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About This Manual

Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released in multiple volumes to meet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature and myriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

« Bold indicates user interactions such as a button or field on the screen.
« [talics indicate the option to select or text to enter.
« Notes, Tips, References, and Cautions appear in the margin to provide additional information.

e AY 4 )
Notes provide additional information O TiES suggestfadvanceippti%ns or
about the subject. w ot gr ways of approaching the

subject.

\. J \. S

4 \ A
References list another source of Cautions warn of potential problems.

information, such as another manual Take special care when reading
or website. ) these sections.

v

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements and make sure the district's computer hardware and software meet the minimum
requirements.

Software and Document History

Document ‘ Release Software

Version Date Release Description
1.0 Aug 2015 10 Initial release of this document
2.0 Oct 2015 10.01 Updated
3.0 Dec 2015 10.02 Updated
4.0 May 2016 10.03 Updated
41 May 2016 10.03 Added Transferring Student Scores.
5.0 Jul 2016 10.04 Updated
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Document Release Software
Version Date Release

Description

« Changed format of this page.
« Added District Grade Book Setup
« Updated Assignments
« Updated Class Manager
6.0 Dec 2016 10.05 « Updated Entering Scores
« Updated Grade Book Setup
« Updated Running Grade Book Reports
« Updated Using the Student Summary Screen
« Updated Working with Standards Based Report Cards

Updated:

« Setting Grade Book Main Options for viewing Curriculum
Maps.

« Class Manager:

« Added note about Additional Staff to Can Edit
Scores

« Removed Show Deleted Classes option
« Entering Scores - Removed Excluding, hiding in Portal,
7.0 May 2017 2018 Notes, and Comments from Using Standards Mode

« Creating Progress Reports - Added Show Grading Legend
to the Options and changed Delivery button

« Standards Based Report Card Setup - Updated the
instructions for Non-English Report Cards.

« Working with Standards Based Report Cards

« Added information about Term Weighting with
Elementary Standards-based Report Cards

« Updated adding comments in Classic Mode

« Added Grade Book and Google Classroom
« Added Recording Activity Notes

« Updated Working with Standards Based Report Cards for
sorting students on the Report Card Matrix screen

8.0 Dec 2017 2018.01 « Updated Detailed Progress Report By Subject for Show
Comments

« Updated Creating Progress Reports for the Include
Dropped Classes option.

« Clarified how standards transfer in Transferring Student
Scores
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Description

Updated Grade Book and Google Classroom for Google
Classroom synchronization options

You can now enter four digits and four decimal places

when Entering Scores
Added Configuring Standards in District Grade Book Setup

Added Adding Accommodations to Entering Scores
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Overview of Grade Book

Grade Book allows teachers to:

« Track student performance on assessments such as homework, quizzes, and projects

« Setup online resources in Grade Book such as websites or documents to share with students
via the StudentVUE portal

» Determine the assignments to make accessible to parents and students through ParentVUE
and StudentVUE, the student and parent portals (if used by the district/school)

The classes, marks, and enrollment information synchronize between
:” Synergy SIS and Grade Book to reduce data entry. Grade Book requires
a separate license to activate.

This guide illustrates how teachers create and grade assignments in their classes. There are a
number of reports generated from the information. This guide reviews the available reports and
shows how to customize and print these reports.

Grade Book supports either elementary custom report cards within Grade Book or secondary
custom report cards within Synergy SIS.

« Elementary custom report cards grade students on state and school standards, and the report
cards are printed from Grade Book from custom templates. These grades are not
synchronized with Synergy SIS.

« Secondary custom report cards within Synergy SIS report the grades students received for
the sections they were enrolled in. To print the report cards from Synergy SIS, the final grade
for each section must be posted from Grade Book to Synergy SIS. Secondary custom report
cards are typically used in secondary schools.

Teachers are assigned to one of two roles within Grade Book, depending on the type of report card
used.

« The Teacher role is for teachers using standards-based report cards, generally elementary
school teachers.

« The Secondary Teacher role is for teachers using the Synergy SIS report cards, generally
middle school and high school teachers.

Grade Book screens and functionality are slightly different for each of these two roles and are
specified in the different Grade Book user guides.

Edupoint Proprietary and Confidential
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Using this Guide
The purpose of this guide is to help teachers set up and maintain their Grade Books, and to assist
them in completing Report Cards. Your school may not use all of the functionality of Grade Book.
This guide outlines the three main phases that you go through when using Grade Book:

« Setting up Grade Book at the beginning of the school year

« Using Grade Book throughout the school year
« Completing Report Cards at the end of grading periods

The companion guide, Synergy SIS — Grade Book Administrator Guide,
outlines how to synchronize the information between Synergy SIS and
Grade Book, and how to configure Grade Book for teachers.

The menus in Grade Book can be customized to adjust the options available for each category of
user (teachers, principals, etc.) Therefore, the menus that you see on your version of Grade Book

may not match the menus you see in this manual.

Copyright 2015-2018 Edupoint Educational Systems, LLC
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Logging into Grade Book

How you log into Grade Book depends on your role.

» Teachers and Staff with TeacherVUE access — Log into Grade Book through TeacherVUE.

See the Synergy SIS - TeacherVUE User Guide for login
L) .
instructions.

« Principals, Report Card Specialists, and District Staff who do not have TeacherVUE access —
Log into Grade Book through Synergy SIS.

Logging in as a Principal, Report Card Specialist, or District Staff

1. Enter your Login Name and Password.

2. Click Login.
Edupoint
) Synergy-
Student Information System
\ School District ’
™
«» Synergy Please enler your lugin name and password
Special Education below to access the application
Login Name
|
Password
|
Edupoint® I
b’ Substitute Teacher Login

Contact Us | Check For Popup | Add This Page to My Favorites

Copyright ® 2002-2014 Edupoint Ecucational Systems. Al rights reserved

Synergy Log In Screen

3. Navigate to Synergy SIS > Grade Book > Grade Book Admin Login.

Edupoint Proprietary and Confidential
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4. With a school and school year selected, click Open Grade Book.

<Dy Syneray:
s awm PP

Open Grade Book
|

%* 32 @

T Grade Book Admin Login

This button will open the grade book program.

Grade Book Admin Login Screen

Grade Book opens in a new window with the Focus Selections screen.

By default, the focus is not set to any class or grading period. A
focus must be selected to view class grades. Principals and other
staff can view any classthat they have access to, but they cannot

change the grades.
Synergy* Streams  Grade Book -  Report Card - LessonVUE - |
TacharVLE
Admin
20a3 .
Terms  Class Focus v Periods
1star School Year School Q1 | Gradngidar Penods)
i 2014-2015 v Adams Elementary ¥ Qz:f;:w;\la'-.{x'ojs:
oL e | Q3 {GradngMark Feriods) |

Zzlzct a Teachar

Period Course Section |ID Students Term Room Att Taken

&40 Ofr (031772015 - 06302015}

s

Selecting the focus of Grade Book

Grade Book Screen

1. Selectthe School Year, School, Enroliment Period, Class, and Grading Period in the
Focus Selections window.

Depending on your role, the focus drop-down has different
information.

2. Click Select.

Copyright 2015-2018 Edupoint Educational Systems, LLC



Chapter 2:
Grade Book Setup

SetUp OVeIrVIEW . L 17
Grade Book SetUp ... .. . L 18
Configuring Subjects ... 20
Configuring Assignments .. ... 25
Configuring Grade Book Score Types ... ... ... . ... 4
Configuring Grade Book Comments ... .. ... ... 50
Configuring Report Card Score Types ......................................... 56
Configuring Class Settings ... ... .. 62

Configuring Academic Standards ... ... ... ... 64



Grade Book User Guide - Elementary

Chapter 2: Grade Book Setup 17

Setup Overview

Before setting up your Grade Book, it is important to note that your district may have set default
settings for your school. These defaults may be set for:

o Subjects

« Assignment Types

« Grade Book Score Types

« Report Card Score Types

» Grade Book Comments
Your district may require you to use the pre-configured settings. However, the district may allow
teacher to create your own custom types in Grade Book.

This section explains how to create Grade Book setup customizations for your classes. The
functionality available to you within Grade Book depends on the permissions set by your school or
district. You may have the ability to create your own settings and use them within the Grade Book
Setup, or you may be restricted to the district defaults. Regardless of permissions, you cannot delete
the district set defaults, but may be allowed to:

« Copy the district defaults and modify a version owned by you
» Create and use your own settings

Copyright 2015-2018 Edupoint Educational Systems, LLC
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Grade Book Setup

Accessing Grade Book Setup Screen

Select Grade Book Setup from the Grade Book menu. The Grade Book Setup screen displays:

Grade Book Setup

& (YR) Mantle, N 3/4 Grade{1) SEC:0303 / 4th Qtr ~

O 060 O ¢

Grade Book Sefup  Class Seftings  Subjects  Assignment Types  Grade Book Store Types  Report Card Sc

0" e Gl
ore Types  Grade Book Comments  Scoring Rubrics

Assignment

classroom

Assignment Weighting

Which Assignment Types and Subjects would you like to use for this class?

Add My Types To The District Types

Assignment Type

Grade Book Settings Standards

Weight (%) Drop Scores Default Points Possible Display Color

1.00 | classrool m |

Grade Book Setup Screen

From the Grade Book Setup screen, you can:

Not all teachers have the access or permission to create their own items in
the Grade Book Setup screen. Some teachers may be required to use
only subjects created by their district.

« Grade Book Setup — Teachers use the Assignment Weighting, Grade Book Settings,

and Standards tabs to configure their classes. (1]

» Class Settings — Teachers use this tab to configure their classesto determine if they are
using Standards Mode, how the Overall Grade is determined, the score type used for the

overall grade, type of Analysis Bands, and if the final grade displays in ParentVUE. (2]

« Subjects — Configure a list of subjects. ©

« Assignment Types — Configure assignment types. (4)

« Grade Book Score Types — Define grading scales used to grade or score assignments. (5

« Report Card Score Types — Define report card types. (6]

« Grade Book Comments — Define comments used in report cards. (7]

« Scoring Rubrics — Teachers use Scoring Rubrics to create rubrics used with Drop Box

Grader. ©®

Edupoint Proprietary and Confidential
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Grade Book Alerts and Notifications

Class notifications alert you to any changes in Grade Book or remind you when new setup is
needed.

1. Selectthe Grade Book Settings tab in Grade Book Setup screen.
2. Select the alerts and reminders you want to receive.

Class Notifications

¥ Alert me when students are added
# Remind me to delegate new students
# Remind me when a custom report card is setup

# Remind me to set final grade config for new students

Grade Book Setup Screen, Grade Book Settings Tab

« Alert me when students are added displays a Grade Book alert any time a new
student is added.

« Remind me to delegate new students applies to teachers who delegate students to
other teachers for Report Cards.

« Remind me when a custom report card is setup alerts you when your district has
created a new report card.

Remind me to set final grade config for new students is not
used by elementary schools.

19
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Configuring Subjects

{ N
As an elementary teacher, Edupoint recommends that you create a

Q subject within Grade Book for every subject you teach. This enables you

= tofilter your class by subject areas (Math, Reading, and Science) on the
Grade Book Main screen.

« Not allteachers have the access or permission to create their own
subjects within Grade Book. Some teachers may be required to use
E only subjects created by their district.

« The Subjects tab in the Grade Book Setup screen is only available

to elementary teachers.
\. J/

Adding Subjects

1. Selectthe Subjects tab in the Grade Book Setup screen.
2. Click NEWadd a new row.

Subjects
Options * 37 tems + INSERT C canceL

Subiect Scguence Hide My Types

ATgebra Bl
DISTRICT WIDE

Auto -1
DISTRICT WIDE

Behavior -1
DISTRICT WIDE

Grade Book Setup Screen, Subjects Tab

3. Enterthe Subject and Sequence.

The sequence is the order the subjects display in the list when
working with assignments.

4. Click +INSERT.

Edupoint Proprietary and Confidential
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Editing Subjects

1. Selectthe Subjects tab in the Grade Book Setup screen.
2. Hover over the subject until the delete and edit icons appear.

Subjects
0ptions = | 37 tems

Gredtt Subject Sequence Hide My Types

-1

Algebra
m DISTRICT WIDE
x uto -1

A
T DISTRICT WIDE

+ NEW

Grade Book Setup Screen, Subjects Tab

3. Click @291t to openallrowsor & on asingle row.

Subjects
Goptiens v | 37 Ems C canceL
G=dit|  Subject Sequence Hide My Types
Algebra -1

DISIRICT MDE

Auto

+ NEW

Grade Book Setup Screen, Subjects Tab

4. Change the Subject or Sequence. The icon displays on the edited row.

Subjects

Cedit Subject Sequence Hide My Types

Algebra -1
DISTRICT WIDE

| Auto Bady|

Behavior -1
DISTRICT WIDE

Soptions ~ | 37 items m C cANGEL

Grade Book Setup Screen, Subjects Tab
5. Click SAVE.

21
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Deleting Subjects

Deleting a subject removes it from the Subject field.

1. Selectthe Subjects tab in the Grade Book Setup screen.
2. Hover over the subject until the delete and edit icons appear.

Subjects

Gedit Subject Sequence Hide My Types

1

Math
[PISTRICT WIDE

Ji.?‘ Language Arts
ISTRICT WIDE

Reading 3
DISTRICT WIDE

@options » | 12 items + NEW

Grade Book Setup Screen, Subjects Tab

3. Click * nexttothe row to delete. The icon displays.

Subjects

r— B3 oo

et Subject Sequence Hide My Types

Math 1
DISTRICT WIDE

= e
DISTRICT WIDE

Readin;

g 3
DISTRICT WIDE

Grade Book Setup Screen, Subjects Tab

4. Click SAVE. A confirmation dialog displays.
5. Click OK to delete the subject.

Edupoint Proprietary and Confidential
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Hiding Subjects

Hiding a subject allows the subject show for some classes but hides it from others.

1. Selectthe Subjects tab in the Grade Book Setup screen.

2. Click ®==="| The Subject screen displays.

Subject

HlStOry Class Setting

Default State (YR) Elementary General Classroom Grade 3(0) SEC:ESGG3-04 9 E

m o (YR) Elementary General Classroom Grade 3(0) SEC.ESGG3-04
(YR) Elementary Reading Grade 3(1) SEC ESREG3-09 E
(YR) Elementary Reading Grade 3(1) SEC:ESREG3-09 m
(YR) Elementary Mathematics Grade 3(2) SEC:ESMAG3-09
(YR) Elementary Science Grade 3(3) SEC:ESSCG3-09 m
(YR) Elementary Social Studies Grade 3(4) SEC.ESSSG3-09 m
(YR) Elementary Writing Grade 3(5) SEC:ESWRG3-08

Close E

Subject Screen

3. Determine which classes can use the Subject.
« Default State — Toggle between Show and Hide. (1)

« Class Setting — Toggle between Show and Hide if different from the Default State. (2]
4. Click Save.

Copyright 2015-2018 Edupoint Educational Systems, LLC
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Viewing Deleted or Hidden Subjects

1. Selectthe Subjects tab in the Grade Book Setup screen.
2. Select Show Hidden in Options.

Subjects
Troptions = | 12 iems
¢ # Show Hidden

: Math
x [
@ DI STRII::E' WIDE
Language Arts
OICTRIICTIIMMOE

Grade Book Setup Screen, Subjects Tab

The deleted subjects appear with a note indicating the date they were deleted.

Subjects
Goptions ~ | 12 tems & hEV
Gedit Subject Sequence Hide My Types

Math 1
DISTRICT WIDE

Language Arts

DISTRICT WIDE

por P pr— et 3 — T
==t et Sl e
———— P e s T g T T et

8

Auto Body
DISTRICT WIDE
Delted on: 9/18/2015

Grade Book Setup Screen, Subjects Tab

O Toreinstate a deleted Subject, click U tomakea change and click
*  Save.

The hidden subjects display in sequence. To reinstate a hidden Subject, click #==***' and

change the settings.
Subjects
fioptions ~ | T items 4 NE
Gedit Subject Sequence Hide My Types
History 1 i Secure Subject

Matalie Carroll
1

Mathematics
DISTRICT WIDE

Grade Book Setup Screen, Subjects Tab

Edupoint Proprietary and Confidential
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Configuring Assignments

Assignment Setup

There are several settings that apply to assignments that you create. New assignments are based
off of the Assignments Types that you or your district have defined and the default settings you
choose on the Grade Book Setup tab. You can:

« Set the default grading period for new assignments.

« Inherit or remove the district created non-mandatory assignments.

« Setwhether rounding is used to determine the final grade.

« Set an interpretation scale to reduce the impact of a score of zero on a final grade.

On the Assignment Weighting tab, you can:

« Setthe weighting score for assignments and how those scores are determined.

Setting the Default Grading Period for New Assignments

To set the grading period that is selected when creating new assignments:

1. Selectthe Grade Book Settings tab on the Grade Book Setup screen.
2. Select one of the following options under Grading Period Default For New Assignments:

« Assignment Due Date — Places new assignments into the grading period that the
assignment due date falls.

» Assignment Date — Places new assignments into the grading period that the
assignment date falls.

« Current Period in Grade Book — Places new assignments into the current grading
period in Grade Book.

o My Last Selection — Places new assignments into the grading period based on your last

selection.

Grading Period Default For New Assignments
Current Pericd In Grade Bock v

This setting controls what grading periods will be selected by default when creating a new assignment

Grade Book Setup Screen, Grade Book Setting Tab

25
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Setting District Grade Book Settings

Some districts create a District Grade Book for the different grade levels at their school. The district
can add mandatory and non-mandatory assignments to each grade level’s District Grade Book. The
district can push assignments from the District Grade Book into the teacher’s Grade Book.

» For mandatory assignments:

» Teachers must use mandatory assignments

» Teachers cannot remove mandatory assignments

« For non-mandatory assignments, if the assignments were not pushed to the schools,
« Teachers caninherit non-mandatory district classes

« Teachers can remove non-mandatory classes

1. Selectthe Grade Book Settings tab in the Grade Book Setup screen.
2. Make selections under District Grade Book Settings:

« Inherit Assignments from the District Grade Books — Select to inherit your district’s non-
mandatory District Grade Book. District-created assignments display in your Grade
Book.

« Remove District Grade Book Entries — Click to remove the district-created
assignments for the current class.

District Grade Book Settings
@ Inherit Assignments from District Grade Books
District Grade Book entries can be removed if they're not marked mandatory by a District Administrator. Use the bution below to remove entries from the currently selected class

Remove District Grade Book Entries

Grade Book Setup, Grade Book Settings Tab

To remove district created assignments from other classes:

a. Click the class link in the right corner of the screen. The Focus
Selections screen displays.

Gloria Chavez

O 201 3-20r1 4 Adams Elementary,
Teacher

b. Select the new class from the Classes field.
c. Click Select.

Repeat steps.

Edupoint Proprietary and Confidential
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Configuring Assignment Scoring Settings

Itis important to understand how Grade Book calculates the student’s progress in order to use
Grade Book effectively and to explain a student’s grades to parents and guardians.

There are two methods to calculate assignment scores:

Total Points Method

Teachers who use the Total Points Method base their grades on total point calculation.

« Each assignment type is worth the same amount of points based on Category or Assignment
Type Weighting.

« Assignments can be weighted or not based on the assignment point value.

« Grades are determined by dividing the number of points earned by total points possible.
Scenario 1 - Maximum Score and Assignment Points are equal: Using this weighted method,
an example student’s grade is 52% for the assignment types scored in Grade Book.

In this scenario, the 20 point Quiz has twice the weight of the 10 point Journal, and the 90 point
Project is worth more than all of the other assignments types combined. A poor score on the 90 point
Project drastically alters a student’s grade.

Grade Book
Example: Value
Assignment | Assignment {weight):
Max Score Points fMax [MTotal Points
Score X
Points
Quiz 20 20 18120 90% /0.9 0.9x20
Project 50 50 36190 40% /0.4 0.4 x 90 36 Ao
Journal 10 10 610 60% /0.6 0.6x10 b 72M135
5 55 100% / 1 1x5 5 Student Overall Class
- - — — — Grade: 53%
Homework 5 35 60% / 0.6 06x5 3
415 B0% /0.8 0Bx5 4

Scenario 1

Scenario 2 - Maximum Score and Assignment Points are NOT equal and all Points are set
to 1: Using this non-weighted method, an example student’s grade is 71.6% for the assignment
types scored in Grade Book.

In this scenario, all of the assignments have equal weight of one point. A poor score on the Project
minimally affects the student’s grade, as it is worth only one point in the grade book; the same as the
other assignments.

Example: Vaﬁi[lidigioﬂi
. . (weight):
Assignment | Assignment [Totall
Max Score Points /Max . Points
B Points
Quiz 20 | 18/20 90% /0.9 09x1 g
Project 90 | 36/90 40% /0.4 04x1 0.4 0.9+0 4+0 6+1+0.6+0 8=4.2
Journal 10 [ 610 50% /0.6 D6 x1 0.6 4.346
5/5 100% / 1 1x1 ] Student Overall Class Grade:
Homework 5 | 5 50% 106 ] 06x m.6%
1 415 B0% /0.8 08x1

Scenario 2
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Scenario 3 - Maximum Score and Assignment Points are NOT equal: Using this method, an
example student’s grade is 63.8% for the assignment types scored in Grade Book.

In this scenario, the assignments are weighted by assigning them different point values. A low score
on the Project affects the student’s grade more, as it is worth five points. Likewise, Homework is
worth the least amount of points per assignment and therefore holds the least weight, unless there
are sufficient homework assignments that the number of points equals the points for the project.

Grade Book
Example: Value
Assignment| Assignment (weight):
Max Score Points /Max [Total Points
Score X
Points
—
Quiz 20 3 18720 90% /0.9 09x3 2.7
Project 90 5 36/90 40% /0.4 04x5 2 375 (ed o140 Bel) A=E
Journal 10 2 610 60% /0.6 06x2 1.2 8.3M3
3 1 515 100% / 1 1x1 1 Student Overall Class Grade:
-
Homework ' 5 60% 706 | 06x1 0.6 63.8%
-
415 80% /08 0.8 x1
Scenario 3

Weighted Categories Method

Teachers who use the Weighted Categories Method base their grades on calculating the final grade
based on the grade multiplied by the weight of the different assignment types.

« Weight the assignment categories differently. For example: Homework 15%, Project 35%,
Journal 25%, and Quiz 25%.

« Each assignment has a point value, which is then calculated into a percentage of its overall
category value.

» Grades are determined for each assignment type.

« The grade is the sum of the points earned divided by points possible multiplied by the category
weight.

In the Weight Categories Method scenarios, the assignments are weighted by assigning them

different percentage values. A score on an assignment that has a high point score AND high
percentage affects the student’s grade more. Likewise, an assignment that has a low score AND

low percentage affects the grade the least.

Scenario 4 — Weighted Categories Method: In this scenario, the student’s grade is 74.1% for the
assignments scored in Grade Book. The Project assignment has a higher percentage and point
score than the other assignments.

Grade Book
Assignment Example: ahek
T""'-eg'*"r-ig-*t Assignment ple: {weight):
e Points : [Total Points
ICategory {Points .
Weight
Quiz 20 18/20 90% /0.9 0.9 x .25 225
Project 90 36/90 40% 1 0.4 0.4 x .35 14 99 F4dd+]5+19=R1 5
Journal 25% 10 610 60% / 0.6 0.6 x.25 0.635/100
/5 Student Overall Class Grade:
- 16— 0
Homework 15% 5 35 J215= ¥ 08x.15 12 635%
4/5

Scenario 4
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Scenario 5 — Weighted Categories Method: In this scenario, the student’s grade is 69% for the
assignments scored in Grade Book. The Project assignment has a lower percentage, but a higher

point score than the other assignments.

Grade Book
] Value
_ASls;I.gﬂmelll'I]t Assignment Example: [weight):
o e Points ) Total Points
Category {Points -
Weight
Quiz 20 /20 9 x 2F 22
Project 15 90 36/90 40% /0.4 0.4 x.15 6 e T
Journal 25% 10 6/10 60% / 0.6 0.6 x.25 15 0.715M00
R/ Student Overall Class Grade:
— . - 5
Homework 5% 5 315 Bx.35 2 LAk
415

Scenario 5

Scenario 6 — Weighted Categories Method: In this scenario, the student’s grade is 65% for the
assignments scored in Grade Book. All assignments have the same percentage, but different point

scores.
Grade Book
i . = (weight): .
???'g"m?_rll_ Assignment Example Value (weidht dital
v ght Points . Points
/Points X
Weight
Quiz 25% 20 18/20 90% /0.9 0.9 x .25 225
Project 90 36/90 40% /0.4 0.4 x .25 10 99 B 44015 I=RT E
Journal 25% 10 6/10 60% /0.6 0.6 x .25 15 0.675M100
55 Student Overall Class Grade:
Homework 25% 5 35 e 0.8 x 25 20 il
—
475
Scenario 6
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Setting assignment weights, dropped scores, and default points

Prior to setting assignment weighting, the Assignment Types must be defined by you or your district.

The Assignment Weighting tab enables you to have different assignment type weighting for your

linked or shared classes. For example:

« A math class may have homework, test, and quizzes, but not necessary any projects. You

may choose not to include projects in the overall weight calculation.

« Aremedial class may have students to do the majority of their graded work in class. You may
weigh the in-class assignments heavier than the homework for just that class. See

Configuring Assignment Scoring Settings.

E Only the primary teacher can set assignment weights for shared classes.

Grade Book Setup

L@ == Lotk Sign Out Suppert Help

Grade Book Setup  Class Settings  Subjects  Assignment Typss  Grade Book Score Types  Repart Card Store Types  Grade Book Comments

Assignment Weighting

Which assignment types would you like to use?
Change Class:
Only Show My Types

1st Qfr weighting setup
WE\ghY (%) e Drop Scores 0 Default Points Possible 6 D\splay Color
2 o 2000 [ Assessment |
Assignment |
10.00 W|

Assignment Type

Assessment

Assignment

Homework

Participation

Project

Quiz

Test

Also apply the above weighting settings to the following classes
Select All Classes:

Select All Grading Periods: @
((:g_) zshaworsiECCDE:LE;E (YR) Math SEC:0102 e T
) Szience

# Allow class weighting to be setup by grading period

Grade Book Setup Screen, Grade Book Settings Tab, Assignment Weighting Tab

1. Selectthe Assignment Weighting tab.

2. Select the assignment types you want to see. (1)

« Only Show My Types — If you created your own assignment types and do not want to

use the district default assignment types.

o Add My Types to the District Types — If you are using any of the district

assignments types and your own assignment types.

3. Selectthe Class. @
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4. Setthe appropriate values to weigh the different types of assignments:

« Weight (%) — How much weight each assignment type holds in relation to the other
assignment types. The sum of all the weights must equal 100%. If you do not use

weights, enter O for each assignment type. ©

« Drop Scores — The number of scores to exclude from the final grade calculation. For
example, enter 2 for Homework if you want to drop the two lowest homework scores.

Enter 0if you do not want to drop any scores. (4]

« Default Possible Points — The default number of points possible for each assignment
of that type.

For example, enter 70 for Homework if most of your homework assignments will be
worth 10 points; you can override this value when creating assignments. Enter 0 of you

would prefer to default the points to zero. (5]

5. Select any other classes to apply these assignment weights. (6

« Selectindividual classes to set those classes in the same way.
« Select Select All Classes to set all of your classes the same way.

6. Select Allow class weighting to be set up by grading period to set class weighting by
grading period, if needed.

« Select grading periods.

W, Ifselected, the Grading Period currently in focus displays and any
&= additional periods that share the same weighting are selected. (7]

7. Click Update. A message displays indicating your updates are complete.

Final Grade Rounding Setting

Both the Class Percentage and the Class Mark can be rounded.

"> Notallteachers have the access to Class Mark rounding options. District
%= level settings control this option.

The following is an example of how the rounding settings affect a student’s final grade.

For the Class Percentage, assume that a student has a class percentage of 89.978%. Here is the
affect the Class Percentage rounding settings have on the grade displayed.

Rounding On Rounding Off

Whole number Only 90% 89%
1 decimal 80.0% 89.9%
2 decimal 89.98% 89.97%
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For the class mark, assume that a school’s grading scale is as follows:
A:100.00-90

B:89.99-80

C:79.99-70

D:69.99-60

F:59.99 — below

Assume a student has a class percentage of 89.98% and the class percentage was set to
Rounding On and 2 decimals. The affect the Class Mark rounding settings have on the final mark
are:

Rounding On Rounding Off

Whole number Only  A-90% B-89%
1 decimal A -80.0% B-89.9%
2 decimal B -89.98% B-89.97%

Rounding Class Percentage Default

You can specify the default value for the type of rounding you want for the overall scores that appear
on Grade Book Main for all classes.

[ @ To change the rounding by class, see Configuring Class Settings. ]

1. Selectthe Grade Book Settings tab.
2. Setthe Class Percentage rounding to Rounding On or Rounding Off.

3. Select Whole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting applies
automatically.

Default Final Grade Rounding Settings Current Class Final Grade Rounding Settings

Class Percentage

Class Rounding is ON
Rounding Cn v 1 Decimal Place

1 Decimal Place

Settings used when displaying the class percentage

Class Mark Mark Rounding is OFF

Rounding Off v Whole Number Only v
Whole Number Only

Setting to control the rounding of the
class percentage when used fo get the
class mark. Example: With this setting
ON and set to whole number a 89.9%
class percentage becomes a 90% when
getting the class mark

Grade Book Setup Screen, Grade Book Settings Tab
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Rounding Class Mark Default

You can specify the default value for the type of rounding you want to apply to class marks.

? To change the rounding by class, see Configuring Class Settings.

1. Selectthe Grade Book Settings tab.
2. Setthe Class Mark rounding to Rounding On or Rounding Off.

3. Select Whole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting applies
automatically.

Default Final Grade Rounding Settings Current Class Final Grade Rounding Settings
glass Percentags Class Rounding is ON
Rounding On v | 1Decimal Place v
Settings used when displaying the class percentage. Lhecimal Jhce
Class Mark Mark Rounding is OFF
Rounding Off v ‘Whole NumberOnly v
Whole Number Only

Setting to control the rounding of the
class percentage when used to get the
class mark. Example: With this sefting
ON and set to whole number a 89.9%
class percentage becomes a 90% when
getting the class mark

Grade Book Setup Screen, Grade Book Settings Tab

Setting the Interpretation Scale

The Interpretation Scale minimizes the effect of a low grade on the student’s overall grade in the
class. An Interpretation Scale is a Report Card Score Type that allows assignment scores be
interpreted as other scores when calculated by grade book.

When a student earns a zero on an assignment for not turning it in, the zero negatively impacts the

student’s overall grade. An interpretation scale can calculate that zero in Grade Book as a different
score, such as 59%. A 59% is still within the failing range, but the failing grade has less of an overall
impact when the final grade is calculated.

Book Report 4
MAX:100.00
PT5:100.00
20412013
Project
Andrade, Chris 89.0% B+ q,» Andrade, Chris B+ 29
Baez, Todd 100.0% A+ .p Baez, Todd A+ 96
Barraza, Ronald 59.0%F IIl* Barraza, Ronald F 0
Barthlow, Cheryl 89.0% B+ R Barthlow, Cheryl B+ 29
Interpreted Grade On Grade Entry Screen Interpreted Grade On Grade Book Main Screen
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The teacher or district can create a Report Card Score Type that has adjusted values and is
available as an Interpretation Scale. It displays on the Interpretation Scale list on teacher’s Grade
Book Settings tab in the Grade Book Setup screen.

Interpretation Scale
Report Card Score Type Used for Interpretation Scale:
A-F Interpretation

An Interpretation Scale allows you to minimize the effects of low grades (or any grades) in the grade book. By turning this feature on, you can tell the system "even though a
student got 0/15 treat it as 55% of points possible

Grade Book Setup Screen, Grade Book Settings Tab

« Tocreate aninterpretation scale, create a Report Card Score Type with adjusted values and
select Available as Interpretation Scale.

RC Score Type ScoreType Details
Score Type Gedt|  Score Low Score High Score Value SEQ Legend Text
Interpretation of F F 0.00 60.00 £9.00 1

Initial Value

¥ Available as Interpretation Scale

Hide Final Score

Grade Book Setup Screen, Report Card Score Types Tab, RC Score Type

Only include the scores that will be interpreted because if all scores use
interpretation, you could receive unexpected results that require additional
explanation to students and parents.

Examples:

« Ifastudentreceived a 93% on all assignments, their score should
0 be 93%. However if the Value is set at 100%, they would receive
100%.

« Ifastudentreceived 100% on all assignments, their score should
be 100%. However, if the Value is set at 95%, the would receive a
95%.

This could be remedied, by selecting Hide Final Score.
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« Touse an interpretation scale:

1. Selectthe Grade Book Settings tab on the Grade Book Setup screen.
2. Selectan interpretation scale. A confirmation dialog displays.

Interpretation Scale
Report Card Score Type Used for Interpretation Scale:
A-F Interpretation v

An Interpretation Scale allows you to minimize the effects of low grades (or any grades) in the grade book_ By turning this feature on, you can tell the system "even though a
student got 0/15 treat it as 55% of points possible

Grade Book Setup Screen, Grade Book Settings Tab

3. Click Yes to apply the interpretation scale to existing results and final marks within
Grade Book.

Configuring Assignment Types

Assignment Types are the assignment categories. Grade Book comes with some pre-configured
assignment types, that you can edit or delete. Assignment Types typically include:

« Homework « Participation

« Projects « Reports
o Quizzes « Exams
o Tests « Presentations

Use the Assignment Types tab in the Grade Book Setup screen to configure assignment types.

Assignment Types
{¥0ptions ~ | 8 items + nNEW
Assignment Type Sequence Due Date Locked Assignment Type Color Picker Hide My Types
Homework 1 res No T

DISTRICT WIDE

classroom 1 No Mo classroom
DISTRICT WIDE

Quiz 2 No No s
DISTRICT WIDE

Assignment 4 Yes No

Assignment
DISTRICT WIDE i
Project 5 fes No Project
DISTRICT WIDE
Test 8 No No =
DISTRICT WIDE
PE Minutes 8 No No PE Minutes

DISTRICT WIDE

Grade Book Setup Screen, Assignment Types Tab
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Adding Assignment Types

Not all teachers have the access or permission to create their own
assignment types within Grade Book. Some teachers may be required to
use only the types created by their district.

1. Selectthe Assignment Types tab in the Grade Book Setup screen.
2. Click NEW to add a new row.

Assignment Types
$0options » | Bitems + INSERT CcancEL
Assignment Type Sequence Due Date Locked Assignment Type Color Picker Hide My Types

Hew = = = Default

Homework 1 Yes No —
DISTRICT WIDE

classroom 1 No Ne classroom
DISTRICT WIDE

Quiz 2 Mg Mo Quiz
DISTRICT WIDE

Grade Book Setup Screen, Assignment Types Tab
3. Define the Assignment Type:

« Enterthe Measure Type and Sequence.

The sequence is the order that the assignment types display
when working with assignments.

