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DDooccuummeenntt  NNootteess  
DDooccuummeenntt  CCoonnvveennttiioonnss  

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. 

 

SSeeccuurriittiieess  
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.  

 

CCrroossss--rreeffeerreenncceess  
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 B"#$% S()($#*+ U-(+ ./01( 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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HHoommee::    TTeeaacchheerr  VViieeww    
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 H*3( 4*1/)( U-(+ ./01(. 
    

QQuuiicckk  SSeeaarrcchh  
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.  

N"#$%  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. 

 

All searches will be performed from within the main search window "' #($ )*++$,# -".*/$0  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. 

N"#$%  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. 
    

CCllaassss  LLiisstt  
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.  

 
Roster 

Attendance 
Alert Flag 

Select 
Class 

Grade Book Seating Chart 

Year Selector 
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! 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.  

! Roster  icon – see additional information about the students enrolled in that class. The Roster list may also 
display certain student alerts, depending on district settings.  

! 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.  

! Seating Chart  icon – view or edit the seating chart for any of the classes listed.  

! Attendance Flag  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 defined by your district). 

N"#$%  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. 

TTeeaacchheerr  TTaabbss  
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.  

 

 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.  
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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. 

 
 

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. 

 

 

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.  

 

Student Alerts 
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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. 

 
 

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. 
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RRoosstteerr  TTaabb  
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. 

 

 

SSttuuddeenntt  AAlleerrttss  
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. 

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

AIS Program Service Alert 

Icon:   

 IEP Viewer Alert 

Icon:   

 Medical Alerts 

Icon:   

Mouse-over text: 

 

 Mouse-over Text:  Mouse-over text: 

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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SSttuuddeenntt  IInnffoorrmmaattiioonn  RReeccoorrdd  
When you select a student from the Roster tab, you will see that student’s Personal Information Record. The 
Personal Information Record contains all information 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.  

 

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

! Contacts – shows the student’s guardians and their contact information. 
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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) 

 

 

! 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. 

 

 
    

! 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. 

 

 
    

! 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. 
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! 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. 

 

 

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

 

 
    

! 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.  

 

 
    

! 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.  
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SSeeaattiinngg  CChhaarrtt  TTaabb  
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: 

! Drag and drop photos to rearrange seating charts 

! See only students that are scheduled for class on the specified day 

! Print any day's seating chart for use by substitute teachers 

! Create printable seating layouts in either portrait or landscape mode 
    

  

VViieewwiinngg  aa  SSeeaattiinngg  CChhaarrtt  
1. To use the seating chart navigate to Home > My Home > Seating Chart. 

  

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. 

 

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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MMooddiiffyyiinngg  aa  SSeeaattiinngg  CChhaarrtt  

 

Any seating chart can be modified by a teacher: 

1. Select the desired date, and click the Select Dates  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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AAtttteennddaannccee  TTaabb  
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. 

  

1. 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.  

 

N"#$% A message letting you know whether you have submitted attendance yet displays above the date field. 

N"#$% 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. 

N"#$% 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). 
    

TTaakkiinngg  DDaaiillyy  AAtttteennddaannccee  
1. 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.) 

Select your homeroom 
by single-clicking the 

select button at the 
left. 
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2. Take attendance for each student: click once on the appropriate radio button to show if a student is: 

! P for present (the default), or 

! A for absent, or 

! T for tardy, or 

! K for known absence 

N"#$% 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.  

 

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.” 

 

N"#$% 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. 

Checkbox to 
indicate 
Absent 

Save button 

Confirmation 
message 
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AAtttteennddaannccee  MMoodduullee  
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.  

N"#$% 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). 

 

TTooddaayy’’ss  AAtttteennddaannccee  SSuubb--mmoodduullee  
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.  

 
    

  DDaaiillyy  RRoosstteerr  RReeppoorrtt  SSuubb--mmoodduullee  
Use the Daily Roster Report sub module to generate lists of rosters which can be given to substitute teachers.  

 

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

2. Select the Period for which you will generate one or rosters. 

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

4. 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. 

Select the details for 
the roster or rosters you 
wish to print. 
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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.  

