

information will display.

Student

2007-2008 -

b

5
5

Contacts Schedule = Aftendance Discipline 3-8Tesling Assignments Letters Hotes

Grade Date Seen  Incident Date Offense

9/7/2007 Excessive Talking
9/6/2007 Did not abide with school rules

B

L
Total Points: 0
Disposition Points
None 0
None 0
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Note: Teachers can only see referrals that they themselves have added for this student. Referrals are considered
confidential, and teachers are not granted access to see the history of referrals for a student, as entered by other staff. Only
school disciplinarians can see a complete view of all referrals.

Note: If there are no referral records, the tab will appear with headings only and no data. Once a referral has been
entered, existing records will display as shown.

Entering a New Discipline Referral

I. Click the Create New S button on the right side of the discipline tab. A blank referral record will appear.

Note: Depending on which method you used to access the referral form, you may or may not see all fields listed here.

Student Contacts  Schedule | Aitendance Discipline 3-8 Testing Assignments Letters Motes
S[~k4

Person Type: @ Offender Victim

Building: Elementary One ~ School Level: Elementary -

Date of Incident: ,W 7] During School Hours

Time of Incident: 02 ~-39 - PM -~

Teacher: BEAWN, Terry

Location: SELECT ONE -
Offense SPAdd Additional
SELECT ONE -

Description of Incident:

Comments:

Number of Non-District Victims: |0 Number of Non-District Offenders: 'U_

% Remove all offenders/victims and save referral

Victims &+

Offenders &
StudentID First Name Last Name Grade Homeroom
51156 Andre Brigg 5 124

Attachments: | Browse... | | Upload Attachment

2. Fill in all appropriate fields. All pink fields are required.
e Person Type (radio buttons): the default is the Offender, but you can select the Victim radio button.

e  Building, School Level (required, drop-down lists): these default to the student’s Building/School Level, but
may be changed to reflect the location of the incident by selecting values from the drop-down lists.

e Date of Incident (required, date field): the date will default to today’s date, but you may alter it by choosing a
new date from the pop-up calendar, or by manually entering a new date in the mm/dd/yyyy format. Use the
checkbox to indicate if this incident occurred During School Hours. This is selected by default.

e Time of Incident (required, drop-down lists): the time will default to the current time, but may be changed
by selecting the appropriate values from the drop-down lists.
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Teacher: the Teacher’s name defaults to your name since you are entering the referral. You cannot change
the name.

Location (drop-down list): select the place where the offense occurred.

Offense (drop-down list): select the student’s offense and wait for the screen to refresh. Use the Add
Additional Offenses & button to add multiple offenses.

Description of Incident (required, free-text, up to 255 characters): enter a free-text description by typing
into the field, or copying and pasting from another source.

Comments (optional, free-text): enter any comments.

Note: Use the Check Spelling ¥ button in the upper right corner of the Discipline tab to check the spelling of any free-
text comments. Once you have saved your work, you cannot use this feature.

Note: Schooltool allows any user with access to a discipline referral to enter free-text comments into these fields.
However, always follow district procedures regarding the logging of incidents and the use of each field. This may vary from
building to building.

Number of Non District Victims (required, numeric): this field defaults to zero. This might be used if the
incident happened on school grounds when students from another school were visiting for a performance
or sporting event and were injured or victimized.

Number of Non District Offenders (required, numeric): this field defaults to zero. This might be used if
the incident happened on school grounds when students from another school were visiting for a
performance or sporting event and committed some act of vandalism, theft, or violence.

Victims (optional, batch selector): If there was a district victim involved in this incident, you could add
them to the discipline referral by clicking on the Add Additional Victims S button. This action opens up
the Batch Selector allowing you to search for the additional victims. Faculty can also be added as Victims
by clicking on the Add Faculty % button.

Offenders (optional, batch selector): If there are additional district offenders involved in this incident, you
could add them to the discipline referral by clicking the Add Additional Offenders S button. This action
opens up the Batch Selector allowing you to search for the additional offenders. Faculty can also be added
as Offenders by clicking on the Add Faculty % button.

Discipline Referrals wictim Mizsed Classes
@
Add Faculty: |SELECT ONE
Search Student
Saved Searches NEWY SEARCH ~
(Add Search Criteria SELECT CRITERIA v
[CEandom
Search

Attachments (optional): You can upload an attachment to any referral record. Use the Browse button to
locate the file (this could be a scanned file of a threat, a .pdf file of a test the student cheated on, etc.).
Once you have located the file, click the Upload Attachment button.

Attachments: Browse... [ Upload Attachment ]
3. When you have completed the referral, click once on the Save |= button in the upper right corner of the record.
After a successful save, the Discipline tab will refresh to show you what you have entered in read-only format.
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Note: If you try to save this record without completing the required fields, an error will result.