« Select Yesin the Due Date column if the assignment can have an assigned due date.
Projects and homework typically have due dates. Quizzes and
= testsusually do not.

\. .

» Select Yesin the Locked column if the assignment cannot be used by teachers.
( )
& Only use this option if your district no longer uses this
assignment type.

J
q \
E Use instead of deleting if the assignment type was used in the

L current school year. )
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a. Click Default inthe Measure Type Color Picker. The color picker window

opens.
b. Select the color and click OK.

Presels [

JOR RORCNCORON N B

B

SAMPLE

Text Color

Dark El

Color Picker Window

4. Click +INSERT.
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Editing Assignment Types

Do not edit assignment types after the school year has started because it
can be confusing to parents and students.

1. Selectthe Assignment Types tab in the Grade Book Setup screen.
2. Hover over the assignment type until the delete and edit icons appear.

Cedit|  Measure Type Sequence Due Date Locked Measure Type Color Picker Hide My Types
Assignment 1 Yes No i
DISTRICT WIDE shsmnty
% G Project 1 Yes es Project
DISTRICT WIDE
Homework 1 Ves Ne Homework
DISTRICT WIDE
Grade Book Setup Screen, Assignments Type Tab
. 7 edi e r .
3. Click @&dlt to open all rows for editing or < to open a single row.
@=dt | Measwe Type Sequence Due Date Locked Measure Type Color Picker Hide My Types
Assignment 1 es No i
DISTRICT WIDE nfanely
Project 1 Yes Yes Project
DISTRICT WIOE
Homework 1 s Homework
Quiz 2 Yes Ne Quiz

Grade Book Setup Screen, Assignment Types Tab

4. Make the necessary changes to the assignment type. The icon displays on the edited

row.
Credit Measure Type Sequence Due Date Locked Measure Type Color Picker Hide My Types

Assignment 1 Yes No i

DISTRICT WIDE R,

Project 1 Yes Yes Project

DISTRICT WIDE

Homevork [ ‘ i Homework

SIS 2 Yes No e

Grade Book Setup Screen, Assignment Types Tab
5. Click SAVE.
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Deleting Assignment Types

Do not delete assignment types used in the current school year because it

can affect weighting. Lock the assignment type instead.

Deleting an Assignment Types removes the type from the drop-down and it cannot be reinstated.

Select the Assignment Types tab in the Grade Book Setup screen.
2. Hover over the assignment type until the delete and edit icons appear.

Homework 1 Yes Mo Homework

DISTRICT WIDE
Quiz VEs Ne Quiz
DISTRICT WIDE
Lab 2 Yes Mo Lab

Grade Book Setup Screen, Assignment Types Tab

3. Click * on the row to delete. The icon displays on the row.

OTSTRICT WIDE

=3 Quiz 2 Yes Mo Quiz
DISTRICT WIDE
Lab 2 Ves Mo Lah

Grade Book Setup Screen, Assignment Types Tab
4. Click SAVE. A confirmation dialog displays.
5. Click OK to delete the assignment type.

Hiding Assignment Types

Hiding an Assignment Type removes the type from the drop-down, but it can be reinstated.

1. Click “™""™"“" The Measure Type screen displays.

Measure Type

Weekly Vocabulary ~ ©= setna

Datault State (i)

m o (R}
ath

1 SECNA

(YR} Reatng Groups-Abave Grade Level SECNA

(YR} Reagng Groups-Grade Level SECNIA

(YR) S EC. 0102

3 Math Quiz Breakoul SEC NA

VIR Fartel N P

Measure Type Screen

39
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2. Determine the classes that use the Assignment Type.
« Default State — Toggle between Show and Hide. (1]
o Class Setting — Toggle between Show and Hide if different from the Default State. (2]

3. Click Save.

Viewing Deleted or Hidden Assignment Types

1. Selectthe Assignment Types tab in the Grade Book Setup screen.
2. Select Show Hidden in Options.

Assignment Types
fHoptions = | 15items
¢ # Show Hidden

Assignment |>3
DISTRICT WIDE

Grade Book Setup Screen, Assignment Types Tab

The deleted types appear with a note indicating the date they were deleted.

Rehearsal
DISTRICT WIDE
Hidden on: 82272014

Grade Book Setup Screen, Assignment Types Tab

« Only Assignment Types used by a course display when you
a select Show Hidden.

« Hidden types display in sequence.
J

To reinstate a deleted Assignment Type, click & and make a change
to enable the Save button and click Save.

@ Secure Measure Type

To reinstate a hidden Assignment Type, click and

Q change the settings.

DISTRICT WIDE

Weekly Vocabulary 7 Mo No Weekly & Secure Measure Type
Kathv Jackson Vocabulary
Hidden on: 8222016

Grade Book Setup Screen, Assignment Types Tab
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Configuring Grade Book Score Types

Grade Book Score Types are the grading scales used to grade or score assignments. These are
different than Report Card Score Types because they do not use a range for the score. Examples of
Grade Book Score Types include Letter Grade, Percentage, Raw Score, and Rubric. Grade Book
comes with some pre-configured score types that you can edit and delete as needed.

Not all teachers have the access or permission to create their own score
types. Some teachers may be required to use only their district’s default
score types.

Typically, teachers use the raw score scoring method to score assignments. However, in other
situations, your district may need to use a custom score type, such as a Pass/Fail. There are two
ways to create a custom score type:

« Add anew Grade Book Score Type
« Copy an existing Grade Book Score Type

Use the Grade Book Score Types tab in the Grade Book Setup screen to configure assignment
types.

Grade Book Score Types

Loptions - B items < ADD SCORE TYPE

Percentage Score fype has no items.
DISTRICT WIDE

Raw Score Score type has no items.
DISTRICT WIDE

Elementary Standards Score Value Sequence Legend Text
Rubric

DISTRICT WIDE 4 4.0000 1 4
Duplicate

3 3.0000 2 3

Grade Book Setup Screen, Grade Book Score Types Tab

Copyright 2015-2018 Edupoint Educational Systems, LLC



42 Grade Book User Guide - Elementary
Chapter 2: Grade Book Setup

Adding Grade Book Score Types

Select the Grade Book Score Types tab in the Grade Book Setup screen.
2. Click+ADD SCORE TYPE.

Grade Book Score Types
0ptions -~ | 6 items + ADD SCORE TYPE
Percentage Score type has no ifems
DISTRICT WIDE
Raw Score Score type has no items.
DISTRICT WIDE
Elementary Standards Score Value Sequence Legend Text
Rubric
DISTRICT WIDE 4 4.0000 1 4
Duplicate 3 30000 2 3

Grade Book Score Types Screen
3. Enter the name of the new Score Type.
Select Max Value? to indicate that this score type has a maximum value, if needed.
5. Click SAVE. A new row displays under the Score Type Details.

GB Score Type Score Type Details
m E  BACK 0 items + INSERT CCANGEL
Score Type Score Value Seq Legend Text
Rubric 4 New =

Max Value?

Grade Book Setup Screen, Grade Book Score Types Tab, GB Score Type
6. Complete the Score Type Details.
o Score — Text associated with the score such as A+, Pass, O, or 4
« Value —Numeric value used to calculate the score
« Seq —Order that the scores display

« Legend Text — Text to describe the grade or notes to display in ParentVUE about the
score

7. Click +INSERT.
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Copying Grade Book Score Types

1. Selectthe Grade Book Score Types tab in the Grade Book Setup screen.
2. Click Duplicate next to the score type to copy. A confirmation dialog displays confirming the

duplication of the score.

DISTRICT WIDE

Letter Grade - High School score Value Sequence Legend Text

Grade Book Setup Screen, Grade Book Score Types Tab

3. Click OK. A copy of the score type displays at the bottom of the list with all of the individual
scores from the original score type. The word (copy) at the end of the score type name
indicates the score type copy.

Kathy Jackson
Duplicate

M Secure Grade Book Score Type | A

Letter Grade (copy) Score Value Sequence Legend Text
A+ 100.0000 ]
35.0000 1
30.0000 2

A

Grade Book Setup Screen, Grade Book Score Types Tab

Editing Grade Book Score Types

1. Selectthe Grade Book S

core Types tab in the Grade Book Setup screen.

2. Click the score type title. The Score Type Details screen displays.

Kathy Jackson

Letter Grade (copy) Score Value Sequence Legend Text

Duplicate At 100.0000 0
& Secure Grade Book Score Type | A 35.0000 1
A 30.0000 2

Grade Book Setup Screen, Grade Book Score Types Tab
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3. Editthe score type:
« To edit the name of the score type:
a. Change the name in Score Type under GB Score Type.
b. Click Save under GB Score Type.

« To edit score type details, click © inthe row or @&9t The Score Type Detail rows
open for editing.

a. Make the necessary changes. The icon displays in the row.
b. Click Save under Score Type Details.

GB Score Type ScoreType Details
13 items -
C CANZEL
Chide|  Score Value Seq Legend Text
Score Typs

As
Letter Grade (copy)

Max Value?

Grade Book Setup Screen, Grade Book Score Types Tab, GB Score Type

« Todelete score type details:

a. Click * inthe row. The icon displays on the row.
b. Click Save under Score Type Details.

GB Score Type ScoreType Details
13 items m C CANGEL
Eedit Score Value Seq Legend Text
S T
ikl i A+ 100.0000 0
Letter Grade (copy)
A 95.0000 1
Max Value?
delete [ 90.0000 2

Grade Book Setup Screen, Grade Book Score Types Tab, GB Score Type
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Deleting Grade Book Score Types

Deleting a Grade Book Score Types removes the type from the drop-down and it cannot be
reinstated.

1. Selectthe Grade Book Score Types tab in the Grade Book Setup screen.
2. Click the score type title.

Letter Grade (copy) Score Value Sequence Legend Text

Kathy Jackson

Duplicate At 100.0000 0
& Secure Grade Book Score Type | A 35.0000 1
A 30.0000 3

Grade Book Setup Screen, Grade Book Score Types Tab, GB Score Type

The Score Type Details screen displays.

GB Score Type ScoreType Details
13 items O CANCEL + NEW
Chide| Score Value Seq Legend Text
Score Type

A 100.0D00
Letter Grade (copy)

Max Value? A

Grade Book Setup Screen, Grade Book Score Types Tab, GB Score Type

3. Click Delete.

Grade Book deletes the score type immediately with no confirmation
message.

45
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Hiding Grade Book Score Types

Hiding a Grade Book Score Type removes the type from the drop-down, but it can be reinstated.

1. Click Secure Grade Book Score Type. The Grade Book Score Type screen displays.

Grade Book Score Type

Letter Grade G

(copy) (S1) Jackson, K Am Gow(0) SEC:0077

Default State m
(51) Jackson, K Psychology 1(1) SEC:0169 9 E

m (81) Jacksen, K Psychology 1(2) SEC:0269 m
(81) Jackson, K Am Gow(3) SEC:0369 m
(51) Jackson, K Am Gow(4) SEC:0469 m

Grade Book Score Type Screen

2. Determine the classes that use the Grade Book Score Type.
« Default State — Toggle between Show and Hide. (1)

« Class Setting — Toggle between Show and Hide if different from the Default State. (2]
3. Click Save.
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Viewing Deleted or Hidden Grade Book Score Types

1. Selectthe Grade Book Score Types tab in the Grade Book Setup screen.
2. Select Show Hidden in Options.

Synergy TeacherVUE

Grade Book Setup Class Se

Grade Book Score Types

{f¥options » | 8 items

#/Show Hidden

Perverage L\) Score type has no ife
DISTRICT WIDE

Grade Book Setup Screen, Grade Book Score Types Tab

The deleted Grade Book Score Types display with a note indicating the date they were

deleted.
Letter Grade (copy) Score Value Sequence Legend Text
Kathy Jackson
Duplicate At 100.0000 ]
@ Secure Grade Book Score Type A 95 0000 1
Deleted 10/15/2015 A 30.0000 3

Grade Book Setup Screen, Grade Book Score Types Tab

Q To reinstate a deleted Grade Book Score Type, click @ and make
“  achange to enable the Save button and click Save.

The hidden types display in sequence. Click Secure Grade Book Score Type to change

setting.
Letter Grade (copy) Score Value Sequence Legend Text
Kathy Jackson
FCT A 100.0000 0
& Secure Grade Book Score Type | | A 35.0000 1
A 30.0000 2

Grade Book Setup Screen, Grade Book Score Types Tab
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Defining Scoring Rubrics

Scoring Rubrics are used to grade or score assignments.
1. Selectthe Scoring Rubrics tab in the Grade Book Setup screen:
» Click New to add a new rubiric.
« Selectthe row to edit a rubric. The rubric definition screen displays.

Sample Rubric Name

x Sample Criteria Mame v
T e = Store:
| San ple Rating Description
Y =
Sam o crinti Score:
x| San ple Rating Description
y -
#® | sample Criteria Mame 2 -~
Score:

x Sample Rating Description

® Sample Rating Description

Cancel m

Grade Book Setup Screen, Scoring Rubric Tab, Rubric Definition
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2. Define the rubric:

« Rubric Name 0

« CriteriaName @

« Rating Descriptions © and Scores @

Rubric

x

e x Analysis

Student's understanding of concept is cleary evident, student uses effective strategies to get accurate

results, student uses logical thinking to amive at a conclusion .
Student's understanding of the concept is evident, student uses approp) ies to amve at a result,
student shows thinking skills to amive at a conclusicn y
Student has a limited understanding of a concept, student uses stratagies that are ineffective, student
attempts to show thinking skills =
Student has a complete lack of understanding of the concept, student makes no attempt to use a

| strategy, student does not attempt to show thinking skillsl ”

Grade Book Setup Screen, Scoring Rubric Tab, Rubric Definition

N
o Click to add another rating to the rubric. e
B « Click to add another criteria to the rubric. ©
o Click b to remove a criteria or rating.
\. J

3. Click Save.

49
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Configuring Grade Book Comments

Grade Book Comments help students, parents, and teachers know the reason for the score of an
assignment. Some common reasons a teacher uses comments are:

» The student was absent for the assignment.
« The student did not turn in the assignment.
« The studentis allowed to make up the assignment later.

Teachers add comments:

« Thatdo not have a Not Scored Value to indicate why the assignment was not scored and to
serve as a reminder to follow up with the student. This type of comment does notimpact the
student's final grade.

« Thathave a Not Scored Value to apply penalties or default points (normally a zero) to
missing, incomplete, or late assignments. This type of comment impacts the student's final
grade.

« Notall teachers may have the access or permission to create
a their own report card comments. Some teachers may be
required to use only their district’s default report card
comments.

Adding Comments

1. Selectthe Grade Book Comments tab in the Grade Book Setup screen to configure
comments.

Grade Book Comments
Loptions ~ | 6 items + NEW
@ “vou can create your own version of a district comment by editing . If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new
comment with the same comment ¢ode as an existing comment will replac e the old comment. Comments are grouped by the comment code.
Giedt|  Comment SEQ Not Scored Value  Not Scored Value (Standards) Penalty %  Missing Mark Comment Code  Remove When Scored  Hide My Types

Late 1 No La No
DISTRICT WIDE

Absent
DISTRICT WIDE

Yes Ab Yes

Missing 3 0.0000 Yes Mi Neo
DISTRICT WIDE

Incomplete 4 No Inc No
DISTRICT WIDE

Grade Book Setup Screen, Grade Book Comments Tab
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2. Click NEW to add a new row.

Grade Book Comments

QGoptions | 6 items + INSERT C CANGEL
@ You can creats your own version of a district comment by editing it If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new
comment with the same comment code as an existing comment will replace the old comment. Comments are grouped by the comment code.

Not Scored Value Missing Remove When  Hide My
Comment SEQ Not Scored Value (Standards) Penalty % Mark Comment Code Scored Types
New =+ — —
Late 1 No La Mo
DISTRICT WIDE
Absent 2 0.0000 s Ab Ves

DISTRICT WIDE

Missing 3 0.0000 fes Mi Mo
DISTRICT WIDE

Incomplete 4 No Inc No
DISTRICT WIDE

Language 5 No Lng Mo
DISTRICT WIDE

Extra Credit
DISTRICT WIDE

Ne Ex MNe

Grade Book Setup Screen, Grade Book Comments Tab
3. Define the comments:

« Comment — Comment name that displays on the list when entering grades
o SEQ - Order that the comment displays on the list

o Not Scored Value and Not Scored Value (Standards) — Default points to an
assignment you only provide a comment, but you did not enter a score

\
The Not Scored Value is a point value, not a percentage. For
example, if an assignment is missing, enter 0in Not Score

Value.
J

« Penalty % — Amount deducted from the student’s score when this comment is used
{ \
Penalty % is typically used in comments for late or incomplete
assignments. When you enter a number in Penalty %, Grade
Book automatically deducts a percentage of the total score for

E any assignments labeled with the associated comment.

For example, if Penalty % for assignments is setto 30 for a
comment of Late (La), and the student receives a score of 10
out of 10 with a La code, upon saving, Grade Book assigns the

L penalty and the score changes to 7 points or 70%. )

« Missing Mark — Code to indicate assignments that are missing and on the Grade Book
main screen in the Missing column (if the column is enabled)
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« Comment Code — Code used in the score entry grid on the Grade Book main screen.
The comment code can be up to three letters or numbers

Avoid creating comment codes that are also used as letter
0 grades (such as ‘A’ for Absent). This prevents inadvertently
entering a grade when you meant to add a comment code.

Adding a new comment with the same comment code as an
i(:}_x. existing comment replaces the existing comment. Comments
are grouped by the comment code.

« Removed When Scored — Removes the code when a score is entered for the
assignment.

Use to override a default score entered by Not Scored Value
Q or Not Scored Value (Standards) for any assignment with a
Missing (Mi) comment.

4. Click +INSERT.

Editing Comments

1. Move over the subject until the delete and edit icons appear.

Grade Book Comments
L0ptions ~ | &items + NEW

@ 'You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding 2 new
comment with the same comment code as an existing comment will replace the old comment. Comments are grouped by the comment code.

Cedit Comment SEQ Not Scored Value Not Scored Value (Standards) Penalty % Missing Mark Comment Code Remove When Scored Hide My Types

e 1 No La No

ISTRICT WIDE

Edit Row

®E bsent 2 0.0000 es Ab fes

o ISTRICT WIDE
Missing 3 0.0000 Yes Mi No

DISTRICT WIDE
Incomplete 4 No Inc MNo

DISTRICT IAINE

Grade Book Setup Screen, Grade Book Comments Tab

2. Click “ intherowor @edit

Grade Book Comments
#0ptions ~ | Bitems C CAMCEL + NEW

@ vou can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new
comment with the same comment code as an existing comment will replace the old comment. Comments are grouped by the comment code

Not Scored Value Missing Remove When Hide My
Qedt| Comment SEQ Not Scored Value (Standards) Penalty % Mark Comment Code Scored Types

Late 1 No La No
DISTRICT WIDE

Absent ‘fes Ab ‘fes
DISTRICT WIDE

Missing 3 es Mi Ne
DISTRICT WIDE

Incomplete 4 L =

Language 5 No Lng Ne

DISTRICT WIDE

Grade Book Setup Screen, Grade Book Comments Tab
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3. Editthe fields as necessary. The icon displays in the row.

DISTRICT WIDE

Incampist 4 1 1 = Ine =

Language s Ne Lng Ne

MISTEINT WInE

Grade Book Setup Screen, Grade Book Comments Tab

4. Click SAVE.

Deleting Comments

Deleting a comment removes it from the drop-down and it cannot be reinstated.

1. Hover over the subject until the delete and edit icons appear.

Ebsent Z U000 iG] i) (3
DISTRICT WIDE
Missing 3 0.0000 Yes Mi Mo
DISTRICT WIDE

- Incomplete 4 No Inc Mo
=] DISTRICT WIDE

Language 5 No Lng Mo
DISTRICT WIDE

Grade Book Setup Screen, Grade Book Comments Tab

2. Click * inthe row. The icon displays on the row.

TSI
DISTRICT WIDE

Incomplete 4 No Inc Mo
DISTRICT WIDE

Language 5 No Lng Mo

Grade Book Setup Screen, Grade Book Comments Tab
3. Click SAVE. A confirmation dialog displays.
4. Click OK to delete the comment.
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Hiding Comments

Hiding a Comment removes the comment from the drop-down, but it can be reinstated.

1. Click **=™"  The Comment screen displays.

Comment

Class Setting
Absent
Default State (YR) Elementary General Classroom Grade 3(0) SEC:ESGG3-04 9
sHow (YR) Elementary General Classroom Grade 3(0) SEC:ESGG3-04

(YR) Elementary Reading Grade 3(1) SEC:ESREG3-09
(YR) Elementary Reading Grade 3(1) SEC:ESREG3-09

(YR) Elementary Mathematics Grade 3(2) SEC:ESMAG3-09
(YR) Elementary Science Grade 3(3) SEC:ESSCG3-09

(YR) Elementary Social Studies Grade 3(4) SEC:ESSSG3-09

(YR) Elementary Wiiting Grade 3(5) SEC-ESWRG3-09

dooogapa

Q
=
2
3

Comment Screen

2. Determine the classes that use the Comment.
« Default State — Toggle between Show and Hide. (1]

« Class Setting — Toggle between Show and Hide if different from the Default State. (2]
3. Click Save.
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Grade Book Comments

B0ptions = | 6 items

{ ¥ Show Hidden

n wersion of a distric’

- — .....,.L\\?t:-mm&nt code as an

Gedit|  Comment

SEQ

Grade Book Setup Screen, Grade Book Comments Tab

The deleted subjects appear with a note indicating the date they were deleted.

Grade Book Comments

Boptions = 9 items

Credit Comment SEQ Not Scored Value Penalty %

Language 1

leted on: 12/18/2011
Extra Cre 1
DISTRIST W
Deleted on: 7/12/2012

Late 1
DISTRICT WINE

© vou can create ‘your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new
comment with the same comment code as an existing comment will replace the old comment. Comments are grouped by the comment code.

<+ NEW

Missing Mark Comment Code Remove When Scored Hide My Types
Mo Me
Mo No
Mo = Mo

Grade Book Setup Screen, Grade Book Comments Tab

To reinstate a deleted Comment, click @ andmakea change to
enable the Save button. Click Save.

The hidden comments display in sequence. Click

& Secure Comment

to change setting.

Grade Book Comments

$options ~ | 7 items

DISTRICT WIDE

@ You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new
comment. Adding a new comment with the same comment code as an existing comment will replace the old comment. Comments are grouped by the comment code

Gedit Comment SEQ Not Scored Value Penalty %  Missing Mark Comment Code Remove When Scored Hide My Types
Late No (5 No
DISTRICT WIDE
Absent - Yes A Yes i Secure Comment
Natalie Carroll =
Missing 3 o Yes M No

+ NEW

Grade Book Setup Screen, Grade Book Comments Tab
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Configuring Report Card Score Types

Report Card Score Types are the grading scales that teachers use for the report card.

( )
In elementary schools, the teachers:

E » Use the district defined report card types.
« Can create and modify interpretation scales

« Can create and modify interpretation scales only.
\. J

Grades with younger students (kindergarten, first, or second grade) may grade their students using
effort based scoring (such as Outstanding, Good, Satisfactory, and Needs Improvement) where
grades with older students are graded using letter grades (A-F) or rubric score (4.0 scale).

Grades can show or hide the student’s final score. For example, a student’s report card would show
Outstanding when:

« The class uses an effort report card type that is hiding the final score.

« The student has afinal (overall) grade of 96.67% earned from three assignments scored as
10 0f 10,9 of 10, and 10 of 10.

» The score range for Outstanding is 90.00%-100.00%.

Working With Interpretation Scale Report Card Score Type

1. Selectthe Report Card Score Types tab in the Grade Book Setup screen.

Report Card Score Types

Loptiens ~ | 17 items + ADD SCORE TYPE

GenesisGrading Score Low Score High Score Value Sequence Legend Text
DISTRICT WIDE
Hide Final Score: no

@ Secure Report Card Score Type 3 71.00 88.96 300

4 86.00 100.00 4.00 1

2
2 51.00 73.96 2.00 3
4

1 0.00 53.96 1.00

M 1.00 496 0.00

N/A 1.00 4.96 0.00
Interpretation of F Score Low Score High Score Value Sequence Legend Text
Jackson, Kathy
Hide Final Score: no F 0.00 60.00 59.00 1

& Secure Report Card Score Type

Grade Book Setup Screen, Report Card Score Types Tab

Edupoint Proprietary and Confidential



Grade Book User Guide - Elementary

Chapter 2: Grade Book Setup 57

2. Click+ADD SCORE TYPE. The Score Type Details screen displays.

RC Score Type Score Type Details
m RN 0 items
Score Type There are currently no details for this score type.
Initial Value

[F] Available as Interpretation Scale

[ Hide Final Score

Grade Book Setup Screen, Report Card Score Types Tab, RC Score Type
3. Define the Report Card Score Type.
« Score Type — Enter a name for the Report Card Score Type.

« Initial Value — Enter the total value for this scale, such as 100 for a percentage scale,
or 4.0 for a rubric scale.

« Available as Interpretation Scale — Select to indicate that this grade scale is an
interpretation scale. See Using an Interpretation Scale.

« Hide Final Score — Select to hide the final grade from the Grade Book Main screen
and from printed reports. Only the average grade displays.

4. Click SAVE. A new row displays under the Score Type Details.

RC Score Type Score Type Details

m m +zack || i Ssous e +nzEAT || Coancel | i Ssoure

Score Type Score Low Score High Score Value SEQ Legend Text

Effort

Initial Value

Available as Interpretation Scale

Hide Final Score

Grade Book Setup Screen, Report Card Score Types Tab, RC Score Type
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5. Define the Score:

« Score — Enter the text that displays as the grade, such as A+, Pass, O, or 4.
« Low Score —Enter the lowest value in the score range to qualify for this score.

For example, in a rubric, a score within the range of 3.51 to 4.00 would qualify for a
score of ‘4’. The low score in that range would be 3.51.

« High Score — Enter the highest value in the score range to qualify for this score. For
example, in a rubric, a score within the range of 3.51 to 4.00 would qualify for a score of
4. The high score in that range would be 4.00.

s

~
Do not overlap the values in the Low and High Score for two
different Scores.
Grzait Scors Low Score High Score Value SEQ Legend Text
4 100.00 4.00 1
: Incorrect  °
1 0.00 1.00 4
et Score Low Score High Score Value SEQ Legend Text
4 86.00 100.00 4.00 1
: PRS— 3
1 0.00 1.00 4
. J

« Value — Enter the numeric value used to calculate the score.
« SEQ - Enter the number to indicate the order to display the scores.

« Legend Text — Enter a description of the score that displays in ParentVUE and
StudentVUE. For example, O = Outstanding.

6. Click +INSERT or Save.
7. Repeat until all scores are defined.

Copying

1. Selectthe Report Card Score Types tab in the Grade Book Setup screen.

2. Click Duplicate next to the score type to copy. A confirmation dialog displays to confirm the
duplication.
Grade Book Setup Screen, Report Card Score Types Tab
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3. Click OK. The copy displays at the end of the list with (copy) appended to the name.

GenesisGrading (copy)
DISTRICT WIDE

Hide Final Score: no
Duplicate

@ Secure Report Card Score Type

Score

At

A

B+

Grade Book Setup Screen, Report Card Score Types Tab

4. Change the name to be more specific. For example, GenesisGrading - 6thru8.

Ensure that all Scores in this score type are available on the Mark

Definition screen.

Editing a Interpretation Scales

1. Selectthe Report Card Score Types on the Grade Book Setup screen.

2. Click the score type title. The Score Type Details screen displays.

RC Score Type

Score Type Chige | Score

ScoreType Details

1 items
Low Score
Interpretation of F

Initial Value

# Available as Interpretation Scale

Hide Final Score

High Score Value SEQ

@ CCANCEL
Legend Text

1 Needs Improv

Grade Book Setup Screen, Report Card Score Types Tab, RC Score Type

3. Editthe score type:
« To edit the score type settings:
a. Make necessary changes.
b. Click Save under RC Score Type.

« To edit score type details, click the & inthe row or @&t in the header. The Score

Type Detail rows are opened for editing.

a. Make the necessary changes. The rows display

b. Click Save under Score Type Details.

59
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Deleting Interpretation Scales

1. Selectthe Report Card Score Types tab in the Grade Book Setup screen.
2. Click a score type title.

Interpretation of F
Jackson, Kathy

Hide Final Score: no

& Secure Report Card Score Type

Grade Book Setup Screen, Report Card Score Types Tab

The Score Type Details screen displays.

RC Score Type ScoreType Details
Score Type Chide|  Score Low Score High Score Value SEQ Legend Text
Interpretation of F 0.00 60.00 59.00 1 Needs Improv
Initial Value

@ Available as Interpretation Scale

Hide Final Score

Grade Book Setup Screen, Report Card Score Types Tab, RC Score Type
3. Click DELETE.

Grade Book deletes the score type immediately, with no
confirmation message.

Hiding Report Card Score Types

Hiding a Grade Book Score Type removes the type from the drop-down, but it can be reinstated.

1. Click Secure Report Card Score Type. The Report Card Score Type screen displays.

Report Card Score Type
Class Sefting
7th/8th Grade
Comments (52) Jackson, K Am Govi(0) SEC:1077 m
Default State:
(52) Jackson, K Psychology li(1) SEC:1168 m
SHOW
(52) Jackson, K Am Govi(2) SEC:1268 m
(S2) Jackson, K Am Gowi(3) SEC:1369 m
(S2) Shared - Baniszewski, N Life Science(4) SEC:0001 W
(52) Shared - Tofft, R Biclogy(5) SEC-0005 m
el .. |

Report Card Score Type Screen

Edupoint Proprietary and Confidential




Grade Book User Guide - Elementary 61
Chapter 2: Grade Book Setup

2. Determine the classes that use the Report Card Score Type.

« Default State — Toggle between Show and Hide. (1)

« Class Setting — Toggle between Show and Hide if different from the Default State. (2]
3. Click Save.

Viewing Deleted or Hidden Report Card Score Types

1. Selectthe Report Card Score Types tab in the Grade Book Setup screen.
2. Select Show Hidden in Options.

Report Card Sccre Types

DtOptions ~ | 17 items
* Show Hidden
[ — e d
DISTRICT WIDE
Hide Final Score: no 4 8q

k|

Grade Book Setup Screen, Report Card Score Types Tab

Only Report Card Score Types that were used by a course display
when Show Hidden is selected.

The deleted Report Card Score Types display with a note indicating the date they were
deleted.

Rubric 1-4 (copy] *deleted Srome type has no items.
DISTRICT WIDE
Hide Final Score: no

| Deieted on: 9r182015 |

Grade Book Setup Screen, Report Card Score Types Tab
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Configuring Class Settings

The Class Settings tab on the Grade Book Setup screen displays the classes that the teacher has
been assigned, any linked classes, and any breakout classes the teacher created. From the Class
Settings tab, you can set the following on a class-by-class basis:

« Whether or not you are using Standards mode

o Whether or not Google Classroom is enabled

« The overall grade type for the report card

« The Analysis Bands, if used

o Whether to show or hide the final grade on ParentVUE

To configure your class settings:

1. Selectthe Class Settings tab.
2. Click @edit,

3. Setthe class settings:

Class Settings
@ ® 60 6 0O
Standards Overall Grade Analysis PVUE Final Percentage Mark
Ciedit Class Mode Type Band Grade Rounding Rounding
R Carroll N Elemenhr Reading Grzde 3(1) NFE [on ]
G ESREG3- Do Mot Show A oo
Standards Ba JF ort Card Final Grade 0 0
R Carroll. N Elementary General Classroom e
B 3(0) SEC:ESGG3-04 . Do Not Show A &2 s
Standams/ e Repar Can Final Grade 0 0
R) Carroll N Elememqr' Mathematics Grade 3(2) o= [on]
ECESMAG Do Not Show A B3

Grade Book Setup Screen, Class Settings Tab

« Google Classroom — See Grade Book and Google Classroom

« Standards Mode — Toggle to ON to enable Standards Mode in Grade Book to use
academic standards. @ See Using Standards Mode.
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« Overall Grade Type — Select the Report Card Score Type to apply to the student’s
overall class grade. (2

Student[D]

Aguirre, Jane

Begay, Bruce m

54.5% F

Beltran, Howard
Bergman, Brian 92 7% A-

Bugarin, Ashley 80.6% B-

Grade Book Main Screen

{ \
Normally, elementary schools do not show the final grade and
use Do Not Show A Final Grade option.

03.M.S1.C1.1 »

e

E Student[T] Grade Missing k ‘Weight: 1.00
Aaron, lan 0 14 2.00
Algjandrez, Willie 0 ¥ om
Antonio Gonzalez, James 0 4 2.00

Grade Book Main Screen
\. J

« Analysis Band — Select an analysis band to group students based on their
performance and to monitor a student’s grades against a threshold. ©

- PVUE Final Grade — Toggle to determine whether or not to show the final grade on
ParentVUE. @

« Percentage Rounding — Toggle to determine whether or not to use percentage
rounding. If ON, use the drop-down to select Use Default Setting, Whole Number Only,

1 Decimal Place, or 2 Decimal Places. 6

« Mark Rounding — Toggle to determine whether or not to use mark rounding. If ON,
use the drop-down to select Use Default Setting, Whole Number Only, 1 Decimal

Place, or 2 Decimal Places. (6]

4. Click Save.
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Configuring Academic Standards
Your state may have adopted specific educational standards that you are required to use. Your
district creates the standards and can associate them to specific district courses.
Grade Book enables you to:
« Associate assignments with specific academic standards
« Calculate final grades and analyze student performance based on those standards
« Create class standards (objectives)

Standards Setup

When using a standards mode Grade Book, a student’s overall grade can either be determined from
traditional assignment data or from standards data.

When determining a student’s overall grade from standards data, Grade Book first determines the
student’s overall proficiency on each standard assessed. If the standards are set up in a parent/child
hierarchy, the student’s performance on the child standards rolls up to determine to overall
proficiency on the parent standard.

To use Academic Standards in Grade Book, enable Standards Mode in Grade Book Setup.
Standards Mode is enabled on a class-by-class basis.

Select Standards Proficiency

To select the default calculation method to determine proficiency:

1. Selectthe Standards tab in the Grade Book Setup screen.
2. Select a calculation method to determine standard proficiency. The options include:
» Use District Value — Uses the district-defined value for the selected standard.

o Power Law —Marzano’s Power Law is a statistical formula that predicts what the
student’s next score is based on their previous scores.

» Highest Score —Based on the student’s highest score for the standard.
o Last Score —Based on the student’s last score for the standard.

» Mean — Calculates the average of the scores. The sum of all the scores is divided by the
number of scored items.

« Median — Calculates scores by sorting all scores in ascending order and determining
the grade in the middle.

o Mode — Uses the most commonly occurring value as the score.
« No Aggregation — Does not calculate overall score
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o Lowest Score —Based on the student’s lowest score for the standard.