 

N"#$: This module may or not be available to you. Please contact your schooltool liaison for more information about this 
sub-module. 
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GGrraaddee  BBooookk  
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. 
    

1. 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). 

 

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

  

N"#$%  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 S(##056 /7 .+"1( B**8- procedure for instructions. 
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SSeettttiinngg  uupp  GGrraaddee  BBooookkss  
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 I37*+#056/U-056 .+"1( 
B**8- "- T(37)"#(- section. 

Part 1: 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 1: Creating a Grade Book Name 
Each grade book should have a unique name. A suggested naming strategy is: subject + marking period + year.  

For example:   

! Gen Ed GR3-Q1-0607 

1. 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.  

 

N"#$: If a grade book already exists, refer to the procedure on I37*+#056/U-056 .+"1( B**8- "- T(37)"#(- 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:  

Jump to: allows you 
to easily move to 
and from various 
grade books 

Grade book setup 
View appears when 
there are no grade 
books 
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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. 

 

5. Click once on the Add new grade book  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.  

 
    

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% 

New grade book 
name appears in 
the Default grade 
book drop-down 
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N"#$: 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.  

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

 

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. 

 

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.  

 

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). 

Category 
tab 

Grade book 
setup View 

Averaging 
Method 
drop down 
options 
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N"#$: 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.  

N"#$: 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.  

 

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

 

N"#$: 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.  

N"#$: 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. 

 

N"#$% You can use the Delete  button to delete your category, or the Edit  button to make changes to your category 
name and/or its weight (buttons are to the left of the category). 

7. Repeat these steps for each category in this grade book. The image below shows how a grade book with multiple 
weighted categories might look. 

  

Weighting set to 
Yes – entry fields 
appear for 
Category and 
Weight 

Use the update  
 button to 

save your work 

Delete and 
Edit buttons 

Grade book with 
multiple weighted 
categories 

Add Category 
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N"#$: 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. 

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

 

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

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

 

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. 

! 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. 

! 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.  

Attribute tab 

Grade book 
setup View 

Add  button 
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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. 

 

N"#$: 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. 

 

N"#$: 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. 

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

 

2. Select the Scales tab. 

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

Scales tab 

Grade book 
setup View Add  

button 
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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 

 

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

 

N"#$% You can use the Delete  button or the Edit  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. 

 

N"#$% 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 A11056 A--0653(5#- #* 4/)#07)( .+"1( B**8- for more information. 

1. 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. 

 

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.  

Select Grade 
book editor 
from the View 
menu. 
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4. Click the Add Assignment  button found in the gray grade-book bar.  

 

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

 

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 1 or greater, 
unless your district allows zero-point assignments. 

 

Note: all 
four fields 
are required 

Save Grade 
book 
changes  
button 

Add 
Assignment 

 button 

Grade book 
editor View: 
The name of 
your grade 
book 
displays in 
the gray bar 
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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.  

 

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. 

N"#$: 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 1 out of 1, 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.  
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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. 

 

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. 

11. 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: 

 

N"#$: 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.  

N"#$% Use the scroll bars to the top and left to move through the list of assignments.  
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IImmppoorrttiinngg//UUssiinngg  GGrraaddee  BBooookkss  aass  TTeemmppllaatteess  
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: 

! Copy a grade book from one period/section of a course to another period/section of the same course. 

! Copy a grade book from one marking period of a course to another marking period of the same course. 

! 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. 

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

1. 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. 

 
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  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. 

 

N"#$: 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 S(##056 /7 .+"1( B**8- procedure to get started. 

Grade book 
Editor View 

Active grade 
book 
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4. Use the Import from drop-downs to use (copy) a pre-existing grade book as a template.  

 

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. 

N"#$%  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. 

 

N"#$: 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. 

 

8. Select the Add new grade book  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. 

Add new 
grade book 

Radio button options 
are activated after a 
grade book has 
been selected from 
the Import from field 
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N"#$: 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. 

 

N"#$: 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 E10#056 "51 >()(#056 A--0653(5#- for more information.) 

11. 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. 

 

N"#$: 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. 
    



 

Mindex Technologies, Inc.  Page 33 of 73 
Confidential Document  Modified 02/09/2009 
schooltool v6.3  © 2009 Mindex Technologies, Inc. Module User Guide 

AAddddiinngg  AAssssiiggnnmmeennttss  ttoo  MMuullttiippllee  GGrraaddee  BBooookkss  
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.  