Student Contacts  Schedule | Aftendance Discipline 3-8 Testing Assignments Letters Notes
»

Building: High School School Level: High School
Date of Incident: 01/15/2009 Date Seen:
Time of Incident: 2:18 PM During School Hours
Teacher: BRAWN, Terry
Location: Bus

Offense

Profanity or gestures directed at staff
Description of Incident: aaa
Comments:
Number of Non-District Victims: 0
Number of Non-District Offenders: 0

Offenders

StudentID First Name Last Name Grade Homeroom

51156 Andre Brigg 5 124

4. Click the Done # button in the upper right corner of the Discipline tab. The tab will refresh displaying the
referral you added in a list format, along with any other previously existing referrals for the selected year.

Student Cortacts Schedule | Attendance  Discipling Grades Azsignments Letters Motes
b
2007-2008 »
Grade  Date Seen Incident Date Offense Disposition
B3 22372007 Left class without permission Hone
] 22002007 Left class without pertmzsion Hone
B 35 215/2007 Inappropriate Language Hone

Note: Depending on your district permissions, after you have saved the referral, you may be able to view, edit, or delete
your work or not. If any information has been entered in error or typos were made and you do not have these
permissions, only the school-designated disciplinarian can make changes/corrections. See your schooltool liaison for more
information on your user permissions.

Note: Once the referral has been saved, it automatically appears in a list of Students to See for the designated
disciplinarian. This person can then review the referral record, meet with the student, and assign a disposition for the
offense.

Note: Additional options for elementary referrals, such as the date and time a parent was contacted, the number of times
the behavior has occurred before, actions taken, etc, can be added, depending on district preferences. See the image below
for an idea of how elementary referrals can be set up.
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G, == =)

ey, oz |
Teacher Hubbard, Maureen

Offense: Insubordination :

Location: | Cafeteria

Date Tune Parent was Contacted:

T
oozzone |51 11 {4 ] [ amt ¥

Incident:

Description of Child threw lunch on the floor, then refused to clean it up. "y

Has this behavior accmred before?
How many times?

Check all that apply:

[ Student has an FEA

@ Yes OM>

[27#

[¥] Student has an TEP

Reason for

Referral:

Indicate the corrective steps that YOU have taken to date:
[¥] Waming and lectures [ Time out at the office [ Counselor contact
¥ Special seamg [ Classrocm deteation [ Par:nt contact

Previous
Actions
Taken:

Comments:

This is recurring pactern. |




Teacher Reports

Teachers are given access to several reports to help them analyze and verify their grade entries, their homeroom
attendance, and their class information.

All reports are found under the Reports tab at the top right of a teacher’s My Home screen. The following is a list of
reports generally found here.

e Course List Report
e Detailed Homeroom List Report
e Elementary Report Card Report
e Progress Report
e Daily Roster Report

To access the Reports:

I. Access the Reports tab located at the far right of the My Home screen. The screen will refresh with a list of

reports.
Example:
Home
My Home Classes Search Campus Reports Actions
Reports

I Course List Report - List of students per course

Detailed Homeroom List Report - List of details per student per class
Elementary Report Card - Report card for homeroom

My Home/Period Attendance Report

Daily Roster - Roster list per course and homeroom for a selected day

Y V¥V Vv

2. Click once on the Select & button to the right of the row for the desired report. Some reports will
automatically generate, while others have a prescreen that requires user input before the report can be run.

Course List Report

Schooltool contains a Course List Report which allows teachers to verify the students that are in each class they teach.
This report is found in the Reports tab of every teacher’s My Home.

I. Select P the Course List Report. The report screen will automatically generate.

Note: This report is landscape showing all courses in a double pane. This report is for a quick glance to see students in
your class. It is not meant for attendance-taking purposes.
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Detailed Homeroom List Report

Schooltool contains a Detailed Homeroom List Report which allows teachers to see details on each student for each
class such as birthdays, contact information, home phone number, etc. This report is found in the Reports tab of every
teacher’s My Home.

I. Select ¥ the Detailed Homeroom List Report. The report screen will automatically generate.

Elementary Report Card

Schooltool contains an Elementary Report Card which allows teachers to verify their descriptor report card grades
and comments. This report is found in the Reports sub tab of every teacher’s My Home.

Use this report at the end of each grading period to ensure all students have been graded successfully. At the end of
the year, use this report to verify that all grading period grades have been entered.

To access the Elementary Report Card:
I. Select P the Detailed Homeroom List Report. The report screen will automatically generate.
2. Select the appropriate marking period from the Marking Period and report card format from the drop-down lists.

Note: In this example, if you select marking period |, only grades (and comments) for marking period | will appear. If you
select marking period 2, grades for marking periods | & 2 will display. If you select marking period 3, grades for marking
periods I, 2 & 3 will display. If you select marking period 4, grades for all marking periods will display.

3. Click once on Run Report.

Note: The Elementary Report Card contains verification pages for every student in the teacher’s My Home. It may be
necessary to scroll through the pages to find a particular student, or use the preview pane at the left to select a student.