Assignment Weighting Grade Book Settings Standards

Standards Proficiency

Default calculation method to determine proficiency:

<< Use District Values >> "

This value will be used as the default when standards are added to your class that can be changed

Grade Book Setup Screen, Standards Tab

Automatically Calculate Standards Proficiency

To allow standards proficiencies to calculate automatically when teachers enter regular assignment
scores on the Grade Book Main, Enter Scores, and Class Summary screens:

1. Selectthe Standards tab in Grade Book Setup.
2. Select Automatically Score Standards from Assignment Scores.

Auto Fill Standards Scores

¥ Automatically Score Standards from Assignment Scores

Grade Book Setup Screen, Standards Tab

Calculating Final Mark by Standard

To determine if the final grade calculates from the current grading period or from the current school
year:

1. Selectthe Standards tab in the Grade Book Setup screen.

2. Select the assignments and standards to include in the final grade calculation.

Final Mark by Standards
Overall class grade from standards comes from:
Only Assignments/Standards results from the current grading pericd

Only Assignments/Standards results from the current grading period:
« Standards proficiency and assignment scores are unique to each separate grading period and are not carried over to future grading pericds

All Assignments/Standards for the current school year.
« Standards proficiency and assignment scores are cumulative and are carried over to all future grading periods.
« End of the year results would be an accumulation of all assignments and standards throughout the entire term of the course.

« Note: Only one grading period should be selected when creating or editing assignments

Grade Book Setup Screen, Standards Tab
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Loading District Created Standards

If your district has aligned their standards to the courses within Synergy SIS, you can download the
associated standards into Grade Book. You can use these standards, modify, or delete them.

1. Select Class Standards from the Grade Book menu. The Class Standards screen displays.
2. Load standards:

« Load Standards from Course Alignment — Select this option to display a list of
standards defined at the district level for your course. The standards for the course

display on the Class Standards screen listed under My Objectives on the Standards
Correlation tab of the New Assignment screen.

Class Standards Altems

£0ptions ~ | 3 ftems

. Fluency and Systematic Vocabulary

D P

evelopme Gedt| Code  Standard
Load Standards

[ o

dd from District

ShowlnPortal Weight Agg Method  Score Type

Word Analysis, Fluency and Systematic Vocabulary Development

260000 Number Sense

rse Alignment

Power Law Rub 1-4 NS
ds Bank

Foundational Skills

Power Law Rub 1-4 NS

Class Standards Screen

« Add from District Standards Bank — Select this option to select the district

standards you want to use in your course. The Choose Standards screen displays with
all the standards that have been loaded by your district.

Choose Standards

All ltems | Strand 1: Writing Process
All Standards :

Opticns ~ 1 Selected ~ DOME

¥ all Standard

546
Strand 1: Writing Process

547

Concept 1: Prewriting

545

01 Generate ideas through prewriting activities (e.g., brainstorming,
webbing, drawing, writer 7z nctebook, group discussion).

549
Early Chilihood

02 Determine the purpose (£.g., to entertain, to inform, to communicate)

Class Standards Screen, Choose Standards

Select the appropriate standards for your grade level and class. The selected
standards are marked :
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b. Click DONE. The standards for the course display on the Class Standards
screen listed under My Objectives on the Standards Correlation tab of the New
Assignment screen.

Class Standards Alltems

Boptions » | Bitems

Show In Agg Score
Cedit|  Code Standard Portal Weight Method Type
Word Analysis, Fluency and Systematic Vocabulary Development
Load Standards 260000 Number Sense True 100 Power Rubi-
Load Standards from Course Algnment Law 4Ns
Add from District Standards Bank 3.0000 Foundational Skills True 1.00 Power Rub 1-
Class Standards Screen
Creating Your Class Objectives (Standards)
You can create your own objects to use in assessing students.
1. Select My Objectives in the Class Standards screen.
2. Click +NEW. A row displays for the new objective.
C'ass Standards Allltems | My Objectives Manage My Objectives

My Otiiectives Qoptions ~ | 1 ftems + NEW

Load Standards
SR s CQedit Code Standard Show In Portal Weight Agg Method Score Type

ent

#RE1.0 Reading Comprehension True 5.00 Median Rubric

Add from District Standards Bank

Class Standards Screen, My Objectives Tab
3. Define the objective:
« Code — Enter a code for your objective.
« Standard — Enter a title or description of the standard.
« Show in Portal — Select to display the standard in ParentVUE/StudentVUE.
« Weight — Enter a weight for this standard. The default weight is 1.
« Agg Method — Select the way the scores aggregate.
« Score Type — Select the score type used when grading by this standard.

4. Click +INSERT. The objective displays in the My Objectives tab.
5. Click Manage My Objectives. The objectives display with a list of your classes

C | aS S Stan d ard S Allltems | My Objectives Manage My Objectives
M Ctrexiivey Soptions ~ | O items + INSERT C cancEL
Load Standards
ShowIn
»m Course Code Standard Portal Weight Agg Method Score Type
Add from District Standards Bank New =+ RE10 Reading Comy " Median ¥ Rubric v

Class Standards Screen, My Objectives Tab
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6. Click © intherowor @& jn the header. Options display under your classes.

a. Select the classes that apply to the objective. The

b. Click SAVE.

icon displays on the row.

Class Standards

My Objectives
Load Standards

e Alignment

Add from District Standards Bank

All tems /My Objectives

1items

Cedit

s

Standard

#RE1D
Reading

Comprehension

Apply Objectives

(YR) (YR) (YR) (YR) (YR) (YR)
Elementary Elementary  Elementary Elementary  Elementary Elementary
(YR) (YR) General Reading Mathematics  Science Social Studies  Writing Grade
Test Test Classroom Grade 3(1) Grade 3(2) Grade 3(3) Grade 3(4) 35)
Class2 Class3  Grade 3(0) SEC:ESREG3- SEC:ESMAG3- SEC:ESSCG3- SEC:ESSSG3-  SEC:ESWRGS-
SEC:N/A SEC:N/A SEC:ESGG3-04 09 09 (] 09

v

Class Standards Screen, My Objectives Tab

7. Click Apply Objectives to return to the My Objectives screen.

Editing Standards

To edit any standard that displays in your class standards list:

1. Select the standard from the list under Class Standards. The Class Standards screen
displays the selected standards.

2. Hover over the standard until it is highlighted and click & Thefields that you can edit

display.

Class Standards

My Objectives

All tems | My Cbjectives

Manage My Cbjectives

3. Editthe standard detail as necessary. The

icon displays on the row.

Loptions - 1#tems + nEW
Load Standards
TS i —— @ ode Standard Show In Portal Weight Agg Method Score Type
Add District S s Bank x % #E1.0 Reading Comprehension True Median Rubric
Class Standards Screen

4. Click SAVE.
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Deleting Standards and Objectives

To delete a standard that displays in your class standards list on the Class Standards screen:

1. Select the standard from the list under Class Standards. The Class Standards screen

displays the selected standards.
2. Delete the standard or objective.

Delete One Standard or Objective

1. Hover over the standard or objective until it is highlighted and click X

Class Standards

My Objectives

Boptions+ | 1items + NEW
Load Standards
e S T R A Code Standard Show In Portal Weight Agg Method Score Type
Add from District Standards Bank ﬁm& #RE 1.0 Reading Comprehension True 5.00 Median Rubric
=

Allltems | My Objectives Manage bly Cbjectives

Class Standards Screen

The icon displays on the row.

Loptions ~ | 1 itzms m C CANCEL
Eedit Codc Standard Show In Mortal Weight Agg Mcthod Scorc Type
#RE 1.0 Reading Comprehension True 5.00 Median Rubric
Class Standards Screen
2. Click SAVE.
Remove All Standards from a Class
Select Remove All Class Standards in Options.
Cl ass Sta n dard S Allltems /My Objectives Manage My Cbjectives
My Objectives Boptons~ | 1items + nEw
Load Slandards
Add from District Standards 3ank Show Codes hension True 5.00 Median Rubric
Class Standards Screen

All standards listed under Class Standards are removed.

& The standards are removed without a confirmation dialog.

Copyright 2015-2018 Edupoint Educational Systems, LLC



Chapter 3:
District Grade Book Setup

District Grade Book Setup ... ... ...l 7
Defining a District Grade Book ... ... ... .. ... 72
Adding Assignments to the District Grade Book ............... ... 74
Category Weighting ... . 80
Term Weighting for Secondary Custom ReportCards .................. .. 81
Configuring Final Grade Defaults ... ... ... ... ... ... 83
Configuring Standards ... ... 84



Grade Book User Guide - Elementary

Chapter 3: District Grade Book Setup 1

District Grade Book Setup

Administrators can create a standardized version of Grade Book and make it available to all teachers
within an individual school or district-wide. A District Grade Book can include pre-defined
assignments and category weighting settings for entire grade levels or individual subjects.

The district can determine whether to require teachers to use a District Grade Book or not. When a
teacher of a grade or course with a District Grade Book enters their Grade Book, they automatically
receive all the pre-defined assignments and category weighting settings for their class. If a district
does not require teachers to use a District Grade Book, the teacher can choose to remove those
items using the Grade Book Setup options.

Accessing District Grade Book Setup

1. Select District Grade Book from the Admin or Grade Book menu.

Grade Book List | District 3rd Grade GB v 9 e New District Grade Book
Grade Book Assignments Assignment Type Security Category Weighting Term Weighting Final Grade Defaults Settings

Import Assignments New Assignment

Assignment Category Subject Score Type Points Assessment ed Action

DRA Fall Test Reading Raw Score 10.0000 9 Delete | Copy
DRA Winter Test Reading Raw Score 10.0000 ] Delete | Copy
DRA Spring Test Reading Raw Score 10.0000 8 Delete | Copy
District Math Assessment - Fall Test Math Raw Score 10.0000 Delete | Copy
District Math Assessment - Winter Test Math Raw Scoare 10.0000 Delete | Copy
District Math Assessment - Spring Test Math Raw Score 10.0000 Delete | Copy
District Reading Assessment - Fall Test Reading Raw Scoare 10.0000 Delete | Copy
District Reading Assessment - Winter Test Reading Raw Score 10.0000 Delete | Copy
District Reading Assessment - Spring Test Reading Raw Score 10.0000 Delete | Copy

District Grade Book Screen

2. Selectan action:
« Select an existing district grade book. (1]
« Edit or delete an existing district grade book. (2]

« Create a new district grade book. ©

« Create district grade book assignments. (4]

o Secure Assignment Types. (5]

« Configure category weighting. (6]

« Configure term weighting. (7]
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Configure final grade defaults (8]

Configuring standards (9

« Delete assignments from the District Grade Books or Copy assignments to a District
Grade Book. ®

Create new assignments. ®

Import assignment scores. ®

Defining a District Grade Book

District Grade Book
District Grade Book Name

Description

Force Teachers to Accept Assignments

Available Schools Select All Schools Selected Clear All

Adams Elementary - e
Eisenhower Middle School

Grant Elementary

Hope High School

Jafferson Elementary <-Remove
Kennedy High Schoal

Kinn Link Schanl >4

Template School Template School Year
<< Select »> A 2014-2015 v

The selected Template Schoal's grading setup will be displayed on the Term Weighting and Final Grade Config tabs. All 'Schools Selected’ will inherit
Term Weighting and Final Grade Config, if configured, based on exact grading period name matches. Ifa Template School is not selected, Term
Weighting and Final Girade Canfin will nat ha sanfigurabla far this Nistrirt Grare Aaol

School Year
2014-2015 2013-2014 2012-2013 2011-2012

Grade Level

[ Grade K Grade 01 Grade 02 ) Grade 03 Grade 04 Grade 05 ) Grade 06 [7) Grade 07 Grade 08 Grade 09
Grade 10 [ Grade 11 Grade 12

Subject Area [ == Subject>> v Courses Selected

Select—=

=—Remove

fanes ﬂ

District Grade Book Screen
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1. Open the District Grade Book screen.

« Toadd anew district grade book, click New District Grade Book.

« Toedit a district grade book, select from the Grade Book List and click Edit.

« Todelete a district grade book, select from the Grade Book List and click Delete.

The district grade book is deleted without a confirmation dialog.

2. Define the district grade book:
o Enter aDistrict Grade Book Name and Description.
« Force Teachers to Accept Assignments:

« Select the option to require teachers to use the assignments and category
weighting associated with the District Grade Book.

« Clear the option to allow teachers to use the assignment and category weighting,
but not require they use it.
« Available Schools — Select a specific school or click Select All to select all schools.
« Template School and Template School Year:

« When you select a template school, the Term Weighting and Final Grade
Default tabs configure per the selected school.

A message displays when Grading Setup is not the same as
% the Template School on the Term Weighting tab. The
%= message identifies the schools and grading periods that do
not match the default.

« When all schools are selected, the Term Weighting and Final Grade Defaults
tabs configure based on exact grading period name matches.

« When a template school is not selected, the Term Weighting and Final Grade
Defaults tabs are not configured for this District Grade Book.

» School Year — Select the school years that apply to the assignment.
» Grade Level — Select the grades that apply to the assignment.

» Subject Area- Select if the District Grade Book is used for specific
courses. The courses relate to the subject display.

o Courses Selected — Select the course and click Select to move the
courses to the Courses Selected pane.

3. Click Save.
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Adding Assignments to the District Grade Book

In the District Grade Book screen:

1. Select the district grade book from the Grade Book List. Any assignments currently
associated with the selected District Grade Book display on the Grade Book Assignments
tab.

2. Click New Assignment.

Category Values Assignment Settings
Assignment Name Date of Assignment
1/5/2018
Descripti
cnpe Assignment Category
Nermal [~
Security
Not Secured [~]
A t T
gnment Typ Due Date
et = ™ 1j5/2018
Assessment @ Parent/Student Portal
None Sefected + Show Assignment in Portal Show Rubric Score In Portal
Subject Show only when scored
<< select =» [v] i
Score Type Max. Score  Points Assignment Drop Box
Raw Seore & 1 Enable Assignment Drop Box
OFF
Rub
<< sel v
Report Card Correlat C

Grade Book Assignment Screen
3. Complete all appropriate fields for the new assignment.
« Assignment Name — Title of the assignment.
« Description — Differentiates between assignments with similar names (optional).

« Assignment Types — Assigns an assignment type. See Configuring Assignment
Types.

o Assessment — District users can select an assessment where others view the results

on Assessment Dashboard.

4 )
When the first student completes a scheduled instance of that
assessment, that assignment is claimed for that scheduled

a instance. You can have multiple assignments tied to a single
assessment, if, for example, you use a Pre-Post testing

model.
\ J

« Subject — Assigns the subject area for standards-based teachers only. See
Configuring Subijects.

« Score Type — Assigns the types of grades and scores that a student can receive, such
as a letter grade, a percentage, or a number of points. See Configuring Grade Book

Score Types.
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Max. Score — Available if the Score Type is set to Raw Score. It sets the maximum
score a student can receive for this assignment in numeric format. The number can
contain up to two decimal places.

Points — Sets the total number of points the assignment is worth when calculating the
final grade. Enter the point values in numeric format that contain up to two decimal
places.

Date of Assignment — Indicates the date teachers distribute the assignment to
students. The default date is today.

Assignment Category — Specifies if this assignment is Normal, Extra Credit, or Not
for Grading.

Security options include:
« Not Secured — Teachers can change any aspect of the assignment.

« Allow Changes To Dates and Points — Teachers can only change the dates and
points allotted to the assignment and can enter scores for the assignment.

« Allow Changes To Dates Only — Teachers can only change the dates of the
assignment.

« Allow Changes to Points Only - Teachers can only change the point value for the
assignment.

« Allow Score Entry Only — Teachers can only enter scores. No assignment
changes are allowed.

« Do Not Allow Changes — Teachers cannot change any aspect of the assignment.

Due Date — Indicates the day the assignment is due. The Due Date default is today’s
date.

& When creating assignments in a District Grade Book, Grade
5.3 Book uses the assignment’s Due Date to determine the
correct grading period.

Show in Parent/Student Portal — Displays this assignment in ParentVUE and
StudentVUE.

Enable Drop Box — Allows students to submit and upload the assignment through
StudentVUE. When enabled, the following fields display:

« Drop Box Open Date and Drop Box Close Date — Specifies the dates that the
digital drop box is available to students for this assignment.

« Document Count Limit — Indicates the number of documents the student can
upload for this assignment.
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Report Card or Standards Correlations

Add Report Card Correlations or Standards Correlations, depending on the method your district

uses, if the District Grade Book is tied to a specific grade level.

Report Card Correlations

Select the report card areas that this assignment applies to if your district is section-based.

Report Cand Comedations Sandands Comelations

READING | LANGUAGE ARTS

Word Analysis, Fluency and Systematic Vocabulary Development
Word Recognition

Reading Compransnsion

WRITING

Writing Strategies & Application

Narvative Wiiting Flan
Informative Repors Dlan s
Summaries Flan >

Grade Book Assignment Screen

Standards Correlations

Select the appropriate standards for the assignment in the Standards Picker if your district is
standards-based. The selected standards are labeled Selected in the Standards Picker and display

under Assignment Standards.

Standards Correlations Grading Perods Resources

Assignment Standards

Options «

Standards Picker

All Slandards Allltems  Reading

Search Recent: 5.RF 5.RF.leveld.1 5.RF leveld.2 5.RL.1D

ELA Grade & Standards 4-8-15
ELA Grading Categories 2-18-15 Options
Math 8-12 Standards 1-2-15
Math 8-12 Standards 11-14-14 & all Standard
Oregon-Common Core State Standards-2010
English Language Arts sR
College- and Career-Readingss Anchor Standards Reading
Grade D1
5RF
Foundational Skills

Grade 02
Grade 03
Grade D4

Class Standards

Grade Book Assignment Screen, Standards Correlations Tab
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Resources

Select the Resources tab to add any resources associated with the assignment..
Enter the Resource Name.

Enter the Resource Description.

Select Parent Portal to display this resource in ParentVUE and StudentVUE.

o kw0 bd =

Selectthe Resource Type:
« Select Web Resource to enter a website to use with the assignment.
a. Enterthe complete web address or URL for the website (include the http://).
b. Click Test URL to test that the address entered is correct.

c. Click Insert Link to save the web resource. The URL displays in the list.

« Select Document Resource to upload a file to use with the assignment.
a. Select Document Resource.
b. Click Choose File to select the file to upload.
c. Click Upload Document.

Report Card Correlations Standards Correlations Resources

Resource Name:

Resource Description:

Parent Portal: Cherk ta show in parent portal

Sequence:

Resource Type: Web Resouce | Document Resource

New Web Resource: Test URL

Grade Book Assignment Screen, Resources Tab

Saving the Assignment

Save the assignment:
« Click Save Assignment to save the assignment and return to the Grade Book Main screen.
o Select Save/Enter Scores to save and immediately score the assignment.

« Select Save/Add Another Assignment to save the assignment and repeat the steps above to
create another assignment.

Save Azzgnmenl -

Save/Enter Scores
SavelAdd Ancther Assignment

New Assignment Screen

77
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Copying Assignments to District Grade Book

1. Click Copy in the District Grade Book screen. The Copy Assignment to Selected Grade Book
window opens.

2. Select the District Grade Book to copy the assignments to.
3. Click Copy Assignment.

Copy Assignment to Selected Grade Book(s)

District 3rd Grade GB -

Use the Cirl and Shift keys to make multiple selections

Copy Assignment Cancel

Copy Assignment To Selected Grade Book Screen

Deleting Assignments from District Grade Book

[ & The assignment is deleted without a confirmation. ]

1. Select the district grade book from the Grade Book List in the District Grade Book screen.
2. Click Delete next to the assignment to delete.
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Allows you to hide Assignment Types for classes or grade levels that inherit from the District Grade
Book. When enabled, this functionality overrides the security Assignment Type setup at the district

level in Grade Book Setup.

1. Select the district grade book from the Grade Book List in the District Grade Book screen.

2. Selectthe Assignment Type Security tab.

Grare Book Assignments Assignment Type Security

Secure Assignment Types
v |

District Assignment Types

Category Weighting

Term veighting Finzl Grade Defaults

Selected Assignment Types

Assignment
Homeswsork
Project
Quiz

(2]

Select--»

“-Remaove

Test

(3]

District Grade Book Screen, Assignment Type Security Tab
3. Toggle Secure Assignment Types to On. The District Assignment Types display. (1]

4. Selectthe District Assignment Types and click Select. At displays in Selected
Assignment Types. (3)

5. Click Save. displays on the Grade Book Assignments tab.
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Category Weighting

There are two places within Grade Book to set up weighted assignment types (categories):

« The Category Weighting tab on the District Grade Book screen. This screen allows you to

drop low scores and set the possible default points.

» The District Default Weighting tab on the Grade Book Setup screen. This screen allows

districts to set up the weights by school and term.

Configuring Category Weighting in District Grade Book

Category Weighting is section specific and based on the current focus

selected.

To set up the weight each assignment type holds in relation to the other assignment types for an

entire district:

1. Select the district grade book from the Grade Book List in the District Grade Book screen.

2. Selectthe Category Weighting tab.

Weighting total: 100%
Remaining weight: 0%

Assignment Type

Homework

Quiz

Assignment

Project

Test

PE Minutes

Fairfax is Cooll

classroom

Grade Book List [ District 3rd Grade GB

:

Category Weighting is currently being inherited in classes targeted by this District Grade Book

Weight (%) Lock Weight Drop Scores

30

10

30

10

20

0

0

0

o

Grade Bock Assignments Assignment Type Security Category Weighting Term Weighting Final Grade Defaults

Clear Category Weighting

Default Points Possible

1.00

1.00

1.00

1.00

1.00

1.00

1.00

1.00

New Distric

Display Color

Assignment

Project

EH

%":
:

classroom |

t Grade Book

District Grade Book Screen, Category Weighting Tab
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3. Setthe appropriate values to weight the different types of assignments.

« Weight (%) — Indicates how much weight each assignment type holds in relation to the
other assignment types. The sum of all the weights must equal 100%.

« Lock Weight — Does not allow teachers to modify the weighting when set to ON.

« Drop Scores —Indicates the number of scores to exclude from the grade calculation.
The lowest scores are dropped.

« Default Points Possible — Sets the default number of points possible for each
assignment of that type.

4. Click Update.

Term Weighting for Secondary Custom Report Cards

Use the Term Weighting tab on the District Grade Book screen to customize the grade calculations
on report cards for section-based schools by grade or course.

1. Select the district grade book from the Grade Book List in the District Grade Book screen.
2. Selectthe Term Weighting tab. The Term Weighting details display.

District Grade Book 7] Lotk Clobe Swppont Help

rade Book List | Drstrict Grade Book - Elementary v u e R e Bk

Grade Book Assignments Assignmernt Type Security Category ikighting Term Weighting Final Grade Defaults

‘errn Weeighting will be applied 1o classes al schools targeted by this District Grade Beok where exact grading pericd name matches exist

District Grade Book Screen, Term Weighting Tab
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3. Select the option for each period that uses a calculated grade.

Grade Book Assgnmerts FAesignment Twpe Security Category Wizighting Termn Yeighting Final Grade Defaultz

Tenm Waighting wall be apphed 10 classes al schocls targeted by this Distnct Grade Book where exact grading penod name malches exst

Awailable Periods
# 18 Qar
g 1t Otr Weght
2nd Oitr Weght
Ird Dir Weight
Ath Qer Wesght %
2nd Qtr
Snd Qe
4h Qtr

District Grade Book Screen, Term Weighting Tab
4. Selectthe options for each period selected to use in the calculation.
5. Enterthe Weight (or percentage) that each mark weighs in the calculation.
6. Click Update.
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Configuring Final Grade Defaults

Use Final Grade Default to create and use a grading scale that is different than mark definitions.
1.

Select the district grade book from the Grade Book List in the District Grade Book screen.

Final Grade Defaults are only available in district grade books that
are focused to a school.

2. Selectthe Final Grade Defaults tab. The available grading periods and default score types

display.
District Grade Book 7] Lock Close Support Help
X Diistrict Grace Book . Elemnentary | 4tk Cir =
Grade Book List | Disinct Grade Book - Elementary v m Hew District Geade Book

Grade Book Assignments Assignment Type Security Category Wieighting Term Wieighting Final Grade Defaults

Final grade defaults will be applied to new students enter

ing classes at schools targeted by this District Grade Book where exact grading period name matches exist

Clear Fingd Grade Defouits
Grading Period

Score Type
151 Qir GenesisGrading v
-2ntl Qtr [ GenesisGrading v
3rd Citr GenesisGrading v
[ dth Qtr [ GenesisGrading |

District Grade Book Screen, Final Grade Defaults Tab

3. Selectthe Score Type for any or all grading periods. See Configuring Report Card Score
Types for more information on creating score types.

4. Click Save Defaults.
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Configuring Standards
Use the Settings tab on the District Grade Book screen to set how many pieces of standards

evidence to consider when calculating a PowerLaw standard grade and to select only standards
marked Alternative Standards Grading in the overall grade calculation.

Standards Evidence Count

Set the number of pieces of evidence to consider when calculating a PowerLaw standard grade.
The minimum number is 3.

1. Select the district grade book from the Grade Book List in the District Grade Book screen.

2. Selectthe Settings tab.
3. Enter anumber 3 or higher to indicate the number of pieces required for the PowerLaw

Grade Book List | 18-19 Setup v New District Grade Book
Grade Book Assignments Assignment Type Security Category Weighting Term Weighting Final Grade Defaults

Standards Recent Evidence Count

3 Lock Setting and Prevent inherited classes from editing

T w WTEn calculating & PowerLaw standard grade. PowerLaw formula does
not start calculating until there are at least three scores so make your number 3 or mare. Any number below three will have no impact on the grade.

“lUse Alternative Standards Grade Calculation Method
This setting limits the standards used for grading calculations. Only standards marked 'Alternative Standards Grading' will be used in overall grade
calculations

District Grade Book Screen, Settings Tab

4. Click Save.
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Setting Grade Book Main Options

Grade Book Main is where the student’s assignments, scores, and overall grade display for each
class.

Accessing Grade Book Main

Select Grade Book Main from the Grade Book menu. The Grade Book Main screen displays:

Grade Book Main n 9 e Lock $SignOut Support Help
(YR) Writing SEC IMayReport Card~ | &EFilters & Options~ | Assignment | Level2+ + New 73 Reports Undo
e @) @
> @ . - .
A 1 Assignment_3 Assignment_2
MAX:100.00

s: = £ :
MAX:100.00 MAX:100.00
PTS:10.00 PTS:1.00

10 X PT5:20.00
418/2015 41312015 412/2016

Student) Grade  Missing  Daily Work Sampl  Daily Work Sampl  Daily Work Sampi
0

0

Grade Book Main Screen

From this screen, you can:

« Focus the screen to a specific grading period of a class. @

« Configure the Grade Book Main screen Filters & Options (2}

« Toggle between showing assignments and the default standards view using
Assignment/Level (3}

{ )
Click the down arrow to view the Default Standards View settings.

Level 2{5 €

| Default Standards View

Show Summary Store
Show Standards Evidence Chart

i 2 1] i 2 s

Grade Book Main Screen
\ J/

« Search for assignments by name using keywords in Search by Asgn Name. O Asthe
name is typed, the potential matches appear in a drop-down below the search box. The
selected assignment is highlighted in the grid on the Grade Book Main screen.

« Search for students or assignments by name in Search . O Asthe nameis typed, the
potential matches appear in a drop-down below the Search box.
» The selected student displays on the Class Summary screen for the student.

« The selected assignment displays on the Enter Grade Book Scores screen.

o Click New to open the New Assignment screen. (6]
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« Toggle between viewing the assignments for a class and the standards and associated
assignments for a class using Assignments/Standards. (8]

« Use Student Groups to Enable group editing, create student groups through Grade Book.

©

Click the left arrow to view the Student Group settings

Enable group editing

O below

To create a group click the +

Student Groups

Student[]

Grade

.

NiA o
New Group NiA 0
+ NIA 1]
ALA 0
Grade Book Main Screen

Grade Book Main uses symbols to identify content:

]

]

0

e Description

B Chapter 1 |

hssw 1

MAX:100.00 MAX:100.00 MAX:100.00
PT5:10.00 PTE:1.00 PT5:20.00
4/8i2015 41312015 Ar3/2015

0Assignment Level 2 =

-0 0

Assignment 3 Assignment_2

Enter Scores

Edit Assignment o

i e 1.0000
Assignment 1

MAX:100.00
1PT5:20.00
J3IW2MS

Project

English Language Test New Assignment_1
Arts MAX:100 MAX:10.00 |
PTE:1.00 PTS:4.00
282015 442015 :- 3
Weight: 1.00 Assessment Assessment

4 i i

Delete Assignment

Create Assignment Resources

Standards With Assignments

Assignment Menus
Item Description Std | Asgn
i Click to see @ the description of the assignment (1] X
and to access the assignment menu (4)
ot NOT shown in ParentVUE/StudentVUE © X
z Notifies the teacher that there are items uploaded to
k=1 X
the drop box @
- Notifies the teacher that there are resources uploaded X

for the assignment (9]

87
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Item Description Std | Asgn
Click to sort the column. Toggles between ascending X X
- and descending order @ . Scealso Sorting.
¢ Click to see the assignments associated with a ~
standard®
English Language Click the standard name to view the description of the X
Ans standard ©
Click the lower bar to view the edit menu @ X X
Click the standard number to view the child standards
1.0000 X
(5]
5500 Excluded scores display e in the lower right corner of X X
“ score cells
50.00 Inc
Comments display in the score cells X X
Ab

Grade Book Main has a summary row at the bottom of the screen (1}

0
0
64% 0 0% + 30%
71% 0 80% + 50%
22% 1 + 0% 70%
74% 0 0% 4 0%
66% 0 0% 4 52%
o Student Grade Missing Modified
27 students) Avg: 1% 2 Missing
Grade Book Main Screen
Item Description Std | Asgn
| Chapter 1 ) )
R Displays the average, median, and/or mode for the class
Aug 53% X
E 9 based on Filter & Option settings
Click to see the average, median, and/or mode for the
. Chapter2 X

class as a bar chart 9
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Focusing Grade Book Main

Teachers use a drop-down to focus the Grade Book Main screen to a specific Class and Period
and/or Term if used.

Grade Book Main

(YR) Cordova, A 4th Grade(1) SEC:0438 / 4th Qir = L Filters §

E i |

Classes Periods
(YR) Breakout SEC:N/A 15t Citr
(YR) Math SEC:0438 2nd Qtr
(YR) Physical Education SEC:0438 3rd Cir

(YR) Reading SEC:0438
(YR) Science SEC:0438

[ Qnrr Camaled Y17 I 0

Grade Book Main Screen

» Classes — Select a class from the list.
» Periods — Select the records for a grading period.
« Term —(If shown) Filter by an active school term, such as a semester or year.

Filters, Options, and Sorting

The following section covers how to control the assignment and student information displayed on the
Grade Book Main screen:

« Use filters on Grade Book Main
« Set your Grade Book Main preferences

« Change your student or assignment sort order

Filters Options Sorting

Grade: Show Comments: Sort Students by:

Show

All Grades v & MNormsl A Last Name v
Subject: - Analysis Bands: Display Student Middle Name
d As:
All Subjects v
- << no bands >> A Nens v
Assignment Date: o A ent Note Entry
P v Show t 1D Row Size: Assignment Order:
Al Dstes
¥ Show Aftendance on Dus Large v Newsst to Oidast v
Assignment Types: Date
At risk highlight scores
Show Al v
percentage
Report Card ltems: 50 % Updste
Summary Modes:
All Report Card ltems v

Show Median View Curriculum Map

Show Mode select >>

..
Q
#

Grade Book Main Screen
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Filters

Grade — Select All Grades or a specific grade. The default shows all grades.
Subject — Select All Subjects or a specific subject. The default shows all subjects.

Assignment Date — Select All Dates, Last Week, or Last 30 Days. The default shows all
dates.

Assignment Types — Select Show All or a particular Assignment Type such as a quiz or
homework. The default is to show all assignment types.

Report Card Items — Select All Report Card Items or a specific Report Card Item. The
default is all report card items.

Options

[ % Some Options display based on District Settings. ]

Show Dropped Students displays students dropped from the class in the grid. A line
through their name and A0 indicates dropped students.

p——— -

Grade Book Main Screen

Hide Class Grade removes the Grade column that shows the student’s overall grade in the
class.

Show Total Missing adds the Missing column to the grid that shows the total number of
assignments that a particular student has not completed.

Show Grades By Type adds columns for the assignment types in addition to the grades for
the individual assignments.

Show Comment Codes displays Comment Codes after the score for the assignment, and
the score and code are in bold.
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« Assignment Note Entry allows you to enter a public or private note associated with a
student’s assignment.

= |
Take 15 Here we go Chapter_2
MAX:10.00 MAX:10.00
PTS10.00
ATI2015

Assignment | e I
\d 2% + 1 )

£
Aguilar, Jose
Chapter_2 L\\)

Public Notes

Private Motes \

= 4

Hide score in parent portal

Fill down score

Grade Book Main Screen
« Show Student ID displays the Student ID next to student names in the Student column.

« Show Attendance on Due Date displays attendance codes in the upper right corner of the
scoring cell.

« Show Modified Curriculum displays the Modified column on Grade Book Main, if used by
your school. Select the option if the student participates in a modified curriculum for the class.

« Show Audit Indicator displays Audit next to the student's name in Grade Book Main to
indicate they are auditing the class.

This option only displays for districts who have enabled the Audit
Class Option in District Setup.
i "

For more information, see the Synergy SIS — Schedule and Course
Guide.

« Show Section ID — Select to display the Section ID when two or more sections were merged
in Synergy SIS

« Show Course Name — Select to display the Course Name when two or more sections were
merged in Synergy SIS.

« Summary Modes — Select either Show Median and/or Show Mode to display the median
score or the mode for the class at the bottom of each assignment column.

| Chapter _1

Grade Book Main Screen
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« Show Comments determines how information is displayed in the cells of the grid.
o Normal- Displays the raw score.
« Percentage - Displays the score as a percentage of the total points.
« Points - Displays the total points.

Percentage and Points do not display if an Interpretation Scale is
used or if you are displaying standards (Level #) in Grade Book
Main.

o Comments highlights Grade Book Comments, such as Late, Absent, Missing, Incomplete,
Language, or Extra Credit, with the selected comment highlighted in the grid in orange.

« Analysis Bands applies the selected Analysis Band to the Grade Book Main screen.

[ ? Click edit bands to open the Analysis Bands screen. J

« Row Size adjusts the size of each row in the grid. The row size can be Large, Medium, or
Small.

« At risk highlight scores percentage changes the percentage used to determine an at risk
student. By default, at risk students are defined as those students with a score of 50% or
below for either an assignment or overall.

o View Curriculum Map allows users who have access to Curriculum Maps to view the maps.

Curriculum Map (16-17)
Week 1

2 ltems
Monday Tuesday Wednesday Thursday Friday
ST 9/5/2016 9/612016 9712016 9/812016 9/912016

Week 2
2 hems
Monday Tuesday Wednesday Thursday Friday
iy 2112/2016 2/13/2016 2114/2016 9/15/2016 21162016

Enotsh Lenguege e |4
Engish Language 2rt: |

Curriculum Map Screen
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« Toshow the student’s middle name or middle initial, select from the drop-down under Sorting.