N"#$: You must have at least one grade book to use this procedure. 

1. To create an assignment, navigate to the Grades tab and click once on the Add assignments  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. 

 

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

 

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. 
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N"#$%  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. 

 

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.) 

N"#$: 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. 

N"#$% To verify that the new assignment has been added to the other selected grade books, you can review each grade 
book. Refer to the S?0#$%056 @(#?((5 .+"1( B**8- procedure for more information. You can also use the “Jump to” drop-
down list. 
    

JJuummppiinngg  aanndd  SSwwiittcchhiinngg  BBeettwweeeenn  GGrraaddee  BBooookkss  
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.  

Use the Duplicate 
tab to add this 
assignment to 
additional grade 
books 
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1. To Jump to a different grade book, select the Grade book name from the Jump to drop-down list. 

 

2. Once you select the new grade book to Jump to, a warning message will appear. 

 

3. Click OK to continue.  

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

 

N"#$: Repeat this process to switch to another grade book or to switch back to the previous grade book. 

N"#$: Only use this procedure to “switch” between multiple grade books for the selected course. To switch between all 
Quarter 1 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 
1. 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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2. From the Default grade book drop-down list, select the name of the grade book you which to switch to. The 
screen will refresh showing your grade book name in the Default grade book drop-down list. 

 

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 
associated assignments (if any) displayed. 
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EEddiittiinngg  aanndd  DDeelleettiinngg    GGrraaddee  BBooookkss  aanndd  GGrraaddee  BBooookk  FFeeaattuurreess  
Once your grade books have been set up, you can perform the following functions on them: 

! Edit  the name of an existing grade book. 

! Edit  categories – change the name, weight, and/or turn off weighting. 

! Edit  attributes – change the name, short name, or credit type. 

! Edit  assignments – change the name, points, date, category, or any flag. 

! Delete or Remove  assignments, categories, attributes, and/or grade books. 

! Delete entire individual grade books if there are categories and assignments attached to them. 

! Delete categories, if there are assignments attached to them, unless you confirm this task. 

N"#$: 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 

1. Navigate to the Grades tab and 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 list. 

 

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. 
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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 P1 Q1 0607) and a free-text entry field for the new 
name. 

 

4. Type the New grade book name (i.e. Eng 10 P1 Q1 0607) or use your mouse to copy and paste the old text info 
the field, then edit it appropriately. 

 

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. 

 

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

 

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. 

1. 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. 

The new grade book 
name now displays 
in the Default grade 
book drop-down list 

Copy/paste and edit 
the grade book 
name, or enter a 
new name 

Current grade book 
name appears as 
view only 

Save grade book 

changes  
button 

Updated grade 
book name 
displays in the 
gray bar 
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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. 

 

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. 

 

6. Click once on the red Delete grade book  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. 

N"#$: 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. 

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

 

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 S(##056 /7 .+"1( B**8- to change weights. 

 
  

To Turn Weighting Off 

1. 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. 
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To Edit a Category Name or Weight: 

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

 

2. Modify the category name and/or weight. 

 

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

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

 

N"#$: 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. 

1. Click once on the Delete  button to the left of the category name. 
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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. 

 

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

N"#$: 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. 

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

 
  

To Edit an Attribute 

1. Click once on the edit  button to the left of the attribute you wish to change. 

 

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

 

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. 

 

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 
1. Click once on the Delete  button to the left of the attribute you wish to remove. 

 

2. You will be prompted to confirm this action. 

3. 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. 

    

EEddiittiinngg  aanndd  DDeelleettiinngg  AAssssiiggnnmmeennttss  
You can edit and/or delete assignments at any time. 

To Edit an Assignment 
1. Navigate to the Grades tab for the appropriate class to view the grade book. 

 

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

3. The assignment details will appear in editable fields. 

 

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

Edit Assignment  
buttons are located 
underneath each 
assignment 
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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  button to save your 
work. 

    

To Delete an Assignment 
1. 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. 