Note: Refer to the Descriptor Report Card Grading for Elementary Teachers procedures on page 51 for more information on
making corrections to grade information.

Daily Roster Report

Schooltool contains a Daily Roster Report which allows teachers to print a list of students per class. This report is
found in the Reports tab of every teacher’s My Home.

I. Select P the Daily Roster Report. The report prescreen will appear.

Rosters for: W E

Run Report

2. Select the date that you wish to run the report from and click Run Report.

Note: The Daily Roster Report may contain several pages for this class in the teacher’s My Home. It may be necessary to
scroll through the pages to find a particular class/student if you are verifying just one section or one specific student.

Note: This report is often used by substitute teachers for attendance.

Mindex Technologies, Inc. Page 71 of 73
Confidential Document Modified 02/09/2009
schooltool v6.3 © 2009 Mindex Technologies, Inc. Module User Guide




Glossary of Terms

Assignment — the actual task to be completed by the student for a grade (i.e. a homework assignment, a quiz, a test, a
paper, a project, etc.). Also known as an ‘assessment.’

Attendance tab (Student’s Personal Information record) — shows attendance for that student for the entire school
year.

Attendance tab (My Home > Classes section) — shows attendance for all students in this section of this class.
Attendance module — shows you a list of Today’s Absentees, school-wide.

Average Override — if this option is enabled, it allows users to override final grades which were automatically calculated
by schooltool. (Average override only works for the current active marking period, and/or for end-of-year grading., and is
typically used only for secondary grading)

Browser — the application used to access schooltool on the web.
Button — any picture on the screen that executes a function. For example, Save = button. See also “Icon”.

Category — the bucket into which assignments go (i.e. there might be a category called exams which would hold different
tests given throughout the marking period; there might be a category called homework that would hold daily assignments
to be completed in class.)

Database — set of linked records contained within a logical structure. Schooltool is a database.
Field — placeholder for data. There are several types of fields:

e Alpha-only — holds words or letters only

First: |

e Date — numeric, date-format field mm/dd/yyyy, often accompanied by a pop-up calendar

Date arrived in USA:

¢ Drop-down — holds a list of values to choose from.

|Sa]utatiun: M. "|

e  Free-text — holds any alpha or numeric or combination text

| Email: |

e Numeric-only — holds numbers only

Zi]_]: 14514

e Required — a value must be entered before the record can be saved

|First: |

e View-only — existing data can only be viewed in this state and is usually shown in gray.
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Final Grades — final report card grades are a culmination of all marking period grades, midterm assessments and final
assessments based on district curriculum. They are automatically calculated by schooltool. If a teacher or administrator
wishes to override them, they can by using the Average Override screen. Final grades can be viewed at any time using the
Grades Verification Report.

Grade Book - A Grade Book is where all assignments are listed, where you'll add student grades, and where final marking
period grades are calculated.

Grade Book Setup — use this screen when creating your grade book (step 1) and creating categories (step 2). Once the
grade book has been “set up” the Grade Book Grades button appears.

Grade Book Editor — use this screen to view the active grade book, enter grades, add assignments, or recalculate
averages.

Home — Refers to “My Home” — the user-specific information you first see when you log in. See also “My Home”.

o
=
==

Icon — any picture on the screen that executes a function. For example, Update = icon. See also “Button”.

Menu / Menu bar — options that appear when you have selected a module to work in. Menu items always appear on the
left of the screen. The words of each menu item form a hyperlink, meaning a single click opens the screen associated with
that item.

Module — a main section of schooltool. For example, the Attendance module. Modules are listed at the top of the screen.
Each module is a hyperlink, meaning a single click opens the module and its associated menu items.

Qciogtioot

Mindex Technologies

Rochester, NY S'Ch 00 ItOOIIm High School (High School) 2008-2008 Search

My Home - the user-specific information you first see when you log in. See also “Home”.

Password — what you use when logging in to schooltool. This is typically the same as your existing school network
password.

Real-time — term used to describe the fact that additions or modifications to system data are immediately available to all
users no matter where they access schooltool. See also “Web-based”.

Record — the collection of data for the person (student or resident) you are viewing. Usually comprised of demographic
information, grades, Discipline records, and other data spread out along tabs.

Roster tab — holds a list of all students in this class for the entire year.
Screen — the view you are looking at in the active browser window.
Sub-module — a section within a module.

Tab - like tabs in a rolodex or card index, these hold additional information related to the record you are viewing. A single
click on the tab card name reveals the information contained in the tab.

Student Information Student Cortacts Attendance  Schedule

Username — what you use when logging in to schooltool. This is typically the same as your existing school network
username.

Web-based — term used to refer to the way schooltool is accessed, via the internet or World Wide Web. Because
schooltool is real-time and web-based, users may experience brief pauses while the system updates itself from screen to
screen, record to record, or tab to tab. See also “Real-time”. Also, all icons/buttons will be accessed with a single click, not
a double-click.
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