Sorting
Sort Students by:

Micknams T

Display Student Middle
Mame As:

Grade Book Main Screen

Copyright 2015-2018 Edupoint Educational Systems, LLC



94 Grade Book User Guide - Elementary
Chapter 4: Using Grade Book

Sorting

« Sort Students by — Select either Last Name, First Name, Student ID, Nickname, or custom
sorting options to display the order students. By default, students sort by Last Name.

Sorting

Sort Students by:

Mickname b

First Mame
st Mams

dent 1D

Grade Book Main Screen, Filters And Options

The selection sets the order of the student names on the Grade
Book Main, Report Card Matrix, Report Card Preview, Report Card
Students, and Mass Assign Comments screens.

You can create a custom sort order for students on Grade Book Main.

Click Filters & Options in Grade Book Main.

2. Select either Custom Sorting First Name or Custom Sorting Last Name from Sort
Students by. The students on Grade Book Main are sorted by first or last name.

3. Click Done to close the Filters & Options screen.
4. Drag and drop the student names on screen into the desired order.
5. Click Save Changes. When new students are added to a class, they appear at the top

of the list.
Synergy TeacherVUE Q =
(YR) Science SEC:0438/4th Qfr v {3 Filters & Options ~ Assignment | Level 1+ Searc As ame -+ New '§ Reports m Undo

You have started sorting your student list. You can switch between your custom sort list and the default options at any time. To complete your custom sert list
click the Save Changes button above. Note: Any new students added to your class will appear at the top of your list until you resort them.
Student(T) Grade | Missing
Thomas Hemandez | NIA 0
Todd Baez NIA 0

Ronald Barraza NIA 0

Grade Book Main Screen, Custom Sort Option
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« Assignment Order — Select either Oldest to Newest, Newest to Oldest, or Custom Sort
Order. By default assignments display on the Grade Book grid from Oldest to Newest .

Sorting
Sort Students by:

MNicknams r

Display Student Middle
Mame As:

hone v

Assignment Order:

| Mewest to Cidest T |

DONE

Grade Book Main Screen, Filters And Options

To create a custom sort order for assignments on Grade Book Main and the Assignments
screens.

1. Click Filters & Options in Grade Book Main.

2. Select Custom Sort Order from Assignment Order.

3. Click Done to close the Filters & Options screen.

4. Select Assignments from the Grade Book menu. The Assignment screen displays.

Lock SignQut Support Help

Assignments Q se

Class Grading Period Page Size

(YR : Elementary General Classroom Grade 5(0) SECESGG5-02 v || MayReport Card v | 10 Assignments

Showing 1-2 of 2

Assignments Grading Periods

Assignment Screen, Custom Sort Order
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5. Click Custom Assignment Sort. The Sort Assignments window displays.

Sort Assignments

Drag Assignment Rows to Sort
Bunny's Wish retell
Module 2 Lesson 2

Homework 5.28.15

- A
WWMW‘W
hodule 1 lesson 1
2nd Grade Reading Record F.2015
2nd Grade Fluency F.2015

My Faverite book, place to read

:Ioge m

Sort Assignments Screen

6. Drag the assignments to the desired order.

7. Click Save Changes. Grade Book reorders the assignments on both the Assignments
screen and the Grade Book Main screen.

Student Groups

Use student groups to break up your Grade Book. For example, you may have high, medium, and
low reading groups in your class. Creating student groups for the different reading levels allows you
to view, edit, or enter scores for each group separately. Breakout classes can use student groups to
maintain separate assignments for each group.

Creating Student Groups

1. Click * to expand the Student Groups menu.

Grade Book Main
R)Cang 4 Grad SECOM2 /1Oy - O Fildors & Opbons = ASIgn ML L
3 i [ i i
:.} Soiwrne HW Semeros Flaabong HW 25
A 0 A 1700 AR e O !ﬁ
P St PTS:A000 PT 1000
Lot WO Ty
Student ] Grade Missing HiaTinstari Chrr L L]
A e [ ] o <] " d i 3
Sparaives e - f a | i i § i

Grade Book Main Screen

2. Select Enable group editing.
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3. Click " .The New Group field displays.

] Enable group editing

To create a group click the +
below.

&

Student Groups
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Student Groups |E|

E| Enable group editing

To create a group click the +
below.

New Group

+

Grade Book Main Screen, Student Groups

4. Enter the New Group name and click + . The new group displays in the Student Groups

area.

5. Click

[ Enable group editing

To create a group click the +
below.

MNew Group

Reading Group| -&

Student Groups

Student Groups IEl

E| Enable group editing

@ Reading Group [+ E3

Grade Book Main Screen, Student Groups

next to the group name to add a subgroup.

7

Use subgroups as filters.

Student Groups |E|

Student Groups

0 [ Enable group editing

@ Reading Group@m

E| Enable group editing

W Reading Group [~ EJ
Mew Group

Grade Book Main Screen, Student Groups
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6. Enter a name for the subgroup and click + .

Student Groups

Student Groups
# Enable group editing

| Enable group editin
v e . & Reading Groups [+ E4

@ Reading Groups - E3J & Above Grade Level B4
& MNew Group

& Below Grade Level B3
e Grade Leve| 15
& Grade Level B3

Grade Book Main Screen, Student Groups

7. Click % infront of the subgroup to assign students to the subgroup. The students appear

with % in front of their names.

Student Groups : i
lence
000
¥ Enable group editing - aM0iz014
& Reading Groups [+ 3 Student[T] Grade | Missing Homewnork
& Above Grade Level B Aaron, lan [ g &
Aejandrez, Wilie & 0 b}
& Below Grade Level 4
Antonio Gonzalez, James . o 24
@Gra:e Level EJ Bahena, Joshua [ o I 20
Baker, Carlos &5 | 3 20
Bradiey, Linds [ ] il I 7
A

Grade Book Main Screen, Student Groups

8. Click W next to the student name to assign the student to the subgroup. As students are

added, their names are added underneath the subgroup. The % turns into & and their
names are highlighted blue.

i
Student Groups e
MAX:25.00
= -PTS10.00
| Enable group editing < BIM02014
& Reading Groups [+ E3 Student[T Grade Missing Homework
& Above Grade Level 3 & Aaron, lan

o -_“
© Beiow Crade Lewel [ —_

& Antonio Gonzalez, James a
© Grade Level EJ Bahens, Jeshua . 0 3 2
8 Willie, Alsjandrez &Eak&r. Carios . a ¥ 20
& Bradey, Linda [ ] ] I 2
&» Bustamants, Aaron . a 22
Carpantas Uszous Mo 0 25

Grade Book Main Screen, Student Groups

O Click " to remove the student from the subgroup.

9. Clear the Enable group editing option when all students have been added to their correct
groups.
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1. Click the name of the subgroup in the Student Groups section.

Student Groups

Enable group editing

& Reading Groups [+ E3
W .'-‘«b:-u@irsd& Level EJ
& Below Grade Level B4

& Grade Level B4

Grade Book Main Screen

Grade Book Main displays students in the subgroup with their assignments, and scores.

Reading Groups / Above Grade

Level
Convert to Class

Student Groups

~| Enable group editing

‘& Reading Groups [+ 3
& Above Grade Level 3

A lan, Asron

R Louis, Covington

Student[T] Grade Missing Homework

Aaron, lan
Cavington, Lowis
Dennis, Sandra
Estrella Acuns, Brian
Flores Aldabs, Wanda
Flores Munez, Kathy
Jackson, Dorothy

Johnson, Alan

i
Science HW

MAX:25.00
2PTS0.00
 erozo14

[ ] <]
%
F]
£
=
=
F]

o|lo|la|a|alala|a

25

Grade Book Main, Displaying Subgroup

E The averages at the bottom of the grid display the entire class
average, not just the average for the group.

2. Click the active subgroup title to inactivate the current subgroup and return to viewing all

students in Grade Book Main.
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Creating a Breakout Class from a Student Group

1. Click Convert to Class with a subgroup activec. A message box displays confirming the
conversion.

Reading Groups f Above Grade
Level
Convert to Class

Student Groups

[} Enable group editing

& Reading Groups [+ E3

@ Above Grade Level E3

S lan, Aaron

8 Louis, Covington

Grade Book Main Screen

2. Click OK to create the class. The class displays under the Class list on Grade Book Main.

O Use Class Manager to view details of the class and edit class details
= as needed.

Grade Book Main

(YIR) Reading Groups-Above Grade Lavel SEC:N/AJ 151 Cfr w £¥ Filters & Options -

Student Groups &)
Enabie group editing

To crgate a group click he + Student 7] Grade Missing
Dahpw 2
Aaran, lan

Covingon, Lous

Cwrrus. Sandra

- - R - -]

Coricae e os Gl

Grade Book Main Screen, Student Groups
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Class Manager
The way teachers deliver instruction to accommodate the needs of their students and deal with
limited space or resources is handled in different ways. Teachers may:
« Share their class with another teacher (co-teach)
« Give a group of students special or intensive instruction within their class
Use the Class Manager to manage these varying teaching scenarios by creating:

« Linked classes to have a separate Grade Book for each subject you teach

« Breakout or Intervention classes to add students from other homerooms to your class or to
maintain a separate set of assignments and grades for a group of students.

« Shared classes to share homeroom, breakout/ classes, and linked classes with other teachers

« Separate assignment weights and resources

Accessing Class Manager

1. Select Class Manager from the Grade Book menu.

Class
(NIA) District 3rd Grade GB SEC:N/A v [:] m m

Class Name Iaster Class

District 3rd Grade GB Not linked to hemercom class - assignments will not be displayed in Parent Portal

Class Objective

District 2rd Grade GB

000 0

Staff Students Class Resources

Available Staff Additional Staff

Class Manager Screen

From this screen, you can:

« SelectaClass ©@

« New Class — Create Breakout or Intervention class @

fr \ For Breakout or Intervention class, the Linked Classes tab is
hidden and a Students tab displays.
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« Class Name and Class Objective — Displays the name and objective for the selected
class ©

{ \
« Change the Class Name and click Save to override
the district assigned name inside of Grade Book.T he
changed class name is not visible publicly to anyone
O outside of Grade Book, for example Reports,
ParentVUE, and StudentVUE.

« Clear the Class Name and click Save to return to the

district assigned name.
\. v,

« Staff — Share the class with other teachers ©

« Class Resources —Add internet URLSs or document files for a class @

This tab works the same as the Class Resources tab on the
Resources screen.

o Linked Classes — Link classes or subjects to a class (7]
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Creating a Linked Class

Linked classes:

« Allow you to have a separate Grade Book for each subject you teach
« Appear in the focus selector drop-down on Grade Book Main screen and other screens
« Allow you to create separate category or assignment-type weighting
« Are available on StudentVUE and ParentVUE screens
When you create a linked class, your homeroom students are automatically added to the linked

class. Anytime students are added to or dropped from your homeroom class, your linked classes
update.

You can only add students enrolled in your homeroom class to your linked

a classes.

To add students from another teacher's homerooms into your class, see
Creating Breakout Classes.

1. Select your homeroom section in the Class drop-down.
2. Selectthe Linked Classes tab.

Class
YR . N HOMEROOM 2{1} SEC:ELDDZ -1 v Show Deleted Classes m 4 New Class.

Class Name Home Room
N HOMERCOM Z{1}

Curment class is a homeroom class.

Class Objective

Staff Class Resoures Linked Classes

Unlinked Subjects Linked Classes
& English Language Atts Class Name Subject Class Type Students
@ Science © Math Math Linked Class
& Social Studies

& Music

% PE & Health

Manage Classes Screen, Related Classes Tab
3. Select subjects:
« Tolink subjects, click % next to the subject under Unlinked Subjects. The linked

class displays under Linked Classes and any related assignments and scores move
from the homeroom to the linked class.
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« Toremove subjects:

a. Click " next to the subject under Linked Classes.
If assignments are associated to the class, the Assignments Exist screen
displays. If assignments do not exist, the class is moved under Unlinked
Subijects, no further action required.

b. Selectan option:

Assignments Exist!

The Linked class you are trying to unlink has 7 assignment(s) in 1 grading period(s).

What would you like to do?
@ Delete the class and move its assignments (from all grading periods) to the homeroom class.
© Delete the class and its assignments (from all grading periods)
© Change the class to a breakout class and keep the assignments where they are.

Remove Linked Class With Assignments

c. Click Delete.

Creating Breakout or Intervention Classes

Breakout or Intervention classes:

« Allow you to add additional classes to your Grade Book for students who are not in your
homeroom

« Maintain a separate set of assignments and grades for a group of students.
« Appear in the focus selector drop-down on Grade Book Main screen and other screens.

4 )
« Breakout and intervention class use the assignment weighting and
categories of the parent class. You cannot create separate
E category or assignment-type weighting for breakout or intervention
classes that have a parent class identified.

« You can also create breakout classes using student groups.
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1. Click New Class. New class information fields display.

Class Manager A @ seon Lock SignOut Support Help
Class
(YR) Carroll, N 3/4 Grade(1) SEC:0102 i Show Deleted Classes E m
Class Name Class Type
Grade Book Breakout v
Class Objective Parent Class
:
Available Sta'f Additional Staff
L] Berriz, Cynthia L Berriz, Cyntha
Class Manager Screen

2. Define the class:
« Class Name — Enter aname.
» Class Objective — Enter an objective.
« Class Type — Select either Grade Book Breakout or Intervention.
» Parent Class — Select the related homeroom class.

4 N
« If no homeroom class is available, select <<none>>.
E « The new class or its related assignments does not display in
ParentVUE.
« Setassignment weighting.
\. J

3. Click Save. An alert displays and the class displays in the list of available classes. The

Students tab becomes available on the Class Manager screen.

105
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Adding Students to a Breakout or Intervention Class

1. Select a breakout or intervention class on the Class Manager screen.
2. Clickthe Students tab. The list of available students displays.

The pool of students you have to choose from depends on your
security permission. See the Synergy SIS — Grade Book
Administrator Guide for more information on user security.

3. Select the students:

a. Selectaclass or select <<All Classes>>.

b. Click % next to the student’'s name to move them to the breakout or intervention class.

Students Class Resources

Available Students == All Classes = v (YR) Math Intervention SEC-N/A

@ Aaron, Theresa ‘& Baker. Carlos

@ Aaron, lan & Bradley, Linda

@ Acosta, John ‘& Bustamante, Aaron

@ Acuna, John @ Cervantes Vazque, Howard

Manage Classes Screen, Students Tab

O To remove a student, click W next to the student’s name in the
: breakout or intervention class.
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Sharing Classes

You can share your homeroom, breakout/intervention, and linked classes with other teachers at
your school. You can manage the other staff’s ability to:

» Create assignments
o Edit scores
o Edit students

If your district uses Streams, Grade Book automatically creates a Class
Group for any shared class enabling all staff associated with the class to
maintain a Stream.

1. Select the Staff tab on the Class Manager screen. The list of available staff members

displays.
Staff as
Awailable Staff Additional Staff
Y] Berriz, Cynthia L ﬂ Fuller, Rebecca
w Berriz, Cynthia
4 ’
L] Beverlin, Casey

Manage Classes Screen, Staff Tab

2. Under Available Staff, click % next to the staff member’s name. The staff member’s name
moves to the Additional Staff column with a list of access rights for the class.
{ A
If you do not grant the added staff member any additional
a permissions, they can view the shared class and post to the Stream.
Only the main teacher can modify the class and student setup,
grading settings, and add, edit, delete, or post report card grades.

\
-
When you add a staff member to a breakout class, their students
0 become available on the Students tab. You can combine the
= students from both yours and the other staff member’s classes to
L create a shared breakout class. )

3. Select the appropriate permissions for this staff member. Options include:
« Can Edit Staff gives permission to add or remove staff members to this class.

« Can Edit Students gives permission to add or remove students from this class.
Students cannot be added or removed from shared homerooms or shared linked
classes.
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« Can Create Assignments gives permission to create assignments for this class.

« Can Edit Scores gives permission to enter and edit assignment score for this class.

To allow additional staff to view, score, and make annotations
on student work submitted through Drop Box Grader, set to
Can Edit Scores.

« Can Post Grades gives permission to post grades for this class
« Can Change Class Settings gives permission to change class settings for this class.

« Can Post Streams gives permission to create and maintain communications threads
within Streams.
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Assignments

Assignments are any assessment items, such as Homework or Quizzes. Assignments typically
include:

« Homework « Reports

« Projects o Exams
o Quizzes o Presentations
o Tests

Creating new assignments from these screens:

« Grade Book Assignment
o Standards
o Grade Book Main

Adding Assignments

1. Access the New Assignment screen:

o Select New Assignment from the Grade Book menu.

Grade Book -

Grade Book Main
Grade Book Setup

Standards

Final Grade Config

Progress Report

Report Card Preview - Standards

Copy Assignments

Anahicic T, 1

Grade Book Menu

o Click New Assignment on the Standards screen.

Standards A g = Lock Sign Out Support Help

L R} . NHOMERCOM 2{1} SEC:ELD02 -1/ Seml ~

All Ttems

Class Standards © optiens

Standard Count  Performance Indicator
My Objectives

ELA - 2nd Grade

LR 3-Krow and aoph orade-level chonics and word anghis gkills in decodin

Standards Screen
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o Click New on Grade Book Main.

Grade Book Main

@ Search

Search by Asgn Name

Lock Sign Out Support Help

A (YR)Growan, R 1/2 Multi-Age(0-8) SEC:2nd grd-001/Q1 = ¥ Filters & Options + T3 Reports |

10f 4 - New_L

Student[7] Missing Modified Assignment

Grade Book Main Screen

2. Enter the assignment settings.

( )
If you do not want to synchronize an assignment to Google
Classroom, you must turn Google Sync to OFF before making any
additional changes to the assignment.

Kathy Jackson

A

217-2015 Hope High School, Secondary Teacher

€ ) scarch Lock Sign Out Support Help

\.

Quick Assignment Screen

Assignment Type

<= select >>

J/
Category Values Assignment Settings
TYPE POINTS # ASGN. Assignment Name Date of Assignment
| [6/25/2018 -
Homework 4900.0000 49
Description
Assignment 10.0000 1 Assignment Category
Test 30.0000 3 Hormal M
Due Date
[6/25/2018 v

Parent/Student Portal

Show Assignment in Portal Show Rubric Score In Portal

Suhjec[ Show only when scored
<< select > oFF
Score Type Points Assignment Drop Box
Performance Indicators v 1 Enable Assignment Drop Box
oFF
Rubric

<< select >>

LMS Options

Auto Create LMS Discussion Page
oFF

New Assignment Screen, Details

« Category Values — A summary of the assignments in Grade Book Main to grade for the
class.

« Assignment Name — The name of the assignment. Displays on
ParentVUE/StudentVUE if enabled.

Edupoint Proprietary and Confidential



Grade Book User Guide - Elementary

Chapter 4: Using Grade Book 111

« Description — The description of the assignment. Displays on
ParentVUE/StudentVUE if enabled.

« Assignment Type — Select an assignment type.

s

The assignment types listed may include district created
assignment types as well as any assignment types you may
have created. The listis defined by the settings under Which
assignment type would you like to use? on the
Assignment Weighting tab in Grade Book Setup.

\.

When changing Assignment Types, you are warned if you
select a non-weighted type when the original Assignment
Type was weighted.

o Subject — Select a subject.

r

all

\.

« Ifaclass was selected on Grade Book Main, you cannot
select a subject, the subjects listed are the ones defined on
the Class Manager screen.

« Ifaclass was NOT select on Grade Book Main, you select
from the subjects defined in Grade Book Setup by you or your
district.

J

« Score Type —Select Raw Score, Percentage, or any other Grade Book score types
previously created.

7

\.

« When using Raw Score, Max Score and Points must be
entered.

« When using Percentage, Points must be entered. When
entering scores, they are entered as percentages. For
example, if the student earned 9 points out of 10 points
possible, the teacher enters 90 (9/10 = 90%) as the score.

« When using Rubric, you must have a Scoring Rubric defined.
» SelectaRubric.
» Select whether to Show Rubric Score in Portal.

J

« Max Score — Enter the maximum number of points possible on an assignment

(XXXX.XX).
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« Points — Enter the number of points the assignment is worth in Grade Book.

{ \
« For most assignments, this is the same value as the
Max Score.
@_ « Extra Credit assignment allow values of 0.7 and higher.
« Toweight the assignment, see Configuring Assignment
Scoring Settings.
\. /

Score Type, Max Score, and Points may not be available in
Standards Mode based on your district’s settings.

J

« Date of Assignment — The date the assignment was given to students. The default is
today’s date.

« Assignment Category — The grading category for the assignments. Options include:
« Normal —The assignment counts towards the student’s overall grade.

o Extra Credit— The assignment is an opportunity for the student to improve their overall
grade. Extra Credit does not negatively affect their grade.

When using extra credit assignments, create them only in

0 assignment categories that have at least one other

% assignment entered in that assignment category (for example,
Tests).

\. J

If an extra credit assignment is part of a weighted assignment
E category where no Normal assignments have been scored

L yet, the grade book counts the extra credit assignment. )

« Not for Grading — The assignment does not count toward the student’s overall grade.

o Due Date — The date the assignment is due. The default is today’s date.

« Parent/Student Portal — Displays the assignment in ParentVUE and StudentVUE if enabled.
Select an option.

« Show Assignment in Portal: This option is selected by default.
« Show only when scored

« Show Rubric Score in Portal: This option displays when the Score Type selected is
arubric. Itis selected by default.
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« Assignment Drop Box — Allows students to upload completed assignments through
StudentVUE if enabled by your district. When enabled, enter the following:

« Drop Box Open Date — The date students can start uploading assignment
documents.

« Drop Box Close Date — The date students can no longer upload assignment
documents.

o Document Control Limit — The number of documents that the student can upload for
the assignment. This could be multiple version of the same document or multiple
documents to fulfill the assignment.

Assignment Drop Box
Enable Drop Box

Drop Box Open Date

/62014 “
Drop Box Close Date

/712014 “
Document Count Limit

Unlimited v
Assignment Drop Box
O Enable Drop Box to use the DropBox Grader for scoring
= assignments.

« LMS Options — Allows a discussion within LMS for this assignment, if needed

This option only shows if your district is using LMS and you are
sharing the class on ParentVUE/StudentVUE.

Report Card or Standards Correlations

Add Report Card Correlations or Standards Correlations depending on the method your
district uses.

[ a Standards must be added by the district for teachers to select them. ]
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Report Card Correlations

If your district is section-based — Select the report card area that this assignment applies to on the
Report Card Correlations tab.

Report Card Correlations. Sta
Report Card Items gt Grrra:‘Eu:z:"-:o‘IS
Reading Clan > B
Reading - Effort Clan - B
Fluency [Clan > ]
Vocabulary\Word Analysis [Clan— (&
Comprenhension [Clan > ]
Reads Differentiated Text on Level Flan - =]
tten and Oral Communication [Clan > B
Written and Oral Communication - Effort Clan— (=}
Understands & Applies Spelling in Writing [Clan— A
Writing Process Clan — (=]
New Assignment Screen
( 3\

If the Subject and the Report Card ltem match, the Report Card
Correlation is automatically selected. The teacher can override the

B selection.

Once the assignment is saved, editing the assignment and selecting a
new Subject does not change the Report Card Correlation. It must be
changed manually.

@ Use A" to select all options to the right.
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If your district is standards-based — Select the appropriate standards for the assignment in the
Standards Picker in the Standards Correlations tab.

The selected standards are labeled in the Standards Picker and display under Assignment
Standards.

. G) —Indicates a standard that is correlated to a report card row

. o — Indicates the standard correlation is rolled up to the parent standard displaying the @

[ B The district must add standards for teachers to search and select them. ]

Standards Correlations Grading Periods Resources

Assignment Standards

Options +

Standards Picker

All ltems

Class Standards

New Assignment Screen

Grading Periods

1. Selectthe Grading Periods tab.
2. Select the grading periods for this assignment.

Standards Comelations Grading Periods Resources

Apply the marks forthis assignment to the following grading periods:

New Assignment Screen, Grading Periods Tab

Grading Periods may already be selected based on defaults
assigned in Grade Book Setup.

3. Select the Resources tab to add any electronic files (such as PDFs, Microsoft Office ® files)
or website URLSs, if needed.
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4. Selectthe Work Samples tab to define the work samples for the assignment, if needed and
enabled.

« Select Create Assignment to create an assignment from the work sample.
« Selectthe Level.

o Selectthe Subject.

» Selectthe Strand.

« Select the Staff Rater.

o Selectthe Performance Level Type.

Report Card Correlations Standards Corelations ‘Grading Periods Resources Work Samples

Class Work Sample
Create Assignment:
Level: Level 1
Subject: Reading
Strand: Ess. Skills -Informational
Staff Rater: Cordova. A

Performance Level Type: Performancs Level

T T ) Y T I

New Assignment Screen, Work Samples Tab

Work samples show proficiency for students in a subject when their
B testing scores are inadequate to receive a passing grade. Work
samples are set up in Synergy SIS or TeacherVUE.

Saving the Assignment

Save the assignment:
« Click Save Assignment to save the assignment and return to the Grade Book Main screen.
« Select Save/Enter Scores to save and immediately score the assignment.
« Select Save/Add Another Assignment to save the assignment and repeat the steps above to

create another assignment.

Save/Enter Scores
SavelAdd Ancther Assignment

New Assignment Screen
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Copying Assignments
You can copy assignments from one class to another, across grading periods, and across school
years.

4 R

B Copy Assignments does not create assignments in Mark Periods set to
L Computational.
-
Q When you copy an assignment attached to a Work Sample, the Work
| Sample is copied to the class, grading period, or school year. )

1.

Select Copy Assignments from the Grade Book menu. The Copy Assignments screen

displays all assignments from any school year and from any Grading Period within that school

year.

Copy Assignments

Lotk SignOut: Support Help

A (S1) Jackson, K Psychology I(1) SEC:0189/ 1stQtr +

Choose Assignments
Cheoose Classes
Options/Finish

School Year

20152016

All

Copy From:

Class Period

(81) Jackson, K Psychology I(1) SEC:0169

Class Type

1st Qtr

v Home Room

Assignment Points

Assignment 10.00

Homework 10.00

Test 10.00

Quiz 10.00

Project 10.00

Freudian Concepts Paper 100.00

Previous Next

Copy Assignments Screen
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2. Pick the assignment details to copy:

a. Selectthe School Year, Class Type, Class, and Grading Period that the
assignments are copied from.

b. Select the individual assignment to copy or select All to select all assignments.
c. Click Next. A list of all the classes for the school year and grading period displays.

Copy Assignments £ seact Lock SignOut Support Help
AL (1) Jackson, K Psychology I(1) SEC:0169/ 1st Qtr ~
Choose Assignments
Choose Classes COpy From:
Options/Finish
School Year Class Type Class Period
2015-2016 v Home Reom ] (51) Jacksen, K Psychology (1) SEC:0169 v st Qtr v
All Assignment Points
Assignment 10.00
Homework 10.00
“Copy Test 10.00
“Copy Quiz 10.00
Project 10.00
Freudian Concepts Paper 100.00
HWE 10.00
Previous Next

Copy Assignments Screen

3. Pick the details for the class to copy the assignment to:

a. Selectthe School Year and/or Period of the classes you would like to display in the
Copy Tollist.

b. Select the classes that you want to copy the assignments to.
c. Click Next. The Date Options display.

Choose Assignmen:s

Choose Classes Copy to:
Options/Finish
School Year Period
20152016 v Sem1 v
Copy to School Class Name
Adelside Ekmentary (YR} . M HOMEROOM 2(1) SEC:ELDOZ -1
v A ide EEmentary (YR)Math SEC:ELDOZ -1

Previous Mext

Copy Assignments Screen
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4. Selecta Date Option.
« Copy Original Dates — Select this option to use the dates from the original
assignment.
« I'll Edit the Dates — Select this option to enter new dates and enter the Assignment
Date and Due Date.

Choose Assignments
Choose Classes
Options/Finish

Date Options
Copy onginal dates
® ['ll edit the dates. Set them to:

Assignment Date

Due Date

ROl m

Copy Assignments Screen

5. Click Finish. The copied assignments display in Grade Book Main.

Editing Assignments

Any assignments can be edited until it has student scores associated with it. After scores are entered
for the assignment, the score type cannot be edited.

Edit a single assignment from Grade Book Main, the Assignments, Enter Grade Book Scores, or
Calendar screens or edit multiple assignments from the Assignments screen.

Editing a Single Assignment

1. Select the class:
« From Grade Book Main:
a. Select the class that contains the assignment.
b. Click the assignment title and select Edit Assignment. The Grade Book
Assignment screen displays.

Reading HW 25 Writing Reading
woan | wose R
fUE2014 2372014 el
Trza2014
Homework Guiz Assessment

Enter Scores

| Dte Assignment |

Create Assignment Resources
4 i Jx ]
Grade Book Main Screen

1y | ey | g =
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o From the Enter Grade Book Scores screen:

a. Select the name of the assignment and select Enter Scores in Grade Book Main.
The Enter Grade Book Scores screen for the selected assignment displays.

Synergy TeacherVUE

[R——
(YR} Carroll, N 3/4 Grade({1) SEC:0102 / 15t Qir » £ Filters & Options « ‘ Assignment | L4

> i i i
Reading HW 25 Writing Reading
MAX:100.00 MAX:100.00 Assessment
PFT5:10.00 FT5:10.00
/62044 BI32044
Student[7] Grade Missing Homework Quiz w

Aaron, lan TO0% a
e SR M
Artonio Gorzalez, James 7% 0 Edi Ssignment
Bahens, Josh ] )
szhes el Delete Assignment
Baker, Carlos [ 2% ] 0
Ters 67 | 3 Create Assignment Resources
Bustamarte, Aaron 70% 0 4 I 3 AL W

Grade Book Main Screen

b. Select Edit Assignment. The Grade Book Assignment screen displays.

Classes Periods Assignments
(YR} . N HOMEROOM 2(1} & 1002 - ¥ || Sem ¥ || Bunny’s Wish retell (Practice) Edit Assignment ¢ Delete Assignment

Assignment Subject Score Type Points Max Value Correlations

Bunny's Wish retell  English Language Arts  4-Point Rubric  4.00 4,00 Standards Report Card ltems

pADI Az b uccSinns o i

Enter Grade Book Scores Screen

« Fromthe Calendar screen:
a. Select the assignment on the Calendar screen.
b. Select Edit Assignment. The Grade Book Assignment screen displays.

ome epires |
Enter Scores
Edit Assignment
Crl Name the planets -- Mame all of the planets in the solar system
R —
|Celestial Bodies. ]
CalendarScreen

« From the Assignments screen, see Using Assignments Screen.
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2. Make appropriate changes.

3. Savethe assignment:

« Click Save Assignment to save the assignment and return to the Grade Book Main

screen.

» Select Save/Enter Scores to save and immediately score the assignment.

« Select Save/Add Another Assignment to save the assignment and repeat the steps

above to create another assignment.

121

Save/Enter Scores
SavelAdd Ancther Assignment

New Assignment Screen

Using Assignments Screen

1. Select Assignments from the Grade Book menu. The Assignments List screen displays the
assignments for the class currently in focus.

To change classes or grading periods, use the lists to make selections.

Class Grading Period

[ || snor [~

Page Size

(S2) Jackson, K Psychology li(1) SEC:1169 10 Assignments [~

Assignments Screen

2. Editthe assignment.

all

Fields that you cannot edit are shaded gray. For example, Score
Type once the assignment has scores against it.

« Toedit a single assignment, make the changes directly in the row for the assignment.

Assignments

Correlations

A

All

Action Assignment

Grading Periods

Action

Assign Date Subject Due Date Max.Val. Pts.Poss.

Score Type

A.Type Category

* *

Assignments Screen
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« To edit multiple assignments:

a. Select the assignments requiring the change or select All.

Assignments Grading Pericds
Correlations. Action
v v
Action Assignment Assign Date Subject Score Type AType Due Date Max.Val. Pis.Poss. Category Portal
All + + Math | 4 4PointF w | 4 Standare ¥ | L + + + on v | +
= a ¥ || 4PointRubic ¥ v 4 4 Norm; v =
v 4Foint Rubic ¥ v 4 4 Not for Grs v | @
@ v 4-Foint Rubric v v 4 4 Nt for G v
" 4Foint Rubic ¥ v 4 4 Norma v B
Assignments Screen

b. Enter the change that you want applied to the assignments in the top row (for
example, change Due Date to 10/4/2013).

c. Click # to apply the change to all selected assignments.

3. Click Save Changes.

Verifying or Change Grading Periods for Multiple Assignments

Assignments Grading Periods
Correlations Action
£ v
Action Assignment Assign Date Subject Scom Type AType Due Dafe Nax.Val. Pis.Poss. Category Portal
Al s v v + nen v | 4| 5L
8 4-Point Rubric Practice 4 40 Normal v ®
4-Point Rubr 4 40 Not for Gra ¥ | ¥
b 4-Point Rubr 4 40 ot for A
4-Point Rubric 4 4.00 Norm: v |8
Assignments Screen

1. Selectthe Grading Periods tab on the Assignments screen. The grading periods currently
assigned are selected and labeled Included.

Assignments Grading Periods
 Save Grading Periods
Sem1 Sem2
Assignment Mue Nate All Al
Bunny's Wish retell 9/28/2015 Al #Included
Homework 9.28.15 912812015 All #Included
Homework 821415 921/2015 All #Included
Sharks- facts 91612015 All #Included

Assignments Screen, Grading Periods Tab
2. Select the assignments to add to a grading period.
3. Click Save Grading Periods.
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Deleting Assignments

Assignments can be deleted using the following screens:

o Grade Book Main
o Enter Grade Book Scores

When deleting an assignment, student scores and resources that have
been issued for that assignment are also deleted. You cannot retrieve

these scores and resources.

1. Select the assignment to delete:
« From Grade Book Main, select the class that contains the assignment title and select

Delete Assignment.
i i i
Reading HW 25 Writing Reading
T e
BIEI2014 232014 L
| Tz
j- Enter Scores
| Edit Assignment .
d Delr‘*hte Assignment
d
d' Create Assignment Resources |
Assignment Menu

« From Enter Grade Book Scores screen for the assignment, click Delete Assignment.

Classes Periods Assignments
Sem ¥ | Bunny's Wish ret actics) v | Edit Assignment] | B SIS SEREET R

YR} N HOMEROOM 2(1) SEG:ELOD2 -1 X

Assignment Subject Score Type Points Max Value Correlations
400 400 Standards Report Card ltems

LAZ 1401.1.08-2 Rl 1-Ask and answer such guestions aswho,

Bunny's Wish retell English Language Arts 4-Point Rubric
b Renort cam G Defined

Enter Grade Book Scores, Delete Assignment

2. Click Delete in the confirmation dialog.
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Resources

Add resources such as a website or a document for a class or assignment. Students and parents
can download resources through StudentVUE and ParentVUE in the Grade Book tab.

« Classresources are added from the Class Manager or Resources screens and show on the
ParentVUE and StudentVUE screens under Class Resources.