 

3. A prompt will display asking if you are sure you want to delete this assignment. 

 

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

Warning: 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 A11056 A--0653(5#- #* 4/)#07)( .+"1( B**8- procedure. 

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

1. 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.  



 

Mindex Technologies, Inc.  Page 46 of 73 
Confidential Document  Modified 02/09/2009 
schooltool v6.3  © 2009 Mindex Technologies, Inc. Module User Guide 

 

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. 

 

N"#$: 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. 
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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. 

 

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.) 

 

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. 

 

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 assignments 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.  

 

C. 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. 

 

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 S?0#$%056 @(#?((5 .+"1( B**8- procedure for more information. 

VViieewwiinngg  PPaasstt  YYeeaarrss’’  GGrraaddee  BBooookkss  
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.   

 

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

 

2. 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. 
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GGrraaddiinngg  PPrroocceedduurreess  
EEnntteerriinngg  DDaaiillyy  AAssssiiggnnmmeenntt  GGrraaddeess  
You must have at least one grade book with assignments to use this procedure.  

1. 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. 

 

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: 

! Tab moves you “down” from student to student within an assignment column. 

! Shift + tab moves you “up” from student to student within an assignment column. 

! Shift + > moves you to the right (along the student’s row) to the next assignment. 

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

 

N"#$% 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  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. 

Sort and Filter 
drop-down 
options can 
reduce the list 
of assignments 
on the screen

Locate 
assignment and 
enter grades 
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N"#$% 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. 

 

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, assignment 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. 

 
  

TTrraannssffeerrrriinngg  AAssssiiggnnmmeenntt  GGrraaddeess  ffoorr  SSttuuddeennttss  wwhhoo  SSwwiittcchh  SSeeccttiioonnss  
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: 

1. 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 

Note: AVG 
appears 

Confirmation 
message 

Mass Entry  
button 

Enter grade in 
first field. 

Use the Refresh  
button to recalculate 
averages based on 
the new grade. 
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N"#$% 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. 

 

N"#$% 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. 
    

DDeessccrriippttoorr  RReeppoorrtt  CCaarrdd  GGrraaddiinngg  ffoorr  EElleemmeennttaarryy  TTeeaacchheerrss  
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. 

1. Access the grade book for the appropriate class. 

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

  

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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N"#$% 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  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. 

 

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

N"#$% 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.  

Task buttons 
appear in the upper 
right corner. 

District-specific 
grading options 
appear for each 
subject and 
topic. 

Student name 
and marking 
period appear at 
the top.

Subject areas to be 
graded/commented 
on appear in a list at 
left. 
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7. Repeat the above steps for all descriptors in the subject list. 

N"#$% 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.  

N"#$% 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.  

 

N"#$% If your school building/grade level 1*(- 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. 

  

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.  

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

A single 
comment area 
appears at the 
end of the 
grading area. 

A single 
comment area 
appears at the 
end of the 
grading area. 

Subject 
area 

District-specific 
grading options in 
drop-down fields. 

Copy Grade 
Book Grades 
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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.  

N"#$%  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). 

 

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

N"#$% 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. 

15. Click once on the Check Spelling  button, if desired.  

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

Save 
comments 
button

Comment bank 
comments appear 
here. 

Note the different 
delete buttons. 
Hold the mouse 
over the top to see 
tool tips defining 
what each does. 
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N"#$% 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  button to the right of the text box to add the comment to the 
student’s record.  

  

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

  

N"#$% 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). 

 
N"#$% 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. 

 

Add free-text 
comments here. 

Check spelling 
button will catch 
typos. 

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. 

Comments entered 
appear with the most-
recent entry at the top. 
When you exit and re-
enter this record, they 
display in the correct 
order. 

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

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. 

 

N"#$% To delete a single comment, use the Delete  button to the left of the comment. 

 

N"#$% 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. 

 

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.) 

 
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. 

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

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

Enter numeric 
values associated 
with comment 
bank comments. 

Add personal 

comment  
button. 
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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).  

N"#$% 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). 

 

N"#$% 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. 

Note 
confirmation 
message 

Comment bank 
comments 
appear here. 
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GGrraaddee  BBooookk  RReeppoorrttss  
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 
    

RReeppoorrttss  iinn  ““GGrraaddee  BBooookk  EEddiittoorr””  VViieeww  
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. 