Help  Close

‘Good meming, lan Aaron, 4202015

lan
Messages®
Adams Elementary (949-555.2425)
Calendar
First Quarter | Second Quarter | Thrid Quarter | Fourth Quarter
Sondec Grade Book Summary for Fourth Quarter {ending on 07/31/2015)

Class Schedule Teacher Subject Area Missing Assignments ass Resource Points Percentage
Class Websites Natalie Carroll 2 Class Level Resources
Math 0

Course History 86.05/100 (B) (B6%)

Course Request

Grade Book

Report Card

StudentVUE, Grade Book Page

« Assignment resources are added from the Grade Book Assignment screen or when editing
an assignment on Grade Book Main . Assignment resources show on the ParentVUE and
StudentVUE Assignment Details screens.

Help  Close

Good afternoon, lan Aaron, 4/20/2015

F lan
5 Adams Elementary (949.555.2425)
Calendar o
Fourth Quarter = Math :: Assignment 1
Attendance
ST Grade Book Assignment Detail
Course Period Teacher
Class Websites 3/4 Grade (0300) 1 Natalie Carroll (%
Assignment Type Date Due Date
Course History Assignment 1 Project 03/30/2015 03/30/2015
Course Request Score Score Type Points Motes
Not Graded Percentage 20.00 Points Pessible =
Grade Book Descron
Report Card Assignment 1
Student Info Standards
Name Performance Indicator
Custom Tab
Mo detail available
Digital Locker e —
_ Name Description
Fractice Questions.

StudentVUE, Grade Book Assignment Page
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Creating Resources

Electronic resources such as document files or web pages may be attached to a class or
assignment.

1. Access Resources:
o Select Resources from the Grade Book menu to create a class resource.

Grade Book Main

New Assignment

Grade Book Setup

Standards

Final Grade Corfig

Progress Repor

Report Card Preview - Standards

Copy Assignments

Analysis Tool

Assignments

Grade Book Menu

« Selectthe Class Resources tab on the Class Manager screen to create a class
resource.

m e

Add Class Level Resaurce

Class resources are not attached to a specific assignment. They can be displayed in the parent portal or hidden

Resource Name:

Resource Description:

Parent Portal: Check to s1ow in parent portal

Sequence: n

1 (YR) Behavior SEC:0102 (O (YR) Compare and order whole n SEC:N/A
[0 (YR) Math Intervention SEC:M/A [ (YR) Math 3EC:0102
(YR) Reading Groups-Above Grade Level SEC:N/A
(YR} Reading Groups-Grade Level SEC:N/A [J (YR) Science SEC:0102
?(YR) Week 3 Math Quiz Breakout SEC:N/A [0 [YR) Carroll, N 3/4 Grade(1) SEC:01)2

Classes/Sections:

Resource Type: Web Resource | Document Resource |

Please select a file to upload: Choose File | No file chosen

Class Manager Screen, Class Resources Tab
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« Selectthe Resources tab on the Grade Book Assignment screen to create an

assignment resource.

Resource Name:

Resource Description:

Parent Portal:

Sequence:

Resource Type:

Please select a file to upload:

e

Check to show in parent portal

o
Web Resource

Document Resource

Choose File | Mo file chosen

Grade Book Assignment Screen, Resources Tab

« Select Create Assignment Resources on the assignment drop-down on Grade Book
Main to create an assignment resource.

Grade Book Main

3 scarcn

Lock SignQut Support Help

(YR) Ashel, A /Braatz Elementary General Classroom Grade 5(0) SEC:ESGG5-02 / October Report Card =

& Filters & Options

Search by Asgn Name

Assignment | Level 2w

=+ New

T3 Reports | || Undo

1of 2- Chaptar_2

Chapter_2

Enter Scores

Harrison Melton

Chapter _1

MAX:10 00 MAX:10.00
PTS:10.00 PTS:20.00
4202015
Student([T] Grade = Missing | Modified Daily Work Sample  Daily Work Sample
Ava Long 0

Alison Yee

Victoria Lander

Edit Assignment
Delete Assignment

Create Assignment Resources

0
0
0
1

Sophia Dvorak ]

om

Grade Book Main Screen

« Select Create Assignment Resources on the Calendar screen.

[Name the pianets ]

Enter Scores
Edit Assignment

Create Assignment Resources

Calendar Screen

Enter the Resource Name.
Enter the Resource Description.
Select Parent Portal to display this resource in ParentVUE and StudentVUE.

o~ w0

specific order.

Enter a Sequence number for the resource if you want multiple resources to display in a

Resources appear alphabetically, if no sequence or the same
= sequence number is used.
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6. Selectthe Classes/Sections that use this resource.
7. Selectthe Resource Type:

» Select Web Resource to enter a website to use with the assignment.

a. Enterthe New Web Resource URL.

b. Click Test URL

c. Click m The resource displays at the bottom of the screen.

« Select Document Resource to upload a file (Microsoft Office®, PDF file, etc.) to use
with the assignment.

a. Select Document Resource.

b. Click - “heeseFile | {4 select the file to upload.

c. Cliok FEEEEE.

Standards Correlations Sections Grading Periods Resources

Resource Name:

Resource Description:

Parent Portal: Check to show in parent portal
Sequence: o
Resource Type: Web Resource | Document Resource
Please select a file to upload: Choose File | Mo file chosen

Assignment Screen, Resources Tab
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Viewing Resources

1. Select Resources from the Grade Book menu.

« Scroll to the bottom of the Class Resources tab on the Resources screen to view a
resource for a class. Any available Class Resources display at the bottom of the

Resources screen.
1 items
Gedit Resource Name Resource Description View Resource Date Added Sequence Show In Portal
Reading Material Open Resource 10/24/2017 1:20:06 PM 0 @

Resources Screen, View Class Resources

« Selectthe Assignment Resources tab to view resources for an assignment. The
Assignment Resources tab displays a list of resources for assignments.

Class Resources Assignment Resources

Assignment Resources

Bock, A WLD How women's rele in history  Ancient Women =
HISTORY 51(6) has changed

Reading Material 101242017 0 View Resource  Delste

Grade Book Main Screen, Assignment Resources Tab

{ \
You can reorder and customize how the information is displayed on
this tab.

« Click the header to sort the column in ascending or
descending order. (1)

« Enter a value to filter the column. @ For example Math.

« Drag a column header into box to group the results. ©
. w,

2. Toview the attached resource.
« Class Resource — Click Open Resource.
« Assignment Resource — Click View Resource.

Electronic files download to your computer and websites open in another tab.
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Modifying Resources

1. Select the resource:

« Class Resources — Click Edit on the Class Resources tab. The resource information
that you can edit displays.

« Assignment Resources — On Grade Book Main:

a. Select Edit Assignment on the assignment drop-down on Grade Book Main. The
Grade Book Assignment screen displays.

‘World History Continents and Prehi

storif
People Cd
MAX:
PTS:
87304

e . o™

" | Enter Scores e
: :

Quick Assignment 1
.| Delete Assignment I,

Create Assignment Resources

Grade Book Main Screen

b. Selectthe Resources tab.

c. Click @ or @&l i the header. The resource information that you can edit

displays.
1 items
@ Resource Name Resource Description View Resource Date Added Sequence Show In Portal
3 Reading Material How women's role in history has changed Open Resource 10/24/2017 1:25:03 PM o m

Grade Book Main Screen, Resources Tab

2. Edit the resource name or description and whether to show it in ParentVUE and StudentVUE.
The icon displays on the row.

1items m C CANCEL
Gedit|  Resource Name Resource Description View Resource Date Added Sequence Show In Portal
m Reading Material How women's role in histor Open Resource 1002472017 1:25:08 FM | 1 |  scow |

Grade Book Main Screen, Resources Tab

3. Click Save.
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Deleting Resources

1. Select the resource.

+ Class Resources — Click x on the Class Resources tab.
« Assignment Resources — On Grade Book Main:

a. Select Edit Assignment on the assignment drop-down on Grade Book Main. The
Grade Book Assignment screen displays.

i i
L LT L -
Enter Scores

I
% Edit Assignment 0

Quick Assignment 1

i
Prehistorif
People Cd

WA
PT5:
&r30)

Forma|

0

.| Delete Assignment I,

Create Assignment Resources

Grade Book Main Screen

b. Selectthe Resources tab.

c. Click ™.
1 items
W Resource Name Resource Description View Resource Date Added Sequence Show In Portal
P Reading Material How women's role in history has changsd Open Resource 10/24/2017 1:25:08 PM o m

Grade Book Main Screen, Resources Tab

The icon displays on the row.

1 items m C cancEL

Gedit Resource Name Resource Description View Resource Date Added Seguence Show In Portal
Reading Material How women's role in history has changed Open Resource 10/24/2017 1:25:08 PM (1] w

Grade Book Main Screen, Resources Tab

2. Click Save.
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Setting Up a Class Website

If your district uses LessonVUE and the LMS, see the Synergy SIS —
LessonVUE User Guide for information on creating LMS web pages.

If the district has enabled Class Websites, you can create websites that parents and students view in
ParentVUE and StudentVUE that are specific to your class. These websites have topics such as:

« Announcements « Helpful hints
« Homework « Additional resources
« Classroom Documents « Directions

Home Help  Close

Good afterncon, lan Aaron, 4/23/2015

]
Classroom Documents

Messageso
Calendar
(YR) Carroll, N 3/4 Grade(1) SEC:0102 v
Attendance
Class Schedule Study Guide e
Class Websites Classroom Documents

Course History Use this Study Guide to help your through this weeks unit

Course Request

Resource
Grade Book StudyGuide doc ) e
Report Card 6
Student Info

Custom Tab

Digital Locker

ParentVUE/StudentVUE - Class Website
The website displays all homework assignments that are not scored during the current year or
current semester depending upon the length of the class.

« Class — Displays the posts for the selected class or homeroom. (1)

« Posts —Displays the information regarding the post. (2]
» Resources — Displays the electronic files uploaded to the website that the students can use.

©

« Topics — Topic names display under this banner on the right hand side. Grade Book comes
with some pre-configured topics: Classroom Documents, Announcements, and Homework.

These cannot be deleted. You can add custom topics. (4]
o Curriculum Plan — Curriculum items created using LessonVVUE display under this
banner.©
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The Teacher Class Website Entry Screen

This section describes the Teacher Class Website Entry screen formatting window used to create
website posts and topics. The information in the formatting window displays slightly different in

ParentVUE/StudentVUE.

Reselect the topic in StudentVUE after you save changes made in the
@ Teacher Class Website Entry screen to see how your changes affected

the post.
1. Select Class Website from the Grade Book menu. The Class Websites page opens.
Class Topics Announcements

@ Topics are shown in the parent/student
portal for this class. The Homework topic is
generated from both your postings and from
ungraded assignments.

Topic

Classroom Documents

Classroom Expectations

ABC’s of Qur Classroom

Announcements

Homework

Ditems

There are no posts in this topic. Click New to add a post.

+ NEW

2. Formatthe post.

Class Website, Select Topic

Teachﬂr Class Website Entry

=] Do @E=E®

Topic Headline

Announcements|

Rsoree | @ 0D & @ B B & @ Q| B e

= PDLOE®m ™

B I US x, x I, :\;ue;‘:E]gzzzmme

Styles - Format - Font

~|| size ~| A- B~

ma

'

o
]

body p

Documents @upioaa new vocument o

Visibility

Sections @

(YR) Behavior SEC 0102

(YR) Compare and order whole n SEC'N/A
(YR) Math Intervention SEC:N/A

(YR) Math SEC:0102

(YR) Reading Groups-Above Grade Level

SEC:N/A

(YR) Reading Groups-Grade Level SEC'N/A

(YR) Science SEC:0102

(YR) Week 3 Math Quiz Breskout SEC:N/A
@ (YR) Carroll, N 3/4 Grade(1) SEC:0102

m Cancel

Teacher Class Website Entry Screen
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‘Good moming, lan Aaron, 4/24/2015
|
0 Classroom Documents

Messages
Calendar
{YR) Carroll, N 3/4 Grade({1) SEC:0102 v
Attendance
G5 TR Science Extra Credit 9
Class Websites Classroom Documents 0
Course History Spend some extra time learning the planets in our solar system and pass the quiz to eam 10 extra pomts.e
Course Request Resource
Grade Book Planets in our Solar System.docx @ o
Report Card
Student Info Study Guide
Custom Tab e
Digital Locker Use this Study Guide to help your through this weeks unit

L.

StudyGuide.doc i

Class Websites, StudentVUE

Topic — Displays in the list of Topics and at the top of the web-page. (1]
Headline — Displays at the start of the post. (2

Visibility — Determines if the post displays on ParentVUE/StudentVUE. (3]
Post — Description or information for your post. e

Section — Select the class/section that the post applies. (6]

Documents — Upload resources for the post. (7]

Curriculum Plan — If your district uses LessonVUE, the curriculum elements display. (8]

Math - Curriculum Plan

(YR) Math SEC:0102 v Week 1(7/28/2014 - 8/312014) v

Whole Numbers to 4 digits Units
The learner will add/subtract any whole numbers of up to 4 digits, with or without regroupings.

Resource Description
Placement Test Practice 1 @ ‘Whole number gquiz

Web Link @) Link to Edupoint
) a i Math

¥ Standards

Final Constants Lesson Plans

with final consonants that need to be doubled when adding an ending

Curriculum Plan, StudentVUE

L...J For more information about LessonVUE, see the Synergy SIS
— LessonVUE User Guide.
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The formatting and editing tools available for creating templates and content are: (4]

. [ source goyrce — Toggles the view between WYSIWYG (What You See Is
What You Get) and HTML editing mode. When editing in HTML, the HTML tags
such as <p> or <b> display. For example: A heading using the Heading 1 style
would appear: <h1>Heading</h1>.

« O New Page — Clears unsaved changes

. g Preview — Previews the template design

. XD E_ Cut, Copy and Paste — Cuts, copies, or pastes the selected text
@ Paste as Plain Text — Pastes the text as plain text with no formatting. This

is helpful when copying from other programs that may have hidden HTML
formatting, such as other web pages or Microsoft Outlook.

bl |

H Paste From Word — Inserts text copied from Microsoft Word and allows you
to edit the text to remove erroneous HTML code that Microsoft Word inserts.

a. Paste the textin the pop-up box.
b. Select Remove Styles definitions, if needed.
c. Click OK.

Paste from Word @

Please paste inside the following box using the keyboard (
Cirlew) and kit 0K

¥ Ignore Fond Face definitions
[T Remove Stes definitions

0K b

Paste From Word Box

« *® ~ Undo and Redo — Undoes the last action or redoes the last action
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Find and Replace

Find what

Find Options

Match case
Mateh whode word
o Maleh eyelic

Find

Close

Find And Replace Box

%3 Replace — Replaces text

Find and Replace
REplacs
Find whak
Réplace with

Find Options

Match case
Match wihode word
o ML eyelie

Replace

Replace All

Close

Find And Replace Box, Replace Tab

Select All - Selects all content in the formatting window

I U s Bold, Italic, Underline or Strikethrough — Formats the

selected text as bold, italic, underline, or strikethrough

X,

T

1=
2=

x® Subscript and Superscript — Inserts subscript or superscript text
£x Remove Format — Clears all formatting for the selected text

= Insert/Remove Numbered or Bulleted List — Formats the selected
paragraphs as numbers or bullets

135
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+|:— ~|:—

Increase or Decrease Indent, Outdent — Indents or outdents the
selected paragraph

« 77 Blockquote — Indents the paragraph on both sides

. Align Left, Center, Align Right, or Justify — Aligns text per
the setting

. = Insert Hyperlink or Remove Hyperlink — Inserts or removes a link to a

website or email address

- Anchor - Inserts a place that you can link to inside the template

. H Table — Inserts a table

Insert Horizonal Line — Inserts a horizontal line

. £ Insert Special Character — Inserts a special character such as a copyright

mark or currency symbol
Select Special Character x
i # 5 % & Eel e e e
chie Bel R R BB sl s i T B - B |
DEF GH I J KLMHNOPOGRSZET 5
UV wWIEXY ZI] = abc dae I ‘
goh ]l Kl moeopaer st uyvw "
Xoy 3 oy o A : s = — 10 § &
o ¥ | § [ b ] bl LR e T R |
sy we s KARARERAEC
EEEEI I T 1TBROOOD L xo
U000 Y PGB & 5435 3deecqgé &
B8 0 ) 8 o 6 00 0+ o U o0
D0y b ¥ ERWYNY 1 ™o
- - . 4 W
Cancel
Select Special Character Box
Styles

" Text Style — Selects a built-in format for the selected text

Yema _"! Paragraph Style — Selects a built-in format for the selected
paragraph

Font

" " Font - Selects a font for selected content

Size -

Size — Selects a font size for selected content

« A~ Text Color — Applies the selected color to the text
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. B Background Color — Highlights the text with the selected color

KA . . o .
« «¥ Maximize — Maximizes the editing window

. =l Show Blocks — Shows content inside of blocks

? About CKEditor — Lists information about the CKEditor (the HTML text
editor used to edit the content)

1.

Select a topic from the Class Website screen

Class Topics
5 items

@ Topics are shown in the parent/student
portal for this class. The Homework topic is

ungraded assignments.
Topic
Classroom Documents
Classroom Expectations
ABC's of Our Classroom

Homework

generated from both your postings and from

Announcements

Ditems

There are no posts in this topic. Click New to add a post

+ NEW

Class Website Screen, Class Topics

2. Click NEW. The Teacher Class Website Entry screen displays.

Class Topics

5 items
© Topics are shown in the parent/student
portal for this class. The Homework topic is
generated from both your postings and from
ungraded assignments.

Topic

Classroom Documents

Classroom Expectations

ABC's of Our Classroom

Announcements

Homework

Announcements

0items

There are no posts in this topic. Click New to add a post.

Class Website Screen, Class Topics
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3. Enter and format the post/topic.

» Toadd a custom topic, replace the name of the topic with your custom name.

Teacher Class Website Entry

Topic Headline

Announcemenls

Bsouce A N @ & B EIGE Q by | = | e
Teacher Class Website Entry Screen

0 You can only delete topics and posts that you created. To delete a
=  custom topic, delete all the posts stored in that topic.

« Toadd a post, complete the following:
a. EnteraHeadline.
b. Enter and format the post content.
c. Setthe Visibility for students and parents.

If you are not finished with your post or do not want it
%  visible, toggle the Visible toggle to Hidden.

d. Selectthe Sections or break out classes/groups that will see this post.

« Toaddadocument or file, click Upload New Document. The Upload a Document
fields display.

a. Click Choose Document.

Upload a Document

| s | -L.lp.loacl. | e \

Upload A Document Window

b. Selectadocument and click Upload. The document icon displays under your
post.
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4. Click Save. The new post heading and content display under the topic heading with blue

Posted label in Grade Book.

Class Topics Announcements
5 items 1items + NEW

@ Topics are shown in the parent/student

portal for this class. The Homework topic is = psllate

generated from both your postings and from ‘Welcome Back 10/15/2015 8:41:53 AM

ungraded assignments. | hope you had a wonderful summer break. | have a stack of work waiting for you to tackle. Posted
= Documents
Classroom Documents
Classroom Expectations ke
ABC’s of Our Classroom
Announcements
Homework

Class Website Screen, Class Topics
Editing a Post
1. Hover over the subject until the delete and edit icons appear.
. 7 . .
2. Click © . The Teacher Class Website Entry screen displays.
Class Topics Announcements

5 items 1items + NEW

© Topics are shown in the parent/student

portal for this class. The Homework topic is fost fosLi=te

generated from both your postings and from elcome Back 10752015 9:41:58 AM

ungraded assignments. hope you had a wonderful summer break. | have a stack of waork waiting for you to tackle. Posted

Topic

Classroom Documents
Classroom Expectations
ABC's of Our Classroom
Announcements

Homework

x% Documents

Class Website Screen, Class Topics

3. Make the necessary changes to the post.
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4. Click SAVE.

Teacher Class Website Entry
Topic Headline

Announcements Welcome Back

Bwe: @0 @ @B @@ @ Ql; ¥|% BReDODw=Qq
BIUSKXXI ez Tuli-jeoqg M
DROM=0Q=®

Styles - Format - Font - - A~ Hv :: =|] ?

| hope you had & wonderful summer bresk. | hsve 8 stack of wark waiting for you to tackle.

Documents @ upioad New Document

i Delete

Visibility
e
Sections

(¥R)Compare and order whole n SEC:N/A
(YR) Math Intervention SEC:N/A

(¥R} Reading Groups-Below Grade Level SEC:N/A

S

(¥R) Camoll, N 3/4 Grade{1) SEC:0102

Class Website Screen, Class Topics

Deleting a Post and Custom Topics

You can only delete topics and posts that you created. To delete a custom

= topic, delete all the posts stored in that topic.

1. Hover over the subject until the delete and edit icons appear.

2. Click * .The icon displays on the row.

Class TOpiCS Announcements
5 items 1items
@ Topics are shown i the parentistudent Post

portal for this class. The Homework topic is

generated from both your postings and from ‘Welcome Back

Classroom Expectations
ABC's of Our Classroom
Anncuncements

Homework

ungraded assignmenis. | hope you had a wonderful summer break. | have a stack of work waiting for you to tackle.
Delete Row
b2 = Documents
Classroom Documents
[ oo EIERSEEEE
X

Post Date

+ NEW

10152015 2:21:58 AM

Class Website Screen, Class Topics

3. Click SAVE. A message confirms the deletion.
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portal for this class. The Homework topic is
generated from both your postings and from
ungraded assignments.

Classroom Documents
Classroom Expectations
ABC's of Qur Classroom
Announcements

Homework

Class Topics Announcements
5 items 1items
@ Topics are shown in the parent/student Post

Welcome Back
| hope you had & wenderful summer bresk. | have a stack of work waiting for you to tackie.

1. =g Documents

@ Pl

Post Date

10152015 94158 AM

e

Class Website Screen, Class Topics

a When deleting custom topics, remove all posts.

Copying Posts

You can copy one or all of your posts to another school year.

1. Click Copy Posts on the Class Websites screen. The Copy Posts screen displays.

Copy Posts to (YR) Carroll, N 3/4 Grade(1) SEC:0102

Choose a School Year Choose a Class

2014-2015 v Carroll, N 3/4 Grade(1)

Classroom Documents
Study Guide
Use this Study Guide to help your through this weeks unit.

Classroom Expectations
Put Your Best Foot Forward

Mrs. Carroll's 4th Grade Class 2013-2014 .
Welcome back-to-school. We’ll have a wonderful year!

Copy Posts Screen
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2. Choose aSchool Year, Class, and the posts to copy.

B Selected posts are highlighted in blue.

Copy Posts to (YR) Carroll, N 3/4 Grade(1) SEC:0102

Choose a School Year Choose a Class

2014-2015 v Carroll, N 3/4 Grade(1) v

Classroom Documents
Study Guide
Use this Study Guide to help your through this weeks unit.

Classroom Expectations
Put Your Best Foot Forward

Mrs. Carroll's 4th Grade Class 2013-2014

Welcome back-to-school. We’ll have a wonderful year!

Philasophv
e vt vegrmeyoilifi V- ... o

The children and | have worked together to create classroom rules which we all must follow. If a student breaks a rule, he/she will get
awarning. After a warning he/she will have to change the color on the behavior chart. This color will be recorded in your child’s agenda each afternoon. Your child
gets paid daily based on good behavior

I T—'EOPYEOSTS I CLOSE

Copy Posts Screen

3. Click Copy Posts. The topics and posts are copied to the selected year and class.

B If a post already existed, there are multiple versions of the post.
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Entering Scores

You can enter scores in Grade Book for assignments or proficiency against standards. Select the
mode (assignment or standards) on the Class Settings screen. Both use the Grade Book Main or
Enter Grade Book Scores screens.

« Enter scores directly into Grade Book Main — Use this method when you have just a few
scores to enter for just a few students. For example, when an assignment has already been
scored and you need to enter a few remaining scores for students who were absent or are
turning the assignment late.

« Enter scores using the Enter Grade Book Scores screen — Use this method when you
want to enter scores for multiple students at one time. This method features a fill down feature
that saves time when entering scores.

The following items are things to keep in mind when adding student scores using the Grade Book
Main or Enter Grade Book Scores screens.

« Blank Cells — Grade Book assumes that blank cells are simply assignments that are not
scored. If no score is entered, the student’s grade is not be affected by that assignment. Blank
cells do not automatically equate to a score of zero. Use Comment codes to indicate if a
student was absent, excused from the assignment, or if the assignment is missing. See
Creating Grade Book Comments and Working with Grade Book Comments.

« Extra Credit — In addition to creating assignments that are marked with the Extra Credit
assignment category, teachers can also give students extra credit by entering more points
than the assignment is worth. For example, if the Max Score on an assignment is 100 and
you want to give the student 35 additional points for extra credit, enter 735 as the student’s
score. Grade Book calculates what percentage increase applies to the student’s overall
grade. This method only applies to assignments with Raw Score or Percentage scores. The
extra credit cannot be more than twice the high score value.

Grade Book notifies you that the score is above the maximum value

:'.;1::' with T . The arrow does not display after the changes are saved.

» Dropped Scores - If a teacher chose to drop scores in Grade Book Setup, d displays on the
Grade Book Main screen on the dropped assignments because they have the low score.

4 d

. AtRisk Scores- ¥ on assignment scores indicates the assignment received an at-risk
score. Teachers set an at-risk percentage in their Grade Book options that help determine the

. ] 10.00
students who are receiving low scores.

When scoring assignments, there is an additional method using Grade Book Import. Use the import
method to enter scores for multiple students for one or more assignments. This method allows you to
create assignments as you enter the scores. The method validates the data and provides
information to remedy errors prior to importing. See Importing Assignment Scores.
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Using Assignment Mode

You can enter scores for an assignment from the following screens:

o Grade Book Main
o Enter Grade Book Scores
« Calendar that uses the Enter Grade Book Scores screen

Using the Grade Book Main Screen

To enter or edit a score:

1. Clickin any score box on the Grade Book Main screen. The column turns yellow and a cursor
displays. If a score was already entered, the score is highlighted.

Grade Book Main & Search Help

(YR) Carroll, N 3/4 Grade(1) SEC:0102 / 1st Gtr = £ Filters & Options + Assignment | Level 3~ Search by Asg ame =+ New '5 Reports

2 of 102 - Chapter_2

Chapter 1 Chapter_2 Reading Assignment Chapter _1 Chapter 9 Chapter 8 Chapter 2 Chapter 3
MAX:10.00 MAX:10.00 #2 MAX:10.00 WAX-10.00 MAX:40.00 MAX:100.00 MAX:10.00
FTS:10.00 MAX:10.00 FTS:20.00 PTS:10.00 PT5:10.00 PTS:10.00 PTS:10.00
4202015 s 4202015 4202015 4202015 4202015 42002015

Student[T Grade Missing Modified mﬂaﬂywarkhﬂph Daily Work Sample  Daily Work Sample  Daily Work Sample  Daily Work Sample  Daily Werk Sampls  Daily Work Samy.

Aaron, lan 8% 0 ] s
Alejandrez, Willie [ 575

Antonio Gonzalez, James m 0 + 6 9

Bahena, Joshua [ 67% } 0 10

Baker, Carlos [ 24% ] 3 8 ¥ oom +  oom

Grade Book Main Screen

2. Enter the score using the appropriate score type (for example, letter grade, raw score,
percentage, rubric).

4 3
Grade Book displays an error message if the score is in the wrong
format.

E Until the scores are saved:
o The scores appear red .
» The Grade is struck-out indicating the score needs
recalculation.
\. J

3. Click Save Changes.
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Using the Enter Grade Book Scores Screen

To enter or edit a score:

1. Select the name of the assignment in Grade Book Main.

2. Select Enter Scores. The Enter Grade Book Scores screen for the selected assignment

displays.

Synergy TeacherVUE
(YR) Carroll, N 3/4 Grade(1) SEC:0102 / 1stQfr = L1 Filters & Options Assignment | L
> i
Reading HW 25 Writing Reading
WD MO | At
BE2014. Ba2014 pracios o
wnml_u
Student[T] Grade Missing Homework Quiz Assessment
Asron, lan 0% 0
Aejandrez, Villie [ 7% ] 0 Enlﬁ.“x:ore;
Antonio Gorzelez, James | 70% ] EatAssignment
Petee b e ] 2 Delete Assignment
Beker, Carlos [ 24% ] 0
Bradley, Linds @ T Create Assignment Resources
Bustamants, Asron 0% ] 4 Iy 3 iy 50
Grade Book Main Screen

3. Enter the student scores for the assignment in the column underneath the assignment name.
You can enter a score with up to four digits and four decimal places (for example, 9999.9999).

Classes Periods
¥R} . N HOMEROOM 2(1) SEC:ELODZ - v | Semi

Assignment  Subject Score Type Points
Sharks-facts  English Language Arts 4-Point Rubric ~ 4.00

>
All e

Sharks- facts
MAX:4.00
PTS4.00
362015

Student[] Paakpem Exclude Hide in Portal
Aaron, lan -
Alejandrez, Willie LArE
Antonio Gonzalez, James - 3

Assignments
¥ | Sharks- facts [Assinment) ¥ || Edit Assignment
Max Value Correlations
4.00 Standards Report Card ltems

No Report card Comelations Defined

All e e

Comment

Tumed In X

+

Tumed In T &

Tumed Ip L3

Assignment Score Entry Screen
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Using *or *: @

To enter the same score for the assignment for all students:

To enter the same score to the assignments that was given for the
standard, both the standard and the assignment must be using the
same score type:

Click * once to copy the score or comment down to all
students below the line that do NOT have an entry.

Click + twice to copy the score or comment down and
override fields that have been previously entered.

If a majority of students received the same score except for a
few, first enter the scores for the students with different
scores, click Save, then from the top of the list enter the score

all of the rest of the students earned and click * once.

Click * onceto copy the score or comment to the right to all
students that do NOT have an entry.

Click * twice to copy the score or comment to the right and
override fields that have been previously entered.

Not all districts use .
The cellturns red if the score types are not the same format

whenusing 7 .

« Exclude — Select to exclude the score from the final class grade calculation. (2]

« Hide in Portal — Select to hide the score on ParentVUE and StudentVUE. ©

« Comment — Select any applicable comment code for the list. (4]

« Notes — Enter any applicable notes about the assignment. e

« Public Notes display in ParentVUE and StudentVUE.
« Private Notes are only available to school personnel.
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« Click * to view the standards associated with the assignment. O sce Using

Standards Mode.

Student
Aaron, lan

Alejandrez, Willie

Antonio Gonzalez, James

¢ 2RL1-Ask and | 2.5L.1-Participate
anawer such In collaborative
5";;“;_'4'33“ quastions as | conversations .
PTS 400 who, what,. MAX: 40000
INERO1S5 MAX:4.0000
Assignmant LA21401.108 LA2.1401.118
v » ir v

Enter Grade Book Scores- Standards Screen

4. Click Save or Save / Return to Grade Book.

Importing Assignment Scores

The Grade Book Import screen enables you to use a pre-formatted Excel document to import your

assignments and scores to Grade Book.

The Excel document that you download from the

Grade Book Import screen includes the student

names, student IDs, and the columns required to perform the import. It also provides instructions on

a separate tab for completing the process.

The import screen validates all data and provides information to remedy any errors prior to importing

your assignments and scores.
1.

Select Grade Book Import from the Grade Book menu or Import Assignments on the

District Grade Book screen. The Grade Book Import screen displays.

Grade Boaok Import

Lock Sign Out Support Help

Upload Import File

Options [IAdd Assignments Not Found in Current Class
[lignore Unknown Columns in File

Cloverwrite Existing Scores

Please select a file to upload

Download Sample File

Help

1. Click "download sample file" button above.

2. Follow instructions on second worksheet of file
3. Upload file to check for errors

4. Click "Import Data” button to complete your assignment import

Browse._

Grade Book Import Screen

2. Create the Excelfile to import:

a. Click Download Sample File. Grade Book generates a formatted Excel file
(MassImport.xls) with the student information pre-populated.

A
STUDENT_PERM_ID

]
STUDENT_FIRST_NAME

123456 1an

234567 willie

456789 James

654321 Carlos

c
STUDENT_LAST_NAME
Aaron

D
ASSIGNMENT_NAME

753698 Hor
785125 Jacaueline
985214 Kathy
741508 sandra
158745 Ralph
325647 Joe

E E
ASSIGNMENT_DESCRIPTION OVERALL_SCORE

G
MAX_SCORE

H ]

POINTS SCORE_TYPE

Sample File
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a. Selectthe Instructions tab on the Excel to view instructions on how to complete the
import process.

The downloaded MassImport worksheet contains the list of
student names and the Synergy SIS IDs.

o Thelnstructions tab lists the Available Measure
& (Assignment) Types and Available Subjects that
i are available in your Grade Book. Use these values in
o the Import Template.

« To correlate to multiple report card rows, separate them
with two bar characters (||). For example,
MATH||GEOMETRY

b. Complete the Import Template tab of the file.

« Toimport multiple assignments, copy and paste the student rows on the
worksheet.

« When entering Score information:

« MAX_ SCORE is the maximumvalue a student can earn on an
assignment.

o POINTS is the number of points the assignment is worth in Grade Book.
o SCORE_TYPE must be a defined Score Type in Grade Book Setup.

o When using Percentage as the SCORE_TYPE, the MAX_SCORE value
of the assignment should be 100.

o ASSIGNMENT_CATEGORY is Normal, Extra Credit, or Not for Grading.

« Data must be entered in the following columns for each line that is imported:

STUDENT_PERM_ID MAX_SCORE
STUDENT_FIRST NAME POINTS
STUDENT_LAST_NAME SCORE_TYPE
ASSIGNMENT _NAME ASSIGNMENT _TYPE
ASSIGNMENT _DESCRIPTION ASSIGNMENT DATE
OVERALL_SCORE SUBJECT

COMMENTS

Sample File

c. Save the Excelfile.
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3. Import the Excel spreadsheet into Grade Book.

a. Click -CheeseFile | 5 the Grade Book Import screen.
b. Selectthe Excelfile.
c. Select Options for the upload:

« Add Assignments Not Found in Current Class only imports assignments
that do not currently exist in Grade Book for the class in focus.

« Ignore Unknown Columns in File ignores any columns not required by the
import tool.

« Overwrite Existing Score overwrites any existing scores found for the
assignment.

4. Click Upload Import File. When Grade Book uploads the file, any errors with the file or
format display.
( )
« Inthe Review Import File box, the status displays the number
of errors, if any.

E « Inthe Import File Status box, each error displays, identifying
the error and the row number where the error is located on
the import file.

3 Dovmload Sample File
Upload Import File Help

1. Click "download sampile file” button above.

Options: e .
Add Assignments Not Found in Current 2. Follow instructions on second worksheet of file

Class 3. Upload file to check for emors.

Ignore Unknown Columns in File 4. Click "Import Data™ button to complete your assignment import.

Overwrite Existing Scores

Import File Status

Please
select a

Ch File | No file chosen
flotg | ichecsalRel

upload

LUpload Import File
Review Import File
Assignment Asgn Date Type Status
Student Score
Select 1/1/0001 = =
129482

Willie Alejandrez m 00
Grade Book Import Screen
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5. Resolve any errors. Once all errors are resolved, the Review Import File status changes to
OKand the Import Data button becomes available.

(Rt Dok It g_lﬂ LiiE Bpd Ol Bt fhe
Upload Impart File Help
1 DN “Somsingd A e Dufien S
TeRs o Aid Runignmanin Kod Foend in Curment Cises

3 Fizdicw i e o e o] sty of e
“igrame Unknswn Colamnn i Filg ) o e i SR R HTON

o D Ernsng oo 4 RO Wl Daa’ Daaon 0 domeplite: wluf i gl

Fiegas seu T 3 fae o opided
e~ ol e Coume Pl iy bim ¢ Fecsems

Impert Fite Status
O O e ey Fod e
[ oyt wpnctee |

Grade Book Import Screen

6. Click Import Data. Once the import is complete, the Import File Status changes to OK: File

Import Success!
Grade Book Import A @) searcn Lock SignOut Support Help
3 Download Sample File
Upload Import File Help
1. Click "download sample file" button above.
Options: ¥iadd Assignments Not Found in Current Class

2_Follow instructions on second worksheet of file

“ignore Unknown Columns in File 3. Upload file 1o check for errors.

[¥/Qverwrite Existing Scores 4_ Click "Import Data" button to complete your assignment import.
Please select a file to upload: c ST o file chosern |mp0[‘t F||e S‘tatus

® OK: File Import Success!

Grade Book Import Screen

The assignment and score appear in Grade Book Main, tied to the appropriate grading
periods as defined in Grading Setup.

Grade Book Main

(YR) Science SEC:0102 / 4th Qir » 4 Filters & Options «

> i
Name the
planets
MAX:10.00
PT5:1.00
452015
Student[d] Grade Missing Homework
Aaron, lan 0 ]
Alejandrez, Willie o 10
Antonio Gonzalez, James . 0 3 ]
Bahens, Joshua & 0 3 5
Baker, Carlos 0 =]

Grade Book Main Screen
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Using Standards Mode

When adding student scores in Standards mode:

« The proficiency of each standard is determined by the aggregation method indicated on the
Class Standards screen. Proficiency may automatically update based on settings on the
Standards tab on the Grade Book Setup screen. See Automatically Calculate Standards
Proficiency.

« Scores can be added for the standard as well as the assignments to indicate how the student
performed against the particular standard for that assignment.

« When standards are not tied to report card rows, only the overall assignment grade is used for

overall grade calculations and for output on reports.

« Scores entered for Standards are used for analysis on the Standards tab of the Student
Summary screen.

Before entering scores in Standards mode, be sure it is enabled for your class. See Configuring
Class Settings.

Grade Book Main @ Lock Sign Cut Support Help

(YR) Reading Groups-Above Grade Level SECIN/A [ 1st Gir~ ¥ Filters & Options = Assignment | Level 3~ 0

Detaull Standards View preet:

| Level 1 9
> 0IMSICId ¢ i 03 MS1Cl) Level 2

Corrpare and order Reading HW 25 Sort whole n
bencamark fractions. MAX: 101 into sets and js
PTS:10.00 the sort.
R @ Show Summary Score

Student(T Grade| | Missing it Remark ety Show Standards Evidence Chart

Aaron, lan 0

Cavingtan, Louis 0

Grade Book Main Screen

When Standards are enabled, Grade Book Main displays the Assignment/Standard toggle (1 I8
switch between the views.

« When the toggle is set to Assignment, Grade Book Main displays the Assignment name,
information, and allows you to enter the overall assignment score. See Using Assignment
Mode.

P, Assignments must have standards associated with them in order for
' them to display in Standards mode. See Adding Assignments.

« When the toggle is set to Standard, Grade Book Main displays the Standard name,
information with a toggle to view the associated assignments. Grade Book allows you to enter
the score for the student’s performance on that specific assignment as it relates to the
standard.

If an assignment applies to more than one standard, view/score all
0 the standards associated to the assignment, by selecting Enter
Scores from an assignment associated to a standard.

The standard level displayed is set using the Default Standards View drop-down (2}
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o Level 1, Level 2, Level — Select the level (parent, child, grandchild) of the standard to display
in the grid.

« Show Summary Score:

« When selected, shows the score based on the calculation method selected.

« When not selected, shows the resolved score. For example, if the calculated
proficiency on a standard is 2.86, Grade Book displays a 3.

« Show Standards Evidence Chart — Shows a bar graph of all scored assignments. The
selected assignment is striped. The colors represent the Assignment Type.

o £ i i
istrates Chapter 4 Deleted Breakout Homeroom
lugh a MAXK- 100 Assignment Assignment 1
deas PT5:15.00 MAX-100 MAX:-100
mplex 4202015 PTS:15.00 FT 510000
ot /25/2015 3/25/2015
P Doty ork oo i WS
| I
]
lan Aaron xXF e

Homeroom Assignment 1

100

50

Public Motes

Grade Book Main Screen, Standards Evidence Chart
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en

To enter or edit a score:

1. Setthe Default Standards View:

o Setthe Standard level

to see the standard level.

Chapter 4: Using Grade Book

« Select Show Summary Score to display the calculated score for the standard, if

needed.

« Select Show Standards Evidence Chart to see a chart showing the assignment
results that contributed to the standards proficiency when you select a cell on Grade

Book Main, if needed.

et Level 3 -

Default Standards View

Level 1

1.C1 Level 2
E n
and j
sort.

# Show Summary Score
F1.00) Show Standards Evidence Chart

Grade Book Main Screen

2. Use the toggle in the standard cell to view associated assignments (13

153

3. Select an assignment score cell on the screen. The column turns yellow, and a cursor displays

(2}

Grade Bock Main

3 Unsaved Change(s) (SNsC

(YR) Science SEC.0102/4th Qtr =

£¥ Filters & Options Assignment | Level2 -

? 738

Student (T Missing
Aaron, lan 0

Alejandrez, Willie

Concept 2: Objectsin  Celestial Bodies
e Sk

Weight: 1.00

< i i 3
Hame the planets
MAX:100 MAX:-100

PT5:4.00
4222015

Assignment

0
Antonio Gonzalez, James 0 3.00 v oz
Bahena, Joshua 0 100.00 85 100.00
Baker, Carlos ] 0.00 I T & e
Bradley, Linda o 0.00 78
Bustamante Aaron il o0
Grade Book Main Screen

Copyright 2015-2018 Edupoint Educational Systems, LLC



Grade Book User Guide - Elementary

154 Chapter 4: Using Grade Book

4. Enter the score that represents the student’s performance on that specific assignment as it

relates to the standard in the appropriate format based on the MAX points for the assignment.
)

p
« Grade Book displays an error message if the score is in the

wrong format. The scores appear red until they are saved. (3]
% « The assignment may apply to more than one standard.
« The standard may have more than one assignment.
« The score shown in the standard column is an aggregate of
all the assignments associated with the standard. (4

\.

5. Click Save Changes.

Using Enter Grade Book Scores Screen

The Enter Grade Book Scores screen allows the assignments to score by:

« Standard — Use to score multiple assignments (1) against a standard. (2]

Bunny’s Wish Sharks- facts

g retell ne201s

LA2.14.01.7.08 1281
MAX:4.00 E2015
PTS1.00
312002015
Student| Eractos Accignment fandadSe ¥

A
Aaron, lan 3 <

Alejandrez, Wilie 3 <

Antonio Gonzalez, James 3 <+ 3 b e w

Enter Scores From Standard

0 You can create and score a new assignment with the maximum
=  score and points that are the same as the standard. [3)

« Assignment — Use to score multiple standards (4] assigned to an assignment (5}

¢ 2RL1-A8k and | 2.5L.1-Particizats
answarsuch | Incollaboratve
Sharks-facts quastions as | conversations
AL who, what... MAX:4.0000

INs201S MaxX: 40000
LAZ2 1401108 La21401.108

Student Apsignmant
Aaron, lan vl 31 v|d 3 &

Alejandrez, Willie LA 4 7|4 3 +

Antonio Gonzalez, James LA L 3 +

Enter Scores From Assignment
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To enter or edit scores:

1. Toggle to view the assignments on Grade Book Main.

2. Select Enter Scores from standard or associated assignment on the Grade Book Main

screen. The Enter Grade Book Scores screen displays.

Grade Book Main
(YR) Science SEC:0102 / 4th Qir = £} Filters & Options « Assignment - Level 2 = 9
1of 4 - Co
> 799 i i @& go1 >
Concept 2: Objects in - Celestial Bodies Mame the planets b
the Shy NAX: 100 MAX:100 %mﬁ
PT5-1.00 PT5:4.00
Student[1] Missing % Assignment Homework. %
Aaron, lan 0 62.50
Alejandrez, Willie 0 85.00 Edit Assignment 0.00
Antonio Gonzalez, James 0 53.00 Delete Assignment 0.00
Bahena Joshua 0 52 50 Create Assignment Resources 0.00
Grade Book Main Screen

3. Inassignment view, select ” to view the standards associated to the assignment. The

standards for the assignment display.

Celestial Bodies

MAX:100.00
PT5:1.00
412212015
StudentH Assignment
Aaron, lan vid

Enter Grade Book Scores From Assignment

Celestial Bodies

MAX:100.00

PT5:1.00

412212015

Student[q Assignment
Aaron, lan v
Alejandrez, Willie v |

P Concept 2: Concept 3:
Objects in the Sky Changes in the
MAX:100 Earth and Sky
MAX:100
39 801
75 A +
90 ' <+

Enter Grade Book Scores By Assignment

155
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4. Enter the score that represents the student’s performance on that specific assignment as it
relates to the standard in the appropriate format based on the Max Score for the assignment.

F} Bunny"s Wish Sharks- facts
ratall INE2015
LA 21401106 32302015
MAX:4.00
PTSIL
3020020
Student[ Srastiee Aceigrmant condardSe ¥
A 2 1
Aaron, lan 3 + 3 v |d 3 v |d o v |4
e .
Alejandrez, Willie 3 + 3 v|d 4 v | v
A S 3
Antonio Gonzalez, James 3 + 31 v|d 4 v | v |4

Enter Grade Book Scores, Assignments From Standard

0 ¢ Concept 2: Concept 3:

. i Objects in the Sky Changes in the
S MAX: 100 Earth and Sky
PT5:1.00 MAX: 100

412212015
Assignment 799 801
T & 75 Ry 60 o
v 90 4 75 AL
AR 73 + 80 L 3
T 85 A 100 &
v 4 75 || 79 4

Enter Grade Book Scores, Standards From Assignment
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Using # or 1

To enter the same score for the assignment for all students:

« Click * once to copy the score or comment down to all
students below the line that do NOT have an entry.

« Click * twice to copy the score or comment down and
override fields that have been previously entered.

« If a majority of students received the same score except for a
few, first enter the scores for the students with different
0 scores, click Save, then from the top of the list enter the score

all of the rest of the students earned and click * once.
To enter the same score to the assignments that was given for the

standard, both the standard and the assignment must be using the
same score type:

« Click 7 onceto copy the score or comment to the right to alll
students that do NOT have an entry.

« Click 7 twiceto copy the score or comment to the right and
override fields that have been previously entered.

« The cellturns red if the score is in the wrong format.

« Notalldistrictsuse .
« The cellturns red if the score types are not the same format
E when using >
« The score shown in the standard column is an aggregate of all
the assignments associated with the standard. (2

« The assignment does not show an aggregate score. ©
\. J

5. Click Save or Save / Return to Gradebook. A message displays confirming the scores
were saved and the standard’s score is populated based on the calculation of the assignment
scores.

{ N
Click Analyze Standard Results on the Enter Grade Book Scores screen
to view a breakdown of the scores for the standards. See Viewing
Standards Details.

=

Analyze Standard Results

Enter Grade Book Scores Screen
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Overriding Calculated Standard Scores on the Grade Book Main screen

To override the student’s system-calculated score for the standard.

Select the score box to override in Grade Book Main. The selected box turns yellow and a

cursor displays.
Grade Book Main
YR Seience SECO102 / 4th O » £ Filters & Oplons » Aszignment | Level 2«
1ef4-g
¥ raa £ 1 i X [ 1] »
Coﬁmﬂlj E‘;-'“""L m"mi.;."?“'" M-:\Liﬂ,lnm mahw
PTE1.00 PTS100
ATHHAS At
5 M| M g | Weight 100 Assignment IHeeewori :ﬂ:‘;‘:ﬂ_ﬁ
Aaron, lan 0 525 TE.00 000 60,00
AlsianArg® Wil n Al &0 0 o —

Grade Book Main Screen

? Select ” to view the associated assignments.

2. Enter the score to override the calculated standard score. The value turns red.

Grade Book Main

(YR} Science SECO10C /4 Cfr - £3 Filters & Cplions «

Concept 2 Obgects. in
the Sy

Minsing |

€|

Student[]
Aaron, lan o
Alpiandrer Wilie Il A& &5 A AAEn £ 5
Grade Book Main Screen
3. Click Save Changes. The overridden field turns green.
Grade Book Main
(YR) Stience SEC0102 /4th Qtr = © Filters & Options + Assignment
» Ta8 > BO1 >
Coni2 Qioc i Cpp 3 g
Student[D Missing | Weight 100 Weight 1.0
Aaron, lan 0 82.50 €0.00
Alejandrez, Willie 1] 85.00 75.00

Grade Book Main Screen

0 To remove the overridden score, clear the field and click Save

Changes. Grade Book recalculates the standard score value.
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Scoring Drop Box Assignments

When using the Digital Drop Box or DropBox Grader, Grade Book Main displays an icon next to the
assignment to notify you that a student has uploaded a document to score.

Grade Book Main

(YR) Sciance SEC:0102 [ dth Ofr =

£ Filters & Options » Assignment | Lewel 2~

Student (7]
AGron, lan

7 Willka

1] 85 00

£0.00

Grade Book Main Screen

Not Using DropBox Grader

1. Click the assignment header for the assignment with a drop box and select Enter Scores.

i i i
O i . .
I

Edit Assignment 5.

Delete Assignment

Create Assignment Resources - s

' 000 1l

Grade Book Main Screen

The Enter Grade Book Scores screen for the selected assignment displays and the Box
column indicates the students that submitted the assignment using the digital drop box.

Aaron, lan

Alejandrzz, Willie

arley;

Chavez, Carl

Covington, Louis

Antonio Gonzalez, James

9 Concept 2: Concept 3:
) . Objects in the Sky  Changes in the
ColcHiathones MAX:130 Earth and Sky
PTE:1.00 MAX:100
412212015
Studentm Assignment 799 801 Box
Y 75 &+ 60 <+
Y 90 + 75 -
Y 73 &+ a0 <+
U e T R i SRR “‘7",‘,_“% &0 8 w
1
Vi - - ™
MR 2 v 80 v

Enter Grade Book Scores By Standard Screen
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>
Celestial Bodies
412202015 oAl DAl
Student[; Assignment Box Exclude Hide in Portal Comment Notes
Aaron, lan v @ (8] & Public Notes Private Notes
Alejandrez, Willie vid [~] [~] v b Public Notes Private Notes
st P ) e, oo N ) - o
i e gt
I T e B |
Cervantes Vazque, Howard v ® @ v Public Notes Private Notes
Charley, Jacqueline T ] @ v ¢ Public Notes Private Notes
Chavez, Carl T & (] ] v ¢ Public Notes Private Noies
T—

Enter Grade Book Scores By Assignment Screen

2. Selectthe iconin the Box column. The file information displays.
3. Select the document name to open the document.

' Carl Chavez
Uploaded Size

Celestial Badies.txt | 4/23/2015 8:49:14 AM | 1 KB

Assignment

k-
g
(1]
=
:

Digital Drop Box Window

4. View and score the document.

Using DropBox Grader

1. Click the assignment header for the assignment with a drop box and select DropBox Grader.
The scoring screen for the selected assignment displays.

| i [}

| Enter Scores |
DropBox Grader
Edit Azzignment \b

Edit Cluick Azsignment

Delete Assignment

Create Assignment Resources

Enter Scores Using DropBox Grader
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2. Selecta student from the list or enter a keyword in the search field to find a student.

a ‘Save and goto Next Ungraded B Undo || Return to Grade Book

Jason Aguirre «
[
Alan Wolf Black
Amanda Bernal

Amy Brooks

Anne Lewis
Anthony Sneed
Deborah Hassan

Dionald Millar i

DropBox Grader Student Search

The student’s document displays.

« Manage the document: (1)

Download the document ’*’

Print the document

Adjust viewing options | ® #® # = * & @ w0o] 3¢

4 e 13

Navigate the pages

L

Move the document

Search the document '

« Annotate the document: @

Highlight information & Highlight

Add notes ] Create Note

Use strikeouts — Strikeout

Draw .4’ Draw

Delete annotations © Delete

Hide annotations Annotations

« See summary information about the assignment and make comments ©

» Score the assignment using the Scoring Rubric (4

or use the Delete key on your keyboard.

161
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« See the scoring data e

The score for the assignment is calculated by taking the

B percentage of the rubric and applying it to the total points for
the assignment. For example: Rubric Points of 13/16 is
81.25%. Using rounding, 80% of 10 points is 8.

20 AmesxD secmest i Me eeicad - | New Assignment

[

i il [l Assignment

Points

9 The Preamble and You pdf
v
I H o4 I & * e | Q4 [IEE A (R |

&

)

"\\‘/\ ‘w‘\". \-q ‘ﬂw

out of 10

Writing

The Preamble and You

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Moecenas porttitor congue massa. Fusce
posusre, magna sed pulvinor Ultricies, purus fectus molesuads libero, sit amet commode Megna eros
quis urma

Nunc viverra imperdiet enim. Fusce est. Vivamus a telfus.

Pellentesque habitant morbi tristique senectus et netus et malesuoda fomes oc turpis egestas. Proin
pharetra nonummy pede. Mauris et orci

§
i
i
o
=
1
5
i
~\-»"‘§-T

Scoring Screen
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3. Score the assignment:

» Select the boxes that represent the score for the assignment.

The total points for the rubric is determined by the rows
? scored. You do not have to select a score in each row of the
rubric.

o Mark up the document, if needed.
« Enter Public or Private Notes, if needed.

B Comments can be entered without entering a score.

= [ ——— UndaCranges. || Retm o Grae S0k

- T

Assignment
Paints

] SRE

outof 10

Writing

Scoring Screen, Rubric

4. Click Save or Save and go to Next Ungraded assignment.
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Working with Grade Book Comments

Use Grade Book Comments to track why assignments might have a blank score or if a student
turned in an assignment late. To set up comments, see Configuring Grade Book Comments .

Enter comments on the following screens:

o Grade Book Main
o Enter Grade Book Scores

{ N\
« In Grade Book Main, set the Filters & Options to Show Comment
Codes.

Q « In Grade Book Main, use the comment code defined in Configuring
Grade Book Comments.

« An exclamation point (1) removes the codes.
\. J

Using Grade Book Main Screen

1. Click a score box. The column turns yellow and a cursor displays.

2. Enter the score and/or comment code.

To Action Example Screen
To enter a score Enter
<score><space><comment 55 Ab 55.00 Ab
and comment -
code>
To entera
comment Enter <comment_code> La La
without a score
Toremove a
comment and Enter <score><space>! 10! ¥ oow
retain a score
Toremove a
comment and Enter ! !
leave cell blank
Toinclude an
Enter <score><space>!ex 10 lex ¥ 100
excluded score
Toinclude
X Enter lex lex
without a score
To exclude
: Enter ex ex g
without a score
To exclude with
Enter <score><space> ex 55 ex =y

ascore
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« Public Notes — Enter a comment that displays on ParentVUE and StudentVUE.

« Private Notes — Enter a comment that displays only to staff.

« Hide score in parent portal — Select to hide score in ParentVUE.

« Fill down score —Click # to insert the same comment for all students below.

100

50.00

B0.00

B0.00

B0.00D Al

B0.0D Ab

55.00

B0.0D La

B0.00

B0.00

N

Bradley, Linda

Celestfial Bodies

Public Motes

Excellent Work, Lindal

Private Motes

A good example of this
assignment.

Hide score in parent portal

Fill down score

Grade Book Main Screen, Comments Window

O In Grade Book Main, set the Filters & Options for Assignment Note

L Entry.

4. Click Save Changes.
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Using Enter Grade Book Scores Screen

1. Select Enter Scores. The Enter Grade Book Scores screen for the selected assignment or
standard displays.

i i L o]

n Celestial Bodies Mame the planets  Cao
MAX-100 MAX-100 in QEPEE;
PT5:1.00 7 PT5:1.00
LZH2015 |- AM52015

Assignment Homework Weigh
Ente.rhScores 1
Edit Assignment 7
Delete Assignment 8

Create Assignment Resources '1[

Grade Book Main Screen

The Enter Grade Book Scores screen for the selected assignment or standard displays.

Celestial Bodies
MAX:100.00
PTS:1.00
412212015 Al All
Student[ Assignment Box Exclude Hide in Portal Comment
Aaron, lan v|d ': +
Alejandrez, Willie v Late (50% Penalty +
Absent A
Antonio Gonzalez, James T $ Missing &
Incomplete
Language
Bahena, Joshua v|d Extra Credit + Public Notes Private Notes

Enter Grade Book Scores Screen

2. Enter, edit, or remove comments.

« Comment — Use the drop-down to use a Grade Book Comment. (1]

« Notes:
» Public Notes — Enter a comment that displays on ParentVUE and StudentVUE.

(2]

« Private Notes — Enter a comment that displays only to staff. ©

Q To view standards, click ” .

3. Click Save or Save/Return to Grade Book.
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Teachers add accommodations for an assignment using Private Notes or Public Notes.

1. Select Enter Scores. The Enter Grade Book Scores screen for the selected assignment or

standard displays.

n

Ente‘rhScores i
Edit Assignment I

i -

Celestial Bodies Namne the planets [
MAX:-100 MAX:100 in the
PT5:1.00 PT5:1.00
4222015 |- 4152015

- R
Assignment Homewark ﬂ

Delete Assignment 8

Create Assignment Resources '1[

Grade Book Main Screen

The Enter Grade Book Scores screen for the selected assignment or standard displays.

2. Click & in a Public Notes or Private Notes.

Enter Grade Book Scores

B Sesrch

Lock SignOut Support Help

A (YR} Carroll, N 3/4 Grade(1) SEGO102 / 4th Qtr +

+ Save [ Retum o Grade Book

Classes

[YR) Carroll. Nl /4 Grade{1} SEC:0102

Assignment Subject Score Type
Assignment E Algebra Perentage

Student(] Class Grade
Aaron, lan 821%

Alejandrez, Willie €2.5%

Periods

v || ahar

Points

100.0000

ssignment £

MAX-100.0000

PTS:100.0000
513512018
Homework

+

*

Assignments

¥ || Assignment £ (Homewark)

Max Value Correlations

100.0000 Standards

Mo Standards Comrelations Defined

All All
Exclude Hide in Portal

¥ || Edit Assignment

Report Card Items

No Report card Correlations Defined

3. Select the accommodations.

4. Click OK.

Enter Grade Book Scores Screen

: |W Select All
[AC] Accommodation 0L
1 [ [CC] Accommodation 02
[MiM] Accornmodation 03
| [O0D] Accommodation 04

[AT] Accommodation 05

0K Cance

Enter Grade Book Scores Screen
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5. Click Save. The accommodations display in Grade Book Main when you click

Grade Book Main Fage

2 (YR) Carroll, N 3/4 Grade(1) SEC:0102 / 4th Ofr =

£¥ Filters & Options = | Assignment English Language Arts Strand

¥ | | | |
Aszsignment E Aszignment D Agsignment & Mzt 1
MAX:100.00 MAX:100.00 MAX:100.00 MAX:100.00
PTE100.00 PT3100.00 PT3100.00 PT5100.00
SZSAE SASAE SRS SEEAAE
Student[T] Grade Missing r¥ H rh rh Homewark
Aaron, lan 232.1% ] [ ] —‘II -
Aaron, 18n -
Algjgndrez, Willie 1] Assignment E
Antonio Gonzslez, James o Fublic |[C0] Accommodsation 02.
Motes  |[O0] Accommodation 04.
Bahena, Joshus o
Baker, Carlos o Privatz
Motes
Bradley, Linda o
Bustamante, Aaron 100.0% o Hide score in parent partsl
Fill ok
Cervantes Vazque, Howard o 11l ciown SCOrS o
T lemims emlim, TE OOL 0
Grade Book Main Screen

The entered accommodations behave like any other note in the field. It is
possible to add the same accommodation multiple times. You can remove
duplicates by editing the note and saving the edits.
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From the Calendar screen, you can:
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« View all previous or upcoming assignments

« Access an assignment to enter scores, edit the assignment, or create assignment resources

Select Class

<< All >>

Display: [Assign Date [JPoints Possible

v

Category Month

=< All > v | Apri2015 v

Calendar Screen
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Filtering the Calendar
Use the filters at the top of the calendar to select the information displayed.
Calendar y'ON?] Lock SignOut Support Help
Select Class Category Month
(YR) Carroll, N 3/4 Grade(1) SEC:0102 v << All 3> v April 2015
Display: [JAssign Date [IPoints Possible
Calendar Screen Filters

Select Class — Select the class’ assignments that display on the calendar. Select <<All>> to
view all assignments.

Category — Select the Assignment Types that display.

Month — Select the calendar month and year.

Display:

« Assign Date displays the date the assignment was distributed to students.

« Points Possible displays the total number of point the assignment is worth when
calculating the final grade.

Managing Assignments on the Calendar

Select an assignment on the Calendar screen

1. Select the assignment on the Calendar screen. A drop-down displays.

April 15 April 16

[Name the planets, )

Enter Scores

Edit Assignment

_] Create Assignment Resources I_
y

s {

Calendar Screen, Assignment Drop-Down

2. Selectan option:

o Enter Scores— The Enter Grade Book Scores screen displays for the selected
assignment. See Using the Enter Grade Book Scores Screen.

o Edit Assignment— The Grade Book Assignment screen displays for the selected
assignment. See Editing Assignments.

« Create Assignment Resources — The Assignment Resources screen displays for the
selected assignment. See Creating Resources.
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Transferring Standards Results

When a student transfers into your class, the Transfer Standards screen enables you to transfer the
student’s proficiency level on standards to your current class.

For the standards to transfer, the student must have a score for an identical assignment related to
the standard. For example, the assignment must be:

« Forthe same grade

« Inthe same grading period

» Against the same standard

To transfer standard results:

1. Select Transfer Standards from the Grade Book menu. The Transfer Standards Proficiency
Levels screen displays. Grade Book returns any standard results for the currently selected
grading period in other classes that match a standard in your Class Standards list.

Enter Grade Book Scores

Lock SignCut Support Help

e

Studenty

Aaron, lan
Alejandrez, Willie

Bahena, Joshua

Transfer Standards Proficiency Levels

Work
demonstrates
growth through a
variety of idea...
MAX:100

Class Grade 116.0000

2. Selectthe Subject.

Transfer Standards Proficiency Levels Screen

3. Select the selected student’s name. The Transfer Standards chooser opens. All the student’s
standards results for all their classes display.

Student7

Aargp. lan
.Mejﬁdrez. Willie

Transfer Standards Proficiency Levels Screen
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4. Selectthe Transfer option to indicate the standards to transfer for this student or select

AlL O

Transfer Standards

lan Aaron Transfer Standards

IMay Report Card Performance for standards in the current class

WA Area 2 Mark Notes

0 6.0000 e - 50
Transfer Work demonsirates growth through a variety of assignments
ideas showing complex and original thought

e Transfer Standards

Transfer Standards Screen

B To view the assignments associated with the standard, click Show
Assignment. (2]

5. Click Transfer Standards. © You are returned to the Transfer Standards Proficiency
Levels screen.

6. Click Save.
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Transfer a student’s assignment scores between classes taught by the same teacher. This is
especially useful when a student transfers from one section to another after homework or projects

have already assigned.

1.
Scores screen displays.

Select Transfer Scores from the Grade Book menu. The Transfer Student Grade Book

Transfer Student Scores

Lock Sign Out Support Help

) Scorch

A (52)Jackson, K Psychclogy I1(1) SEG:1169 / Progress Peried 3 ~

Copy From Class To Class

(52) Jackson, K Am Govt(D) SEC1077

‘COPY STUDENT SCORES

™

Assignments

(points, correlations, etc.) DO NOT COPY ignores transferring the scores for that assignment.

Copy From Assignment Date Assignment Type
Road to Revolution 1112018 Assignment

One Big Party 1172018 Homework
Intreduction to Federalism 11/2018 Homework

Basic Concepts of Democracy 1172018 Homework
Democracy and Free Enterprise 1172018 Quiz

Test 1/1/2018 Test

Origins of Government 1172018 Homework

Ideals of the Constitution 1/1/2018 Homework

(52) Jackson, K Am Gowt(4) SEC:1468

e Choosing the option <<ADD ASSIGNMENT:> in the "To Assignment” column will automatically create a new assignment based on the COPY FROM grade book assignment definition

Student

Grey, Jean

02

Points To Assignment

10.00 Road to Revolution-1/1/2018
10.00 <<Do Not Copy>=>
10.00 Introduction to Federalism-1/1/2018
10.00 Basic Concepts of Democracy-1/1/2018
20.00 Demaocracy and Free Enterprise-1/1/2018
5000 Test-1/1/2018
10.00 Origins of Government-1/1/2018
10.00 <<Add Assignment>>

Transfer Student Grade Book Scores Screen
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2. Make selections:

o Copy From Class — Select a class to transfer scores from. (1) Assignments for the
selected class display in the Assignments grid.
« To Class — Select a class to transfer the scores to. @
o Student — Select the student.
« To Assignment— Select the assignment score to transfer.
If there are standards attached to the assignment selected in
Copy From Class and the assignment is copied to the To

Class or another assignment is selected that does not contain
the standard:

« The standard is added to the assignmentin To Class.
« The standard is added to the Class Standards.

« Assignmentin the class the score is transferred to.

« Ifthe assignment is a direct match, the
assignment name is selected.

[ Y

LQ-Z'E « Ifthe assignment name is not a direct match, you
can select another assignment to transfer the
score to.

o << Do Not Copy >> - Select to not copy the assignment score to the To Class.

o << Add Assignment >> — Select to copy the original assignment and score to the
To Class as a new assignment.

3. Click Copy Student Scores. The student scores transfer to the new class.
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Recording Activity Notes

1. Loginto TeacherVUE.
2. Select Activity Notes from the Grade Book menu.

EL Instruction
Section: (YR) Long, P HOMERCOM 5(1) SEC:EL005-2 < December 2017 »
Date Time Logged Amount Notes
Friday, 12/1/2017 g00em ¥ i g10am Y |(@® 10 ) 5 i 10 min o
Saturday, 12/2/2017 LA T
Sunday. 12/32017 T T
Monday, 12/4/2017 T o T
Tuesday, 12/5/2017 LA v
‘Wednesday, 12/62017 v v
Activity Notes Screen

« The screen automatically saves as you enter data.
« By default, the grid displays all of the days of the current calendar month.
« The Time drop-downs are set with five-minute increments.
3. Enter Activity Notes:
a. Click PE Minutes or EL Instruction to select the type of Activity Note to enter.
b. Selectstartand end Times.
c. EnteralLogged Amount.
d. Enter any Notes regarding the activity.

« Use o in the Time and Logged Amount fields to use the
B same value for all fields.

o Use ¢ November2017 > 44 enter Activity Notes in other months.
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Grade Book and Google Classroom

Logging into Google Classroom from Grade Book Main

1. Select Grade Book Main from Grade Book menu.

2. Click & to open the Grant Permissions in Google screen.

[ B This only displays for users who have not logged in.

ReportCard ~ ATSS ~ Admin ~

G

ters & Options Google Integration .

€]  Grant Permissions in Google
ilter:

Grade Book Main Screen
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3. Click Allow. & displays.

GQ- * R g oo
* Edupoin would e o
B Vim and mamage p i o g Saige s

W pid aR B

W pind DA prien 43

B weruge roo Goags Cubliam casles
B #erage voo Sooge Cakies cans Saw
B vewme povion e o paie 2 pou Cliek

Bl vom vimp w2 i o e e

B e e e i e S
L akppes

[ e e 4 et b mtenn e
o AT Sy TR £ R

P e A e R

eage Db eee

R SO T B R T WO S T
B Oecg Cuaboes D v tekT B e T
SR s B e N S pE B

Wy chrmng ko v Wime P W00 470 TR0 T M e b =
FEOriEon e e e W M B G s

shangh S et poar dorre Par—yaoes e vy
=

Google Permissions Screen
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4. Click G to display the current users info and Connected to Google Classroom.

a Click disconnect account to disconnect from Google Classroom.

&G Searh Lock Sign Out
=1 f
Google Integration
< € .
Frank Smith
fsmith@edupointcom e Semester 4
permissions: Classroom Beriod: 6
, Foom: 139 - WORLD LANGUAGE
—~
< SPANISH Il 5520009 23
disconnect sccount
Student Tallies
Grade Book Main Screen
4 )

If Student Roster Syncing is not enabled, a message displays on the
Class Settings screen.

Ll = bsmsiale sl = Students will not automatically sync
into Geogle Classroom and will need to
a be added manually. Please contact
Grade Book Setup | Class Settings | G your adm|n|§lralof to enable Student | ——
Roster Syncing.

Grade Book Setup Screen, Class Settings Tab
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Enabling Google Classroom

. Select Grade Book Setup from Grade Book menu.
. Selectthe Class Settings tab.

1

2
3.
4

. Select the settings:

Click @edit,

o Google Classroom
a. Toggle to Enabled.
b. Click Advanced Options.
c. Class Code
« Ifaclassis setupin Google Classroom, enter the Class Code.
« Ifthe classis not set up in Google Classroom, the Class Code
automatically populates after you create the class.

d. Click Accept to allow students in the class to view the assignment. the default
synchronization setting for adding students to an assignment.

Accept and reveal class?

1 student is in this class. When you accept, they'll be able to see and post to it.

CANCEL |ACCEPT

Google Classroom Screen

Any students enrolled in a class with email addresses

B that match those set up within Google are automatically
added to the newly created Google Classroom when
Sync Student Roster is set to ON.
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e. Disable the default synchronization options, if needed.

Google Classroom

Standards Mode Grad
B

Advanced Options

Grade Book Setup Screen, Class Settings Tab

« Sync Google Assignments From — Grade Book can only synchronize
Google Assignments with a the due date on or after the date listed. By
default the date is set to the day prior to the day Google Classroom was
first enabled on a section.