N"#$%  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. 

 

If you used an 
attribute on the 
assignment, it will 
display next to the 
assignment 

Indicates Category weight 

Lists each 
graded 
assignment 
under the 
Category 

Column 1 indicates the 
student’s score, Column 2 
indicates the total possible 
score, and Column 3 
indicates the average 
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Assignment information is displayed on the Grade Book reports is based on the following logic: 

1. 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). 

2. 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). 

3. 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). 

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

5. 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). 

6. 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. 
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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. 

 

 
    

RReeppoorrttss  iinn  tthhee  ““GGrraaddee  BBooookk  RReeppoorrttss””  VViieeww  
The View drop-down option Grade book reports opens a menu of additional report options. 
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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 Report – Students, assignments, 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. 

N"#$% Option settings are not saved after running the report. 

 

Available checkbox options include the following: 

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

! 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. 

! 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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! 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. 

! 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.  

! 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. 

! 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. 

 

In addition, users may choose the order in which categories are displayed on the report. This may be accomplished by 
changing the numeric order values for each category (a category ranked “1” 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. 
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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. 
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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. 

 
    

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. 
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DDiisscciipplliinnee  RReeffeerrrraallss  
EEnntteerriinngg  RReeffeerrrraallss  

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

N"#$% If the student is not in one of your classes, you may need to use the Search feature to find the student.  

 

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.  

 

3. Select the Discipline tab from the group of tabs towards the bottom of the student record. The discipline 
information will display.  
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N"#$% 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. 

N"#$% 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 
1. Click the Create New  button on the right side of the discipline tab. A blank referral record will appear.  

N"#$% Depending on which method you used to access the referral form, you may or may not see all fields listed here. 

 

2. Fill in all appropriate fields. All pink fields are required. 

! Person Type (radio buttons): the default is the Offender, but you can select the Victim radio button. 

! 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. 

! 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. 

! 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. 

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

 

! 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. 

 

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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N"#$% If you try to save this record without completing the required fields, an error will result. 

 

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.  

  

N"#$% 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. 

N"#$% 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. 

N"#$% 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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TTeeaacchheerr  RReeppoorrttss  
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. 

! Course List Report 

! Detailed Homeroom List Report 

! Elementary Report Card Report 

! Progress Report 

! Daily Roster Report 

To access the Reports: 

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

Example: 

 

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. 

    

CCoouurrssee  LLiisstt  RReeppoorrtt  
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. 

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

N"#$% 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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DDeettaaiilleedd  HHoommeerroooomm  LLiisstt  RReeppoorrtt  
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. 

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

EElleemmeennttaarryy  RReeppoorrtt  CCaarrdd  
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: 

1. Select  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. 

N"#$% In this example, if you select marking period 1, only grades (and comments) for marking period 1 will appear. If you 
select marking period 2, grades for marking periods 1 & 2 will display. If you select marking period 3, grades for marking 
periods 1, 2 & 3 will display. If you select marking period 4, grades for all marking periods will display.  

3. Click once on Run Report.  

N"#$% 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.  

N"#$% Refer to the >(-$+07#*+ R(7*+# B"+1 .+"1056 C*+ E)(3(5#"+D T("$%(+- procedures on page 51 for more information on 
making corrections to grade information. 
    
    

DDaaiillyy  RRoosstteerr  RReeppoorrtt  
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. 

1. Select  the Daily Roster Report. The report prescreen will appear. 

 

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

N"#$% 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.  

N"#$% This report is often used by substitute teachers for attendance.  
    



 

Mindex Technologies, Inc.  Page 72 of 73 
Confidential Document  Modified 02/09/2009 
schooltool v6.3  © 2009 Mindex Technologies, Inc. Module User Guide 

GGlloossssaarryy  ooff  TTeerrmmss  
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: 

! Alpha-only – holds words or letters only  

 

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

 

! Drop-down – holds a list of values to choose from. 

 

! Free-text – holds any alpha or numeric or combination text  

 

! Numeric-only – holds numbers only 

  

! Required – a value must be entered before the record can be saved  

 

! 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”. 

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. 

 

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. 

 

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. 