. & Displays on Grade Book Main for Google assignments that are not

synchronized
i
First GC assignment GB Created
MAX10.00 15.00
PTS:1.00 $1.00

1220207 12222017
]
N

) v & v} 14 3

Grade Book Main Screen

Viewing Google Classroom from Grade Book Main

1. Select Grade Book Main from Grade Book menu.

a Classes enabled and synchronized for Google Classroom display
G

Terms Class Focus ¥ Periods
School Year School QTR 1 {Grading/Mark Periods)
semester2 2017-2013 v HOPE HIGH SCHOOL v
Semester 1 (Grading/Mark Periods)
QTR 3 (Grading/Mark Periods)
Period Course  SectionID Students Term Room Att Taken ) )
QTR 4 (Grading/Mark Periods)
Semester 1 (08/23/2017 - D1/12/2018)

Semester 2 (Grading/Mark Periods)
Final Grade (GradingMark Periods)

3 G SPANISHI  5510-001 6 1264 - WORLD LANGUAGE

1264 - WORLD LANGUAGE

G5
G SPANISH Il 5520-001 2

I

1264 - WORLD LANGUAGE

4 G SPANISHI  5510-003 4
1

|
E

FY

FY

FY

FY 139 - WORLD LANGUAGE
7 HIl 5520-002 a7 FY 1264 - WORLD LANGUAGE
HI 5510-002 ] FY 1264 - WORLD LANGUAGE

Grade Book Focus
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2. Selecta Google enabled class.
( )
By default, Session Auto Sync is enabled. Clear the option to
disable.

ReportCard ~ ATSS ~ Admin ~

rs & Options - Sync From Google ~

#/Session Auto Sync

Grade Book Main Screen
. y,

3. Select an assignment created in Google Classroom.
( )

They display G, By default assignments created in Google
Classroom are locked and cannot be edited from Grade Book.

G i

i
First GC assignment GB Created
MAX:10.00 MAX:15.00
PTS:1.00 PT5:1.00
1212172017 1222017
9 @

Participation Speaking
8 o) 14 B

Grade Book Main
\ J

Once an assignment synchronizes to Google Classroom, this information displays on the New
Assignment and Quick Assignment screens.

Assignment Settings
Assignment Name Date of Assignment
[GE Created Afer Connecting 12/29/2017 w
Description
Assignment Category
Normal L
Due Date
& 12/20/2017 -
Assignment Type Google Classroom
Speaxing v Linked Google Assignment
Mame GB Created Afier Connecting
Max. Dhue Date 1272002017 Max Score 13
score Type Points ez
Score Date Created 12/16/2017 5:09 PM
Baw Srorg L i 100
New Assignment Screen
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Assignment £ Advanced - Classes + Sectians =

Assignment Name | Assignment Category

Mew Standards Assn

Mormal | Extra Credit | Not for Grading
Description

|Googie Classroom Assignment

Hame Mew Standards Assn
Due Date 12212017 max Seeee 15 -

Assignment Type o
| Dale Creabed 127172017 1:04 pm

Reading Compreh
: Parent/Student Portal

Score Type Ma

Rawsc v 1

Show i FarentShudent Fortal
Sheows onlly whien scored

Assignment Date

OFE
1221207

Due Diate Assignment Drop Box

15212017 Enable: Assigriment Drog Bax

OFF

Quick Assignment Screen

Unlocking Google Assignments

( )
Unlocking Google Classroom assignments may cause the assignments to
go out-of-sync.

Google does not allow 3rd parties
Assignment Settings L LSl

created in Google

unlocking this
be able to make
those change
over o Google Classroom

Assignment Name

GC Assignment

Assignments Screen
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1. Select Edit Assignment.

i G

Hew Date GC Assignment
1GC MLAX:-3Z 00

: PT5:1.00
R
.  Frticipation

Tum Google Sync Off
Enter Scores

Quick Assignment
Delete Assignment

Create Assignment Resources

Grade Book Main Screen

2. Select Unlock all assignment in this class from Google Unlocked.

Assignment Setlings

Assignment Mame

GC Assighment

w Google Locked ~

Save Assignment

Unilock all assignments in this class

Date of .ﬁ.!ﬂﬂ nment
[12/18/2017

Grade Book Assignments Screen

« From an assignment in Grade Book Main, select Turn Google Sync Off.

.

G i
First GC assignment GE Created
MAX: 10,00 MAX:15.00
PTS:1.00
122172017

J L Tum Google Sync Off

Enter Scores

Edit Assignment

Quick Assignment

Delete Assignment

Create Assignment Resources

Grade Book Main Screen

183
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When assignments are unlocked:

. S displays on Grade Book Main for unlocked Google assignments

Grade Book Main Screen

Google Unlocked

- | displays on the New Assignment screen for unlocked assignments.

Rl [

Assignment Settings

iAssignment Name Date of Assignment
First GC assignment 121672007 |
New Assignment Screen
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Using the Student Summary Screen

The Student Summary screen presents a detailed overview of both student performance in your
class and student performance in other classes (if scheduled to other sections)

Accessing the Student Summary

Grade Bock Main gd | Search Lock Sign Out Suppart Help
(YR) Cordova, A Elementary Reazding Grade 5(1) SEC: /December Report Card v £ Filtars & Options + Search by Asgn Name + New "dRepnns Save Change I Undo
1 of 14 - 1diom Quiz ]
>
Idiom Quiz Week 3 Quiz pit 2 Wesk 2
MAX:15.00 MAX:12.00 \ssessment
PTSA500 PTS1200 iy
12172014 11132014 PTSA200
102202014
ST S e st e e G e s e,
Stephen Jimenez 4% 12 12 "
Todd Baez 93% 12 8 10 10 8 i 8 20 10 12
Grade Book Main Screen

Select a student’s name from the Grade Book Main or Enter Grade Book Scores screens. The
Student Summary screen opens.

« Subjects must be defined.
a o Student names are links.

« Assignment types must be assigned to the subject.

« The Class Summary displays the student’s performance, the class average, and their
performance in each assignment type category.

Class Summary

%
Jimenez, Stephen W I
Grade

Stephen’ s Mark Class Average

By Subject

S 565 gy 99 1054 G826 1003 1007 974 95 9RO 958 S6si SBABK.

Reading o

Student Summary Screen, Class Summary Tab

o753 [ 100
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« Select Assignment Summary to display the student’s performance on individual
assignments. You can:

« Rearrange the order that the information displays by dragging and dropping the column
headers

« Editthe student’s scores and notes on the Assignment Summary.

[ @ Select Standards to enter scores based on standards. ]

Assignment Summary g e o B
School Y Class Filter Type Grading Periods =

Student Summary Screen, Assignment Summary Tab

Use the filters to change the view.

« School Year — Select the school year. (1)
« Class Filter — Select another class and/or grading period to view the student’s
performance on assignments. (2]

« Type — Select how to view the summary, either Assignments or Standards. (3]
« Grading Periods — Select the Current grading period or All. (4]

« Select another student. ©

« Export— Export the assignment summary by clicking the XLS or PDF link. (6]
« Filter — Drag column headings to filter the results by that column. (7]

« Sort— Click the column heading to sort the rows in ascending or descending order. (8
« Search — Enter a keyword to search for all assignments with that keyword or use the
arrow to make a selection. ©
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« Select All Classes to display how a student is performing in all of their classes. Click the
arrows to view performance in the class by Assignment Type.

@
) 7
All Classes
Elementary Reading Grade 5 s S
o A
Brenda Lundeen Ciem {CSRECS)
Elementary Mathematics Grade 5
A
Erin Feldmann
Assignment A
oue A
e
A
Elementary Social Studies Grade 5
+4  (ESSSGS) 100.00 A
Lynette McCoy
Elementary Writing Grade 5
.5 o) A
Jill Hurst

Student Summary, All Classes Tab

« Select Standards to display the student’s performance based on the selected standards
associated with the class assignments. Each column displays a different standard, with the

Mean, Mode, Last Score, Highest Score and Power Law totals for the standard at the bottom
of each column.

Standards — =[x &

Jimenez, Stephen W
Assignment Proficienc:
3.0000 2 .

Elementary
D

Understands and applies Power Law: 95 2 = i
vosabulary SN 0D - s

High Score: 85

Streams

5 (ESREGE)

Low Score: 90
Last Score: 85

Brenda Lundeen: 85

Assignment Proficienc:
7.0000 . i

Proficiency

ean: 06 '
High Score: 98
Low Score: 96
Last Score: 96

Brenda Lundeen: 56

. Standard Aggregate Proficiency
1.000C

Engiish Language Arts m - a7 o
100 e
igh Scare: 2

Low Score: 98

Brenda Lundesn: 50.33

Student Summary Screen, Standards Tab
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« Thisview is only available if assignments have standards
correlated and the standards have been scored.

« Power Law is a mathematical formula that looks at how
students performed on previous assessments and tries to
predict how a student would score if they were assessed

% today. As a result, this formula can be used as an indicator of
a student’s current mastery of standards. In order to return a
Power Law score, more than one assignment must be
present and no assignments can be scored a zero. Scoring
Standards using a rubric is helpful, though not required, when

using Power Law to calculate overall grades.
\ J

Using the Standards Summary Screen

The Standard Summary screen presents a detailed overview of the standards used in your class
and the class’ performance on the standards.

Accessing the Standards Summary

« Select Standards from the Grade Book menu. The Standards Summary screen opens.

Standards e (7] Lock Sign Ouwt Suppont Help

Standards Summary Screen

o Class—Select a class to view the standards summary. (1)
« Class Standards — Displays the standards selected or created on the Class Standards
screen. @ See Configuring Academic Standards.

« Select a standard to display the standard and related concepts display in the
Standards Summary table.

» Standards Summary table — Displays the standard, the count of assignments tied to
the standard and the class’ performance on the standard. (3]

« Select a standard that has performance indicators to view the Standard Details
screen.
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« Options — Select an option: (4]

« Show Codes — Select to display the standard codes.

o Show Only Standards With Results— Select to display only the standards
with performance indicators.

. +New Assignment — Select to create a new assignment related to the
standard. ©

« *New Assessment — Select to create a new assessment related to the
standard. @

B Show Codes

B Show Only Standards With Results

Fal ¥ A s ol A

Standards Summary Screen

Only shows on systems that have Synergy Assessment activated.
See the Synergy SIS — Assessment User Guide

« Select to view the Standards Detail screen @.
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Create Assignments from the Standards Summary Screen

1. Select a standard to selectit. The icon displays.

Class Standards

Al Ttems

© Options Oliew A

Assignment @ New Assessment
Standard Count  Performance Indicator

My Objecties

Strand 1: Number and Oaerations

Congept 1: Number Sense
o + | 1m
4 [ ] 1681
5 [] ag7
Concept 2: Numerical Operations
Summary Standards Screen
2. Click New Assignment.
Al Ttems
Class Standards D options e
Standard Count  Performance Indicator
My Objectives
Strand 1: Number and Operations
Concept 1: Number Sense
Compare and ordr benchmark fractions. + A 13
Compare and order whole mumbsers through six digits by applying the concept of place value., 4 [ 1681
New Assignment Screen

The Grade Book Assignment screen displays with the selected standard pre-populated on the
Standards Correlations tab. See Creating Assignments.

Grade Book Assignment

g = Look Sign Out Support Help
| & (/R) Carroll, N /4 Grade(f) SEC:0102/ 15t Gt ~ | Assignment in (YR) Carol, N 3/4 Grade(1) SEC:0102 Save Assignment -
Category Values Assignment Settings

TYPE POINTS £ ASGN. Assignment Name Date of Assignment
10/15/2015
Homewaork 51.00 6 .
Description Assignment Category
Quiz 25.00 3 Normal v
Assignment i} 1 —
Project 20.00 1 10/15/2015
R e, o p— PN
W D
e I T e e N T e T e P |
o=
Report Card Comelations Standards Correlations Grading Periods Resoures
Assignment Standards
Cptions =
Standard
Strand 1: Number and Operations
Concept 1: Number Sense
Compare and order benchmark fractions.
Lot 220, PN . T, =
-l Sl i

Grade Book Assignment Screen (from Standards)
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Viewing Standards Details

The Standards Detail screen displays the standard and the class’ performance on the standard as a
whole and as individuals.

1. Select Standards from the Grade Book menu. The Standards Summary screen opens.
2. Click the standard link.

Only standards with assignments and results are available as
hyperlinks.

Al Trems
Class Standards © Optiors Olew Assignment ONew Assessment

Standard Count  Performance Indicator

Strand 1: Number and Operations

Concept 1: Number Sense

:E[ Compare and order benchmark fractions, k-’-‘ place vahue, i = 1681
[ |

st 3

Standards Summary Screen

The Standard Detail screen displays.

Standards yes 0 Search Lock Sign Out Support Help

2 (R

Band: [myoandl ¥ 9
Standard:

Make estimates appropriate to a given situation or computation wth wholeo
numbers.

9

Auto Select: Results: 0 - 0
Assignment Details a'

Student Name

Math Week 3 Proficiency Level

10041

o
|

00

00

Standards Detail Screen

« Standard - Displays the full text of the selected standard 0.

« Band — Select the analysis band to apply to the standard’s proficiency results (2}
« Standards Proficiency Band Analysis — Displays the class’ proficiency on the standard
based on the selected analysis band (3}
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Auto Select slider — Selects the students that fall into the range on the standard
aggregate method (43

. Create Breakout Class — Select to create a breakout class. ©

« Student-— Displays the performance of a student on the assignments associated
with the standard and their proficiency on the standard itself. (6]

o Show LessonVUE Content — Displays content from LessonVUE if your district
uses LessonVUE. @

1 See the Synergy SIS — LessonVUE User Guide for more
information.

Creating a Breakout Class from the Standard Detail Screen

You may want to create a breakout class based on proficiency level of students on the standard to
provide additional instruction or support. You can select students individually or based on proficiency

level.
B y band L
Standard:
Formulate and answer questions by interpreting and analyzing displays of data,
including frequency tables, single bar graphs, or single line graphs.
Auto Select: Power Law Results: o N _ ~
Assignment Details Create Breakout Class
udent Name Math Quiz Math Week 8 Proficiency Level
Ad 0 100.0
o I
Standards Detail Screen
1. Select the students to include in the breakout class by:

Using the Auto Select slider O . students whose proficiency level falls in the
designated range display.

Click + next to their name @

2. Click Create Breakout Class ©. The Class Manager screen displays and the Students
tab is pre-populated with the students selected. See Creating Breakout or Intervention
Classes.
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Using the Analysis Tool

The Grade Book Analysis Tool screen displays the overall points, possible points, and percentage of
points earned for each student. Values considered at risk highlight in red.

« You can organize and sort student grades using this tool to help analyze the grades for a
deeper analysis of the student or class performance.

« You can save customized views of the students’ grades for future use.

Analysis bands are a quick way to group students based on their performance. Use bands to
monitor students whose grades need to meet a particular threshold for eligibility to participate in
certain school programs such as sports or student council.

Analysis Bands display on the Grade Book Main screen and in the Analysis Tool. Teachers apply
Analysis Bands in the Grade Book Setup screen on the Class Settings tab.

Analysis Bands also display in other areas of the system such as
Assessments and Analytics.

Configuring Analysis Bands

1. Open the Analysis Bands screen:
a. Select Analysis Tool from the Grade Book menu.
b. Click Setup Analysis Bands.

Analysis Tool & = Lock SignOut Support Help

2 (YR} Carroll, N 3/4 Grade{1) SEC:0102 / 15t Qtr =

Analysis By My Views Create a New \iew

Assignment v [ —— v Show Analysis Bands

Reset Grid Remove View Save View

Export: XLS PDF

Analysis Tool Screen

2. Selectedit bands from Filters & Options in Grade Book Main.

Grade Book Main &)  Search
(YR} Science SEC:0102 / 4th Qtr 4 Filters & Options + Assignment | Level2« Search by Asgn Name + New
| Filters Options Sorting
»
Grade: Show Dropped Show Comments: Sort Students by:
All Grades v Students Normal i Last Name v
¥ Hide Class Grade
Subject: @ show Total Missing Analysis Bands: Assignment Order:
er ediy band ewe &
All Subjects Al Show Grades By Type W Newest to Oldest v
==no bands == b
2 ¥ Show Comment Codes
Assignment Date:
# Assignment Note Entry Row Size:
All Dates Al
Show Student ID

Grade Book Main Screen

3. Enter a name for the band.
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4. Click+INSERT. The new band displays on the list.

Analysis Bands District Details

1items Gomions ~ | Jitems + NEW
+ INSERT & CANCEL
@ 'You can setup your color bands without picking colors and a nice palette will be chosen for you. If you want to setup
Bands custom celors you must choose a color for all rows. To reset to the default palette open the options and click Use Default
Display Colors

New =»
Gedit|  Mark Low Score High Score Display Color
District
High 75.00 100.00 High
Medium 50.00 74.00 Medium
Low 0.00 45.00 Low
Analysis Bands Screen

Defining Analysis Bands

Select the band to define. The Details panel for the band displays.

Add a New Band

1. Click New in the Details panel

Analysis Bands Reading Details
2items + HEW foptions = | Ditems & NEW
Eadit Bands @ Vo ran setup your eolor hands withont picking enlnms and 2 nice: palette will be chosen for yon IF yoi wand to setin
custom colors you must choese a coler for all rows. To reset to the default palette open the options and click Lse Default
Dristrict Display Colors

XCE  Readi
= No band details yet.

Analysis Bands Screen

2. Complete the Mark, Low Score, and High Score fields.
{ R
Do not have numeric gaps. For example:

& Band 1 -0-59
Band 2-60-79
Band 3-80-100

\. J

3. Click Display Color to use the Color Picker to define the color for the band.
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4. Click Insert.

Analysis Bands Reading Details
ez + NEW foptons + | Ditems G GANGEL
Eedit Bands © You can setup your color bands without picking colors and a nice palette will be chosen for you. If you want to setup
custom colors you must choose a color for all rows. To reset to the default palette open the options and click Use Default
Diistrict Display Colors
Reading Mark Low Score High Score Display Color
New =+ Default
Analysis Bands Screen

Edit Band Details

1. Select  to editone row or €91t iy the header to open all fields for editing.

Analysis Bands Reading Details
2items + NEW Boptions » | 3 items +NEW
Ei=dit Bands © ou can setup your color bands without picking colors and & nice palette will be chosen for you. If you wantto setup
custom colors yoa must choose a color for all rows. To reset to te default palette open the options and click Use Default
Diistrict Display Colors
Reading Mark Low Score High Score Display Color
Above Grade Level 80.00 100.00 Above Grade
Level
At Grade Level 60.00 79.59 At Grade Level
Below Grade Level 0.00 59.99 Below Grade
Analysis Bands Screen

2. Make the changes. The icon displays on edited rows.
3. Click Save.
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1. Select © to edit one row or @&91t in the header to open all fields for editing.

Analysis Bands

2items

Gedit|  Bands

+ NEW

Reading Details

foptions ~ | ditems 4 NEW

© You can setup your color bands witheut picking colers and a nite palette will be chosen for you. If you want to setup
custom colors you must choose a color for all rows. To reset to the default palette open the options and click Use Default

m [Clistrict Display Colors
x % Reading Eedit|  Mark Low Score High Score Display Color
Above Grade Level 80.00 100.00 Above Grade
Level
At Grade Level 60.00 79.99 At Grade Level
Eelow Grade Level D.00 58.99 Below Grade
Analysis Bands Screen
2. Make the ch The 5 icon displ dited
. Make the changes. The icon displays on edited rows.
3. Click Save.
Delete a Band
1. Select * nextto the row. The B2 icon displays on th
. elec nextio the row. e ICON aisplays on the row.
Analysis Bands Reading Details
2items + NEW foptions » | Jitems + NEW
Gedt|  Bands © ‘You can setup your color bands without picking colors and a nice palette will be chosen for you. If you want to setup
custom colors you must choose a color for all rows. To reset to the default palette open the options and click Use Default
Dristrict Display Colors
Reading Gedt|  Mark Low Score High Score Display Color
Above Grade Level 80.00 100.00 Above Grade
Level
At Grade Level 60.00 79.99 At Grade Level
qbc,’. Below Grade Level 0.00 58.99 Below Grade
Analysis Bands Screen

2. Click Save. A confirmation dialog displays.

3. Click OK.
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Delete an Analysis Band

1. Select * nextto the row. The icon displays on the row.

Analysis Bands Reading Details
2items & HEW Hoptions » | 3items + NEW
@=dit| Bands © ou can setup your color bands without picking colors and a nice palette will be chosen for you. If you want to setup
custom colors you must cheose a color for all rows. To reset to the default palette open the options and click Use Default
Diistrict Display Colors
%C’r— Reading Eedit|  Mark Low Score High Score Display Color
Above Grade Level 80.00 100.00 Above Grade
Lewvel
At Grade Level 60.00 79.99 At Grade Level
Below Grade Level 0.00 58.99 Below Grade
Analysis Bands Screen

2. Click Save. A confirmation dialog displays.
3. Click OK.

Once set up, apply analysis bands to classes using the Class Setting

=  screen within Grade Book Setup.

Using the Analysis Tool

As a teacher, you must be focused to a school and class in order to use the Analysis Tool.

1. Select Analysis Tool from the Grade Book menu. The Analysis Tool screen opens.

Reset Grid e
Export: XLS PDF e

/show All Classes

Student ID Class Name [2 § Ethnicity Assignment Type Subject

Drop Column Fields Here

Student Name S
Points Passible Yo Band
Azron, Tan 0.8605 100 86.05 % District - High
Alsjandrez, Willie 1.0000 1.00 100.00 % District - High
Antonio Gonzalez, James 0.6279 1.00 62.79 % District - Medium
Bahena, Joshua 0.0000 1.00 _ District - Low
Baker, Carlos 0.8605 1.00 86.05 % Dstrict - High
Bradley, Linda 1.0000 1.00 100.00 % Dstrict - High

Analysis Tool € Search Lock SignOut Support Help
Analysis By o My Views Create a New View
| Assignment M | Homework | SshowAnaivaisBands e Setup Analysis Bands
Remove View Save View

Analysis Tool Screen
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2. Select the filters:

Analysis By — Select to analyze by assignment, report card area, standard, or final
mark/category. (1)

My Views — Use with the associated buttons and field to create views based on filters
you set up. (2]

Show Analysis Bands — Select to display the student’s performance against
predefined bands. ©

a4 )
You can create Student Groups when showing Analysis Bands
by entering a Grade Book Group Name and clicking Add to
grade book.

¥show Analysis Bands Setup Analysis Bands

Student Performance Bands

District v Grade Book Group Name Add o te book
|Science| |

@

Analysis Tool Screen
\. S

Reset Grid — Use to clear all filters. @

Export — Export the screen using either the XLS or PDF link. (5
Show All Classes — Select to include the data from all classes for each student for the
school year. (6]
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3. Customize the data displayed in the grid:

Student ID Class Name Ethnidity Assignment Type Assignment Subject
= @ — 0

Grand Total
Student Name 1 0
Points Possible Yo Band

Analysis Tool Screen

« Filter the data within columns by using the arrows on the column headings and click

oK. @

Assignment Type

Analysis Tool Screen

» Drag and drop the column headings including the Points, Possible, %, and Band
columns, to the left and right to reorder them. (8

All Classes -
2 | Possiblg5 % || Band
—

Analysis Tool Screen

« Drag aheading into the space above the grid to display the relative data for the heading
in the grid. (9]

['show All Classes

Student 1D Class Name Ethnicity Assignment Type Assignment Subject
sk

oins o Y s
Analysis Tool Screen

« Select the arrow on the column heading to adjust whether the data is displayed in

ascending or descending order. (0]
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« Right-click the column header to change the information displayed:
« Hide — Select to hide the filter list.

« Show Field List— Select to show the PivotGrid Field List to drag the hidden filter
lists back into position.

Hide
& Show Field List
0. |

i
Show Prefilter A

Analysis Tool Screen

:1 =2 : .
PivotGrid Fidd List (% |
w Save Vie

Ethniaty |2 ,h Assignment

0. Ranad Dirnn Colieen Fialde Haorg

Analysis Tool Screen
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o Show Prefilter — Select to use the column, conditions, and operators to filter the

analysis information.

And

PivotGrid Prefilter [

Student ID Equals <empty>

0K Cancel

And

0Or

Not And

Not Or

Add Group
Add Condition

@
@
@
@
=+
=
x

Remove

=
=N

Using Views

Analysis Tool Screen

Student ID
Schoaol
Class Name
Student Name
Ethnicity
Gender
Assignment Type
Assignment

Subject

Studﬂwt ID Equals

d

<

Equals

Does not equal

Is greater than

Is greater than or equal to
Is less than

Is less than or equal to

Is between

E b v v Wl

Is not between
abe  Contains

acb  Does not contain
b Bagins with

bic]  Ends with
=I5 like

ax  Isnot like

O Isblark

@ Isnot blank

@ [sany of

Is nane of

E@\a\s <empty>

Once the data is filtered and sorted, you can save the view for use in other classes.

« Tocreate anew view:

a. Enter a name for the screenin Create a New View.

b. Click Save View. The saved screen can be selected from My Views.

« Touse a previously saved view, select the previously saved screen from My Views.

o Todelete aview:
a. Select the screen from My Views.
b. Click Remove View.

Exporting Data from the Current Screen

« Exportthe screen as it displays on the screen by clicking either XLS or PDF .
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Using the Analysis Dashboard

The Analysis Dashboard enables district administrators and principals to view Mark Distribution,
Assessment, and Test History results for an entire school. The Analysis Dashboard uses dynamic
filters to define the analysis parameters. The data can be viewed in bar or pie charts or be filtered by

gender or ethnicity.

1. Select Analysis Dashboard from the Admin menu. The Analysis Dashboard screen displays

the Mark Distribution Data by default.

Analysis Dashboard e a 6 Q

Lock Close Support Help

o £ Change View v Mark Distribution Analysis Reset £ Options »
il Mark Analysis for Entire School - Gd + 9 0 ] |,7| Y

You can filter your view in the menu above.

»

Analysis Dashboard Screen

2. Click Change View to select another view: (1]

Analysis Dashboard

Lock Close Support Help

£ Change View ~ £ Options ~

Mark Distribution Analysis Reset

L]

all Mark Analysis for Entire School - Sem 2 Final

You can filter your view in the menu above

Al Marks

All Students

L1}

Analysis Dashboard Screen

o Mark Distribution — Displays the overall grades and the number of students that
received that mark. Normally used with section-based grading in secondary schools.
Elementary schools normally use Report Card Item Analysis.
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o Assessment Results — Displays the scores and number of students that received those
scores on assessments created by the school or district.

|| The district must be using the Assessment module to see Assessment
Results. See the Synergy SIS — Assessment User Guide .

o Test History— Displays the scores and number of students that received those scores
on tests imported to Grade Book.

3. Use the dynamic filter to select the chart's focus. (2]

B Additional filters display as selections are made.

Analysis Dashboard

£2 Change View v Test History Analysis BELCEETIEED Reset £¥ Options «

Al TestHistory

| Choose a Test

QO Tests: | Select Test v |

Select Test

Narrow t s abasny  (th a school:

CST2014
€ School. SAT2013__ v

Analysis Dashboard Screen

The data displayed on the dashboard changes to match the filters.

Analysis Dashboard ) search Lock Close Support Help

£ Change View » Test History Analysis Reset £ Options

al AMS2013 - i D] L%

L 1]

You can filter your selection in the menu above.

Falls Far Below  Approaches  Meets  Exceeds

Science Reading Writing Math

Overall

Analysis Dashboard Screen
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4. Select the type of chart. ©

|nl E] !ﬂ’ :

Analysis Dashboard Screen, Chart Types

Full Stacked Bar Chart l-

Bar Graph []
« PieChart &
« Gender Breakout

« Ethnicity Breakout H
5. Click Add New Chart to add additional charts to the bottom of the screen. Select different
filters to perform a comparison. (4]

6. Click Reset to remove all filters and selections. ©

7. Click Options to: (6]
« Change the Chart Display
« Selectthe Panel Size
« Select Chart Colors

Add New Chart Reset ﬂ-@tinnSv

Chart Display Panel Size Chart Colors
IJ: Stacked Bar ‘j Larger View #eeeedd

] J Bar Smaller View .

W Fe

Analysis Tool Screen
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Running Admin Reports

Users without access to Grade Book can access Admin Reports from

Synergy SIS > Grade Book> Admin Reports.

Admin Reports are SQL-based reports created by your district and made available to specific users

(such as Teachers, Principals, and Specialists.) Your district sets your ability to access Admin

Reports and the reports that you can run. Admin Reports can be:

« Simple Table that does not allow you to manipulate the results
« Advanced Table that allows you to manipulate the results

To run the reports:

1. Select Admin Reportsin the Admin menu. The Admin Reports screen opens.

Filters Reports

Type ﬂ ftoptiens » | 11050 of 51

Group. v

J Report Type

Grade Book Assignment Count by School Admin Report
Last exacution ime: 0.058 seconds
Grade Book Assignment Count by School/Class Admin Report
Last execution ime: 0.23: conds
Report Card School/Class Status Admin Report
Last 2xacution ime: 4.42: conds
Test Scores for Section 00195 Admin Report
Last exacution ime: 0.022 seconds
Math Test Scores _Wynn Admin Report

Group Name

Grade Book

Grade Book

Report Card

Test Scores

+ nEW

Display Type

Chart

Advanced Table

Advanced Table

Simple Table

Advanced Table

Admin Reports Screen

1. Use the filters to locate the report.

Admin Reports
L /noFoCus -

Filters Report
= ' LOptio
Group ... v

Admin Reports Screen
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2. Select the report name. The report displays.
« Viewing a Simple Table Report:

You can only view reports in Simple Table format. They
cannot be exported into XLS or PDF.

Test Scores for Section 00195 cebotm fChopaniet

SECTION NAME SECTION TEACHER LAST MEASURE MEASURE STUDENTID STULAST STU FARST SCORE WEHIGHTEDVALUE AVG
1D NAME TYPE NAME NAME

Smith, K MATH 7 ALG Gifte 00195 Smith, Test Chapter 1 Test 9119 Aaron Scott 66 86,0000 58035714
)

Smith, K MATH 7 ALG Gifte 00195 Smitt, Test Chap 2 Test 9119 Aaron Scott 67 67.0000 58035714
)

Smith, K | MATH 7 ALG Gifte 00195 Smith, Test Chapter 3 Test 9119 Aaron Scott S0 ©0.0000 58.035714
)

Simple Table Report

« Viewing an Advanced Table Report:

Admin Reports 7] Lock ©iose Support Heip

Back to Reports List
Export

Clear Fiters

& Drag @ column haader hers b group by that calumn

Adams Elementary Carroll, N 3/4 Grade{1)

Agams Elementary Fuller, R Family Tree Prie(1) 2

Adams Elementary Math Interventan

Hope High School Agerson, G Algeora (I{1) 10

Hope High School Aderson, G Algebra 11{2) 10
Advanced Table Report

a. Group or filter the data for analysis using one of the following methods:
« Click the header to sort the column in ascending or descending order. (1)
« Enter avalue to filter the column. @ Click Clear Filters to remove. ©

» Drag a column header into box to group the results. (4

b. Export the report in Excel or a PDF format. (5]
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» Viewing a Chart Report:

You can only view reports in Chart format. They cannot be
exported into XLS or PDF.

Grade Book Assignment Count by School

# Retumn To Report List
Grade Book Assignment Count by School

B Assignment Count

0og 005 L o7, 3
Lty Micdg Cnhmw’?mm et i Pl Bepy i
" Schaoy Schog Y Sy Shooy S b

Chart Report
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Creating Progress Reports

The Progress Report screen enables you to create progress reports that you can customize and
email or print for distribution. Information aggregates by Report Card Row or by Section. Options
include the ability to show:

« Points

o Progress bar

« Assignment detail

« Category breakdown

« Class average

« Assignment percentage of overall score
« Parent signature request

You can filter the assignments displayed in the progress report using the Filter Assignments
functionality.
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Generating Progress Reports

1.

2. Selecta Student.

Select Progress Report from the Grade Book menu. The Progress Report screen opens.

Progress Report A g search Lock Sign Out Support He
This data was generated on 10/8/2013 9:31:31 AM
Student
A Mark C t Note
Grading Period 152 = e
RP1MRK ORAL LANGUAGE remove
e e ; R
Uses effective - P remove
Report Card R v o y
epo o communication skills
In group activities
anapostiie  oeoois ([ 7 P [ ] remow
i Presentation
Options: (Assignment)
¥ Show Overall 311Listen 9182013 0% [ ] remove
Grade aftentively
« Show Grading (Assignment}
Legend
¥ Show Points READING AND RESPONDING TO LITERATURE remove
[« Show Bar
) Show Report Card Applies knowledgaof |l = N [ | remow
Eﬂws‘:m ao word study (phonics,
esu )
[ Show Assignment spelling, word
Detail structure, and word
Show Standards meaning) to expand
Detail voeabulary, read and
|| EPESIEETERE understand text, and
Show Assignment s
communicate
Type Breakdown 3 E .
Show Class effectively in written
Average and oral forms

Show Assignment
% of Overall Score

Include Dropped

Classes

Filter Assignments

Delivery

Print / Email

Data

Generate All

Refresh This Report

341 onenors ([l 2% N [ ] remowe
Homophones
(Assignment)
Reads and a A bP remove
demonstrates

comprehension of
fictional texts and

poetry
35121denity 10772013 M =% DP [ ] remove
problem and
solution
(Assignment)
Comments [ ] remow
add new
item

Progress Report Screen

3. Selecta Grading Period.

4. Selecta Summary Method. Options include:

Click Refresh This Report when changing the selection to update
the Progress Report data.
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o Report Card Rows — Displays the current score based on the report card rows.
Typically used by elementary schools that use Standard Based Report Card.

Area Mark Comment Notes

Number Sense - 3 [ ] remowe
Algebra and Functions - 3 [ ] remowe
Measurement and Geometry - 3 [ ] remowe

Progress Report Screen, Summary Method - Report Card Rows

« By Section— Typically used by secondary schools that use report cards from

Synergy SIS
« By Standard — Displays a summary of the scores based on the standards. (Summary
Method)
Area Mark Comment Notes
—

Overall Class Grade HIDE  Missing
Compare and order benchmark fractions. | 2.00 [ ] remove
Compare and order whole numbers through | [ ] remove
six digits by applying the concept of place
value.
Sort whole numbers into sets and justify the | 1.00 l:l remove
sort.
Make estimates appropriate to a given l |:| remove
situation or computation with whole numbers.

Progress Report Screen, Summary Method - By Standard

o Class Summary— Shows the class and subject scores

Mark Comment Notes

7 1
(YR) Carroll, N 3/4 Grade(1) SEC:0102 @ 7+ HIDE remove

%  HDE 1 [ [ remow

Missing

o e o —

(YR) Math SEC:0102 L

(YR) Science SEC:0102

[ ] >
g

| add new item

Progress Report Screen, Summary Method - Class Summary

5. Select report output options: (options vary depending on the Summary Method selected):
o Show Overall Grade— Adds a row at the top that shows Overall Class Grade

« Show Grading Legend — Adds a legend that displays the score types used for the
class to the progress report when Show Overall Grade is selected

o Show Points— Adds a column that shows points earned/possible by assignment,
category, and class.
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« Show Bar— Adds a column that provides a visual indicator for performance by
assignment, category, and class.

« Show Report Card Rows with No Results — Displays the report card rows where
no scores were entered.

« Show Assignment Detail- Includes assignments results on the progress report.
« Show Standards Detail- Includes standards results on the progress report.
o Request Signature— Adds a signature line for parents to sign acknowledging receipt.

« Show Category Breakdown-— Includes category level detail on the progress report
output.

« Show Class Average— Adds a column that displays the class average for each
assignment, category, and class.

« Show Assignment % of Overall Score— Adds a column that displays the impact of
each assignment and category in the overall grade.

« Include Dropped Classes — Includes dropped classes in the progress report when
Summary Method is set to Class Summary.

6. Click Filter Assignments under Options, if needed.

Request
Signature

Show Category
Breakdown

Show Class
Avcrago

Show Assignment
% of Overall Score

Filter Assignments

Progress Report Screen
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The Filter Assignments screen opens.

a. Filter the assignments by the Start Date and End Date, if needed.
b. Select assignments to include in the report output.
c. Click Apply.
d. Click Back to Progress Report Data.
Progress Report 7] Lock Sign Oul Suppat Help
Saan Date = Ena Date : m Back ko Progress Report Dala
] Assagrament Mamse Category Assignment Date Points e ht
o HOEwOE HOMi QR 10,00
) Chulz O A1 10.00:
| Test Test w1303 1000
B | Assignmeni Assignimend G013 10,00
- Progect Projed EIma 1000

Filter Assignments Screen

7. Clickremove to remove the selected item from the report output, if needed. The removed
item does not display on the printed or emailed report. Removed items are restored to the
report when it is refreshed.

[ B Removed items are restored to the report when it is refreshed. J

8. Click an option:

« Generate All — Select to produce/refresh progress reports for all students in the
current class.

« Refresh This Report — Select to produce/refresh data for the selected student.

9. Add custom items to appear on your individual student’s progress reports, if needed.

[ & Refreshing or regenerating the reports removes custom items. ]

a. Scroll to the bottom of the Progress Report screen. The new item row is the last row on
the screen.

b. Enter anitem name.
c. Add Notes, if desired.
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d. Clickadd new item. This new item displays on the currently selected student’s
progress report.
S‘{:;'c?:\%!' Home ~  GradeBook »  Report Card ~
Progress Report AV @) searcn Lock Sign Out Support Hel

This data was generated on 10/8/2013 9:31:31 AM
Student

Grading Period Area Mark Comment Notes
RP1MRK ORAL LANGUAGE remove
Summary Method: )
Uses effective - P remove

Report Card Rows v ; )
P communication skills

in group activities

Comments L | remove
add new

item

Progress Report Screen

If adding more than one custom item, reposition the newly
? created item by selecting the row and dragging up or down to
the desired position. Only custom items can be repositioned.
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Delivering Progress Reports

1. Click Print/Email on the Progress Report screen.

Delivery

Print / Email

Data

Generate All

Refresh This Report

Progress Report Screen

The Progress Report Status screen opens.

Progress Report A @ searcn Lock SignOut Support Help

Progress Report Status Back to Progress Report Data
Selected Delivery Options

Print || Email W Student Data Age Status Print Date Email  Copy Email To

Date 6
@ Aaron, lan Afew 4/30/2015
seconds ago 1:53:44 PM
Report Hezder Text @ Alejandrez, Willie Afew 413012015 | print email
seconds ago 1:53:44 PM

Print Non Emailed

A

print email

Y

Report Footer Text
RN @ Antonio Gonzalez,  Afew 4/30/2015 prnt | [ eman
James seconds ago 1:53:44 PM
@ Banena, Joshua Afew 4/30/2015 print | | emai
seconds ago 1:53:44 PM
Email
@ Include Parents @ Baker, Carlos Afew 4/30f2015 ] print email
= d 1:53:44 PM
[« Include Students i i
@ Include Copy t0 @ Bradiey, Linda Afew 4130/2015 [ print | [ emall
seconds ago 1:53:44 PM
@ Bustamante, Aaron A few 4/30/2015 print | | emai
e seconds ago 1:53:44 PM
() Include Student Marks @ Cervantes Vazque, Afew 4/3012015 [ | print || email
Howard seconds ago 1:53:44 PM
@ Charley, Jacqueline A few 412012015 [ — print | | email
econds ann 15344 PM

Progress Report Status Screen

« Select the students that you want to print progress reports for. (1)
« Enter Report Header Text and Report Footer Text, if needed. This text displays on
all generated student progress reports. (2]
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« Email — Select the individuals that receive the progress report email, if needed. ©

If Include Copy to is selected, add Copy Email To email
0 address within the grid. Add multiple email addresses by
separating addresses with a comma or semicolon.

« Select Filters, if needed: (4]

Filters
#| Include Student Marks
GenesisGrading
A A-
A+
B
B+
B-
Cc C-
C+
D
D+
D=
F |
WF
Filters

a. Include Student Marks — Select to show the Overall Grade mark on the
progress report.

b. Select marks to email or print progress reports for students with the selected
marks only.

2. Select Delivery Options: ©

« Click "™ to produce PDF version progress reports.

To produce a PDF version of the progress report for a single
= student, click Printin the student’s row.
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« Click “™ to email progress reports to the recipients identified under Email. @

r

\
To email the progress report to the recipients for a single student,
click Email in the student row

« Selected student and parent recipients must have valid email
addresses on the Parent and Student screens in Synergy.

« Parents must have Educational Rights selected on the
Parent/Guardian tab of the Students screen for parents to
receive emails.

« After emailing progress reports, any students without valid
email addresses are flagged in the Status column. Click Print
Non Emailed to generate PDF versions of the progress
reports for these students.

Creating Custom Progress Reports

Adding Progress Report

1. Select Student from Report Card menu.

2. Select+New Progress Report. The District Progress Reports screen displays.

i

Students.

Q=

& (¥R) Davis J ¥4 Gradel(t) SECOIC2 / 4th Qtr +

# ormons + [+ et rroomess rerom || @ viewreposr corcs || @ zor comer sa

Class Report Card

Report Cards Done This Period (1/28)

Report Cards Not Complete MARK ALL CONFLETE € VARK ALL NOT COMPLETE Repor: Cards Complete

James | @ Aan > « Willie
Antonio Gonzalez & Jonnson Alejandrez

Class Report Card Screen

a. Click Progress Reporticon

District Progress Reports

Progress Reports for 3/4 Grade

O¢

Progress Report

Progress Reports Screen
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b. Select the student names for to receive a progress report.

Selected student’s names highlight. Selecting the students
name again removes the highlight.

District Progress Reports

Progress Reports for 3/4 Grade

B e e DT

PROGRESS Alejandrez, Willie

Grade 03
O¢

Antonio Gonzalez, James
Grade 03

Progress Report e

01-05 Progress Bahena, Joshua

Grade 03

Baker, Carlos
Grade 03

o D

Bradley, Linda
Grade 03

Bustamante, Aaron
Grade 03

Cervantes Vazque, Howard
Grade 03

ia =

Charley, Jacqueline
Grade 0

District Progress Reports Screen
c. Click Done. The Progress Report screen displays.
3. Selecta student’s name.
Enter information in progress report.
Click Save/Continue.

c. Click View Progress Report to print progress reports. The progress report prints
using the custom template.

Synergy TeacherVUE Q == Lock Sign Gut Support  Hel)
& (¥R) Davis. J 34 Grade(1) SEC0102/ 4h Qtr =
Back to Bahena, Joshua Bradley, Linda - Grade 03 Next to Cervantes Vazque, Howard
e
. PR e e | o [T EE—— IR
T = ap—
x ¥
~comment- s
+
English Language Arts Areas of Concem/Comments -no comment- Pl
pr— . +
Mathematics Areas of Concem/Comments ~comment- ’
‘Core Subjects NonRetenfion
[S—— +
’
History Areas of Concem/Comments P
ST

Progress Report Screen
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The progress report prints using the custom template.

Edupoint Public Schools

Ehd:lpoiﬂt‘ 1355 5. Val Vista Dr., Masa, AZ (480) £33-7500

Hotlce of Poor Academic Parformances

Elemsrtary Grades K-5
Farentis) or Guandlan of. Linda Bradisy Afh @i
Stucent Numbes 147414 Date of Birtie THES2009 Graoe: i3 Data: THSME
School Mame: Adams Elementany Teacher Hame: Jacqueling Davis

At the present ime your stugient ks not achieving grage level standands at 3 rmie suiclent to mest grade level
Drafiency FEqUINamets 1N ONS O MONe of the GONe SUBISE 3MRas mMarked Delow

Core Subjects Retsntion Araas of ConcaTy Comments
LUinda should be seeding e il Bor 20 min ubes.
% | Reading i
Engilsh Language Ars
Hat Tt ahould by raviewssd nghtly.
X | Mahematics
Cors Subjects Non-Retention Arsas of ConcaTd Commeants
Sclance
Hislny

2 towamds proficiency of grace leval Standars 02t not Improve crRmatcaly sunem
1 2 T 2nc (e cuert Leno year. Exteptions mey 3ppYy basad on i) e
Learmer,

Attzining proficiency of grade level SKils and concepts |5 vitalIn bullding 3 foundation for leaming and the
h;?mmmm%m mmuﬁwum@mmmumwm%

at home and Inguire as 10 the avaliadiity of Imenventions and programe that e offerad o support I'E;mand
mlasmmaﬂngmelm In those araas hat fave been Toelow” the rRgund level
achievement

uulzepaentmawmenmﬂvelmmnmmanmeﬂ (ITM] Process 38 Svenues for dscussng and
Imnglementing an academic suppart plan. Contact the "E:dsaﬁamelrrrnedaerrmrfemum

Sample Progress Report
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Generating Custom Progress Reports for Students

For students that have a Progress Report selected:

1. Select Progress Report from Report Focus.

@ REFORT FOCUS = + HEW PROGRESS REFORT & B

[o}

m‘j Frogreszs Report

EI. 0105 Progress
Faport

g

-
Student Screen, Progress Report

2. Click View Progress Reports to:

Report Cand

Admin ~

Assessment +

LessonVUE ~

jome + Grde Book ~

+ NEW PROGRESS REPORT | [ VIEWPROGRESS REPORTS []| (& EDIT COMMENT BANK

C0102/ 4tnCt ~ || € OPTIONS - || @ REPORT FOCUS -
Progress Reports Dore This Period (0/4)

Progress Report - 01-05 Progress Report

€ MWARK ALL NOT CONPLETE Progress Reports Complete

Progress Reports Not Complete VARK ALL COMPLETE >
>

Willie > Linda

Alejandrez Bradiey
@ Joshua 5 Howard >
Bahena Cenvantes Vazque

Student Screen, Progress Report

« Generate Progress Reports
« Generate blank Progress Reports
« Change the language of a progress report is printed.

B This screen works the same as View Report Card screen.

Report Card View [ Conve 7 D Lock Sign Ot Support Hel
2 av. ¢ Gt EG121 v = || G REFORT o | BAGATO STUEITE | GRSRATEPRGGRESS REFGRTS | GENERAT. LA FROGREE REFOTS
01-05 Progress Report
Student Name Language 1stQtr 2nd Qfr 3rd Qtr 4th Qir

Alefandrez, Wille
Bahena, Joshua

Braley, Linda

Cevantes Vazque, Howard

Progress Report Screen
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Archiving to Create New Progress Report:

Before creating a new set of Progress Reports, archive the last set of Progress Reports.

\.

4 A
B You can edit the current set of progress reports and add new students

L without archiving the current Progress Report. )

' )

A Once Progress Reports are archived, they are stored in the database and
teachers NO longer have access to them.

J

1. Click +New Progress Report.
2. Select Progress Report.

District Progress Reports

Progress Reports for 3/4 Grade

715/2016

PROGRESS

Progress Report

O¢

3. Click +Archive Data.

Progress Report Screen

District Progress Reports

Progress Reports for 3/4 Grade

7115/2016 o SELECTALL | % SELECTNONE [ EU{eaENr N slo 3

PROGRESS Alejandrez, Willie

o Grade 03
4

Antonio Gonzalez, James
Grade 03

Progress Repori

Bahena, Joshua
Grade 03

Baker, Carlos
Grade 03

kD 5O

Bradley, Linda
Grade 03

>

Bustamante, Aaron

:g\ Grade 03

Cervantes Vazque, Howard
Grade 03

District Progress Reports Screen
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A new Progress Report group creates with the current date.

Progress Reports for 3/4 Grade

Grade 03

Grade 03

™y Bahena, Joshua
Grade 03

Baker, Carlos
! Grade 03

« SELECTALL | X SELECTNONE [ TN Sl NS

Alejandrez, Willie

Antonio Gonzalez, James

New Progress Reports Screen

4. Selectthe students name for the new Progress Report.

It can be the same students or a different group of students.
Selected students highlight. Selecting the student again with

removes the highlight.

5. Click Done.

District Progress Reports

Progress Reports for 3/4 Grade

7i20/12016 «# SELECTALL | % SELECTNONE [ FlezhVa Ly Ao 13

PROGRESS Alejandrez, Willie
o Grade (2
4
Antonio Gonzalez, James
Grade 3
Progress Report
™y Bahena. Joshua
3 Grade (3

Baker, Carlos

d Grade 03
Bradley, Linda
Grade (2

m Bustamante, Aaron

District Progress Report Screen

223
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The new Progress Report group is available from Report Focus. Only current Progress
Reports can be edited or viewed.

OPTIONS ~ @ REPORT FOCUS + NEW PROGR|

ess Rep

—_— @
—_— o MPLETH

4 m /
| Progress Report
4 '

Progress Report Screen

Elementary Custom Report Card Setup

Prior to entering marks in the student report cards, you may want to:

« Assign report card types to individual students

o Create or modify report card comments

« Identify students that require a non-English report card

« Delegate report card items to other teachers

Assigning Report Card Types to Individual Students

Normally one report card template is used for an entire class, however, there may be situations
where you need to select a different report card for certain students.

For example, if you are teaching in a multi-age classroom, you may assign one report card template
for all your 1st grade students and another one for all your 2nd grade students.

The district creates all the report card templates and sets the Default
Template.
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1. Select Student Template from the Grade Book menu. The Student Templates screen

displays.
2. Selecta Template for a student from the drop-down.
&) | seern

Lock SignOut Support Help

Student Templates

A (YR)Carroll, N 3/4 Grade(1) SEC:0102/1stQr +

Student Report Card Templates

Template

Student
Aaron, lan 3rd Grade v
4th Grade Dynamic SBRC  ~

Alejandrez, Willie
<< Use Default Template > v

drop

Student Report Card Template Screen

Q Dropped students are identified with firop .

3. Click Save.

Report Card Comments

225

The Comment Bank lists the comments available to display on the student’s report card.

Not all teachers have permission to create their own comments. Some
teachers may be required to use only their district's comment bank.

1. Open the Comment Bank screen.
o Select Comment Bank from the Report Card menu.
« Select Edit Comment Bank from the Report Card > Students screen. The

Comment Bank screen displays.

Back to Students List

Filter by Subject:

Generic Comments (Mot related to any subject

1 to 50 of 58
Start Date End Date

Comment

<= is not retuming <= homework which is part of our homesschool connection

<= is retuming <= homework which helps reinforce the math concepts taught in class,

<> is reading at a F&P level - . Second grade standard for June is level M. It has been a pleasure having <= in my classroom

this year. <> always does <> best.
<= s reading at a F&P level -. Second grade standard for Jan. is level K and end of year standard is level M. <= is making
continuous progress towards the standards. Continue to practice math facts to increase fluency.

+ NEW

Comment Bank Screen
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2. ClickNewor & .

Back to Students List

Filter by Subject:

ric Comments {

11050 of 58 +NEW

Comment Start Date End Date
Edit Row
h <= is not retuming <= homework which is part of our home/school connection

<= is retuming <> homework which helps reinforce the math concepts taught in class,

<= ig reading at a F&? level - . Second grade standard for June is level M. It has been a pleasure having <> in my classroom
this year. <= always does <> best.

Comment Bank Screen
The Comment displays.
Back to Students List
Filter by Subject:
Generic Comments {Not related to any subject) v
2 items C CANCEL
Language Comment Start Date End Date
LIl <<He=> is not retuming <<his=> homework which is part of our
Gheck Spelling homessthool eonnection B =
A
Spanish
Translate to Spanish i &
A
Comment Editing Panel
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a. Enterthe commenttext. The " icon displays in the row.
Language Comment Start Date End Date
Enoh <=He>> ig not retuming <<his>> homework which is part of cur
Check Spzling home/school connection. = B
Spanish
L ] 1

Comment Bank, Edited Row

.

Use a student name or pronoun placeholder code in your
comments and the system will replace the appropriate name

or pronoun text.

<<He>> <<She>> <<Name>>
<<his>> <<hers>>

<<him>> <<her>>
<<Userswap>> <<userswap>>

For example, <<Name>> was a pleasure to have in class.

Swap Type exchanges either the name or pronoun
placeholders in the comment. The <<Userswap>>
placeholder enables you to use both a name and pronoun
placeholder in the same sentence.

For example, | hope <<Userswap>> has a good summer.
<<He>>was a pleasure to have in class.

J

b. Enter a Start Date and End Date, to make the comment available only during a set

time period.

4. Click Save.

Copyright 2015-2018 Edupoint Educational Systems, LLC



298 Grade Book User Guide - Elementary
Chapter 6: Progress Reports and Report Cards

Non-English Report Cards

If the district has report cards in languages other than English, the Report Card View screen
identifies the students that receive non-English report cards.

The language displayed on the screen is the Home Language set in Synergy SIS.

The language must have been imported into Grade Book for the language
E to display. If a language was not imported, then English displays.

For example, if only English and Spanish were imported into Grade Book
and the student's Home Language is Korean, English displays.

1. Select Students from the Report Card menu.

2. Click View Report Cards. The student Report Card View displays.

Students

Lock Sign Out

L /Ry Grade 2 Homeroom( 1)

- L OPTIONS = == NEW PROGRESS REPORT @ \IEW REPORT CARDS & EDIT COMMENT BANK

Class Report Card

Report Cards Done This Period (0/24)

Report Cards Mot Complete

Billy >
Abbott
Mary 4
Baker
Charles »
Brown

MARK ALL COMPLETE —$ € MARK ALL NOT COMPLETE Report Cards Complete

Donald
Chase

Larry
Davis

Louise >
Elliot

Class Report Card Screen

« Selectthe Language for any students receiving a non-English Report Card to override

the language setting. (1]

« Selectthe Home Language selected in Synergy SIS to clear an override. (1)

o Clear Print in Home Language in the Options drop-down to print all report cards in

English. @

« Click View next to the student's name. ©

Report Card View Lock Sign Out
1 R) Grade 2 Homeroom(1) QTR3 = £ OFTIONS « BACHK TO STUDENTS GENERATE CLASS REPORT CARDS
g ¥ Print in Home Language
Print Report Cards For: Homeroom
Student Name Language QTR1 QTR2 QTR3 QTR4 Final
View  Abbott, Bill Engish ¥
Wiew Baker, Mary Srgizn ¥
Brown, Charles Spanish
Report Card View Screen
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Report Card Delegation

Homeroom teachers use the report card Delegation screen to assign specific report card areas/rows
to other teachers for grading purposes. Teachers can delegate by student or class, depending on
their needs.

You can use the screen to:

« Grantreport card access to teachers that do not have students in their classes.
« Restrict report card access to only the report card areas a teacher is responsible for.

Two examples of when you should use this screen:

« Example 1: Mrs. Smith is responsible for the Reading report card rows for Emily, a studentin
Mr. Jones’ class. Emily is not in Mrs. Smith’s class; however, she needs to enter Emily’s
grades for Reading. Mr. Jones, the Homeroom teacher, grants access to Emily’s Reading
Report Card rows to Mrs. Smith using the report card Delegation screen.

« Example 2: Mrs. Smith and Mr. Jones rotate their students. Mr. Jones is the Homeroom
teacher and Mrs. Smith is the Reading teacher. Both teachers, by default, have access to all
report card areas for their students, but it was decided that Mrs. Smith should only have
access to the rows of the report card that address Reading that she is directly responsible for.
Mr. Jones restricts Mrs. Smith’s report card access to Reading report card rows only. Mr.
Jones, as the Homeroom teacher, maintains access to all report card areas for the students in
his Homeroom class.

The report card Delegation screen uses Homeroom data for
students, as defined in Synergy SIS. The Delegation screen is
intended for use by Homeroom teachers. Teachers are only able to
delegate rows for students in their Homeroom class. Verify that a
Homeroom period was defined in School Setup and that the
Update Homeroom Data process ran at least once.

W
-

Report Card Specialists: There may be times when teachers or other school/district staff who do
not have any classes assigned to them in Synergy need to enter grades on student report cards.

« These teachers/staff are set up as Report Card Specialists.

« The Homeroom teacher delegates report card rows to the Report Card Specialists using the
report card Delegation screen.

« Report Card Specialists log into the Grade Book though Grade Book Admin.
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Delegating Report Card Iltems

1. Select Delegation from the Report Card menu. The Report Card Delegation screen opens.

Delegation A @ Search Lock SignOut Support Help
Class Delegation
Report Card Templale|<< Select >> v belect Student | << All Students On Selected Report Card >> v \Selectgrading period | 4th Qtr v

clear || undo

‘ There are no report card items to display. ‘

Delegation Screen
2. Select the following:

« Report Card Template — Select the template that contains the rows to delegate.

« Select Student — Select the student to delegate or select <<All Students on Selected

Report Card>>.
« Select grading period — Select the period or select <<Al[>> to delegate all grading

periods.

3. Type the name of the Teacher Assigned that the row is delegated to and select from the
drop-down.
Delegation ANE) search Lock SignOut Support Help
Class Delegation m
Report Card Template | 3rd Grade ¥ |Select Student | << All Students On Selected Report Card >> v |Seler:t grading period

Report Card Row Teacher Assigned

Word Analysis, Fluency and Systematic Vocabulary Development Nicole Mantle
Sonya Medina

Word Recognition Melissa Garski

Michael Rapisura
Vocabulary Development

Alberto Martinez

Reading Comprehension Mike Quinn
Monica Carrera-Wilbu
Comprehension and Analysis of Text S ———
Report Card Delegation Screen
4 N

If you enter the name in a Parent row of a standard, the teacher’s
name also displays in all the Child rows.

Report Card Row Teacher Assigned

Word Analysis, Fluency and Systematic Vocabulary Development

R
Vocabulary Development

Comprehension and Analysis of Text

Literary Response and Analysis

Report Card Delegation Screen
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4. Click Save. Grade Book delegates the selected rows to the teacher identified in the Teacher
Assigned column.

Entering Grades for Delegated Report Card ltems

Once the Homeroom teacher finishes delegating student’s report card rows to the other teacher, the
other teacher can access the student’s report card rows delegated to them.

1. Select Students from the Report Card menu.
2. Access the delegated report card ltems:
« Gotonext step if the delegated students are also scheduled in this teacher’s class.

« Selectthe delegated class from Delegated Classes if the delegated students are not
scheduled to any of the teacher’s classes.

Students &) scarcn Lock SignOut Support Help
Report Card Entry Mode Delegated Classes Grading Period
Classic v Carroll, N 3/4 Grade(1) v 1stQfr ¥ [Show Inactive Students
<< My Class == "
MienRoperi o ||\ Commni Bank
le
Report Cards Not Complete M £ . Report Cards Complete Wik SRk courael:
Alvarez Saucedo, Matthew - Mestre, Maria >
Avila, Judith = Mimila Hurtado, Judy 2>

Student Report Cards Screen

3. Select a student from the student report card list. The teacher sees only assigned or
delegated rows appear on the screen.

lan Aaron - Grade 04

3rd Grade Repori Card Delegated from: Carroll, N 3/4 Grade(1)

() Include Audit Detail Cancel/Back fo List Save/Back to List Save/Mark Complete View Report Card Go To Overall Comments

Report Card Area Score 18T QTR 2ND QTR 3RD QTR 4TH QTR

READING / LANGUAGE ARTS v
Word Analysis, Fluency and Systematic Vocabulary Development
Word Recognition
Vocabulary Development
Reading Comprehension
Comprehension and Analysis of Text

Literary Response and Analysis

Report Card Entry Screen
4. Selectgrades.
5. Save the student grades:

» Save/Back to List — To save the report card grades and choose another student.

« Save/Continue — To save the report card and continue entering grades for the
student.

« Save/Mark Complete — To save the report card and mark it complete.
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The Homeroom teacher can verify all marks entered for a student by viewing the grade entry
screen for the student. Any rows that have been marked complete by other
teachers/specialists appear with a checkmark to the right of the assigned mark.

Literary Response and Analysis v

RITING A+ v ™
Use and Application of Research 4 v "|i
Narrative Writing 4 v l'li
Informative Reports 4 v l'|i
Summaries 4 v ‘I;
Response to Literature 4 v [

Report Card Entry Screen

Working with Elementary Custom Report Cards

If your district uses elementary custom report cards, teachers print these report cards for the
students from Grade Book. Teachers do not have to be actively using Grade Book to complete their
report cards from Grade Book. There are different process to complete report cards for teachers
who use Grade Book and for teachers who do not.

For districts that use secondary custom report cards, elementary teachers
=  use the same process that secondary teachers to complete their grades.

For elementary teachers using elementary custom report cards, the following workflow guides you
through the process of completing report cards:

1. Choose a method for entering grades:

o Use Report Card Preview or Report Card Preview by Standards to transfer student
marks if you use Grade Book to enter assignments, correlate the assignments to report
card rows. If you enter scores for the assignments into Grade Book, Grade Book
calculates the grade for the current grading period and copies the grade to the report
card eliminating the need to enter grades manually.

« Enter Report Card Grades manually if you have not created, correlated, and scored
assignments report card rows. The three ways to enter report card grades are:

« Report Card Matrix — Allows you to enter grades for the whole class from one
screen.

« Classic Report Card Entry Mode — Allows you to enter grades for each student
individually.

» Report Card Wizard — Allows you to enter grades for each student with
additional student data not available in Classic Mode.
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2. Enter Report Card Comments for the current grading period or use commonly used
comments from the Comment Bank.

3. Select Bilingual Report Cards if your district/school prints report cards in languages other than
English and identify the students who receive non-English report cards.

4. Mark Report Cards complete to allow the office to print report cards from Synergy SIS.

( )
When more than one teacher has assignments tied to a report card
item, Report Card Preview allows overall grades to calculate using

0 category weighting. All teachers must use the same category
= weighting for this functionality to be active.

Overall grades calculated using category weighting are identified

with a red asterisk (*).
\. J

Term Weighting

When using Term Weighting with elementary custom report cards:

o The Report Card Preview screen displays an Overall Score column along with separate
columns for the different marks used in the calculation.

« Only the report card rows set as Computational display.

« Each mark period is equally weighted and the Overall Score column displays the average of
the scores earned for each mark period.

« The Calculated Mark column displays the mark to transfer to the report card. The teacher can
manually select a mark before transferring to the report card.

- Unscored mark periods are ignored in the Overall Score calculation.

¥ : A student with scores in only three of the periods displays the
average of the three scores in the Overall Score column.

Using Report Card Preview to Transfer Marks

Teachers, who actively use Grade Book to create and score assignments, use the Report Card
Preview screen to view the:

« Overall performance by report card area and class for each student
« Assignments correlated to each report card area for each student

From this screen, the Homeroom teacher adjusts grades by:

» Excluding certain classes from the overall grade calculation
« Overriding the final grades

After making adjustments, teachers either transfer marks to the report card for students individually
or all students at once.
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Report Card Preview Screen

Reviewing Grades

E If your report card is set up to use your standards as report card rows, see
Report Card Preview by Standards.

1. Select Report Card Preview from the Report Card menu. The Report Card Preview screen

displays.
Any score with an asterisk (*) indicates that category weighting was
used to calculate the final grade.
Report Card Preview &) g s Lock SignOut Support Help
& (YR} Carroll, N 3/4 Grade(1) SEC:0102/ 15t Qtr

Select Student
Aaron, Ian ¥ || Trassfer Marks for Aaron, lan || Transfer Al Studert Marks o

Report card preview for students in Caroll, N 3/4 Grade(1)

The below grades represant weighted scores based on the cument peried. Click to exclude glasses you do not wish to affegtihe final grade.
Report Card ltem o Calculated Mark Overwrite All Total Points o Natalie Carroll 0
(YR) Carroll, N ...

Report Card Mark
Number Sense 3 v 35.28/ 40.00 (86.7%)

Algebra and Functions 3 v

Measursment and Geometry 3 v
Statistics, Data Analysis. and Probability 3 v
Problem Soving and Mathematical Reasoning 3 v 35
Esarth-Rocks & Minerals 4 v

Life-Adaptations and Ecosystems 4 v

Physical - Electricity 4 v

Report Card Preview Screen

« Class and Grading Period— Select to change the Class or Grading Period in focus. (1)

. Select Student — Select a student from the list. @ The student's marks appear on the
screen for each report card area.
« Transfer Marks — Select a transfer option: ©

o Transfer Marks for <Student Name> — Select to transfer the calculated marks
for the selected student.

o Transfer All Student Marks — Select to transfer marks for all students in the
selected class.

Edupoint Proprietary and Confidential



Grade Book User Guide - Elementary

Chapter 6: Progress Reports and Report Cards 235

« Report Card Item — Select the link to view the assignments used to determine the final
grade for a given report card area. (4]

Number Sense

Aaron, lan

Class
(¥YR) Carroll, N 3/4 Grade(1) SEC:0102
(YR

(YR} Carroll, N 3/4 Grade(1) SEC:0102

)

Carroll, N 3/4 Grade(1) SEC:0102
)
)

(¥YR) Carroll, N 3/4 Grade(1) SEC:0102

Total Points:

Measure
Math HW
Math Quiz
Math Test

Math Test 2

Date Type Score Points Notes
7/20/2015 Homework 10 5.88 / 10.00 (58.8%)

7/21/2015  Quiz 44 4.40 / 5.00 (88.0%)

6/12/2015 Test 22 15.00 / 15.00 {100.0%)

8/17/2015  Test 10 10.00 / 10.00 (100.0%)

35.28 [ 40.00 (86.7%)*

Report Card Preview Screen, Report Card ltem Assignments

« Calculated Mark — The mark calculated by Grade Book for the selected student. e

@ You can override the calculated marks.

« Report Card Mark — The mark currently on the Report Card for the select student.
Select Overwrite All to override the calculated mark for all students. @

« Total Points — The student’s points earned/total points possible (the percentage). (7]

« Class/Subject Total Points — The total points earned/total points possible (the

percentage). (8]

s

If the student’s report card is derived from their scores in multiple
classes, the homeroom teacher can choose to exclude a class
from the student’s final grade calculation.

N\

Select Student

O The below grades represent
Report Card Hem

Number Sense

Report card preview f

tudents in Camoll, N 3/4 Grade(1)

ighted scores based on the cument pefiod. Click to exzlude classes you do not wish to affect the final grade.

Calculated Mark Overwrite All Total Points

Report Card Mark

3

3w 3528

Report Card Preview Screen

Select the field to exclude the row from the student’s report card.
The field turns pink to indicate the row is excluded.

2. Repeat for another student or transfer marks to the report card.

Copyright 2015-2018 Edupoint Educational Systems, LLC



236

Grade Book User Guide - Elementary
Chapter 6: Progress Reports and Report Cards

Report Card Preview by Standards Screen

Reviewing Grades

1.

Select Report Card Preview by Standards from the Report Card menu. The Report Card
Preview by Standards screen displays.

Report Card Preview by Standards v Lock Sign Out
& (¥R) Johnsen, Mary .-(indergar:eig SEC:OKGEDD-802/MPS ~ | | Abbott, Billy ~ 9 a eriod & (313/2016 - B11412016)

Back to Abercromby, Fitch Next to Adams, Davis

Report Card Standards Analysis For Abbott, Billy

O Owerwrite Al Mary Johnson Mary Johnson
Report Card ltem Calculated Mark Mark overwrite (YR]Johnson (YR)Johnson

M ﬂ

3 3(3.00)

»

Report Card Preview

Class and Grading Period— Select to change the Class or Grading Period in focus. (1)

Select Student — Select a student from the list. @ The student's marks appear on the
screen for each report card area.

Transfer Marks — Select a transfer option: (3]

o Transfer Marks for <Student Name> — Select to transfer the calculated marks
for the selected student.

o Transfer All Student Marks — Select to transfer marks for all students in the
selected class.

Report Card Item — Select to view the standards O used to determine the final grade

for a given report card area. (4]

Calculated Mark — The mark calculated by Grade Book for the selected student. e

[ @ You can override the calculated marks. ]

Report Card Mark — The mark currently on the Report Card for the select student. (7]
Select Overwrite All to override the calculated mark for all students. @

2. Repeat for another student © or transfer marks to the report card.
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Transferring Marks to the Report Card

After completing all scoring for the assignment types for the student or class, transfer the marks to

the report card.

On the Report Card Preview or Report Card Preview by Standards screen, select one of the

following:
Report Card Preview yoN?] Lock SignCut Support Help
select Class select Grading Period Select Student
(YR) Carroll, N 3/4 Grade(1) SEC:0102 A 4th Qtr A Aaron, lan A

Transfer Marks for Aaron, lan

Transfer All Stugent Marks

Report Card Preview, Transfer Marks

Report Card Preview

by Standards ) search Lock Sign Out

A4 (YR} Johnson, Mary

Kindergarten(1) SEC:IKGENN-G02 / MP4 ~ Abbott, Billy » |Valid Report Card Entry: Marking Period 4 (8/13/2016 - 8/14/2016)

Back to Abercromby, Fitch Next to Adams, Davis Transfer Marks for Abbott, Billy | Transfer All Student Marks to Report Card

40 items.

Report Card Standards Analysis For Abbott, Billy o 9

Report Card Preview By Standards, Transfer Marks

« Transfer Marks for <Student Name> — Select to transfer the marks for the currently

selected student to their report card. O A confirmation message displays.
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« Transfer All Student Marks:

1. Select to transfer marks for all students. @ A confirmation message displays.
2. Click OK. The screen displays the progress of the transfer.
3. Verify the marks transferred:

a. Select Students from the Report Card menu.

b. Select Report Card from the Report Focus drop-down.

& REPORT FOCUS - + NEWPROGR

Ali V
Jo Report Card jaﬂ
W

Ja

Dalnh 3

Report Focus

c. Select a student from the list. The student’s report card displays.
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d. Verify the marks transferred to the student report cards.

Willle Alejandrez - Grade 03 vaid Report Cam Entry. 127192013 - 752014
3nd Geade Repor Cand

7 inchece Auct Detad Cancevliacito List  [EEESLIELALITN S She Dl Sovellat Compate | View Fepon Card G To Overall Commants

Report Card Area Scome 1STQTR ZND GTR IR0 QTR 4TH QTR

Wiriting Strategies & Applscation

Use and Applcation of Research 4 4 4 | +
Hamaiive Wiling z 4 4 3 | +
Informative Repoits 2 4 4 2 ~ *
Summarnes 4 4 4 n | +
Response 10 Licratune 4 4 4 4 ]

Tardies |
o Ta Tay
18O 2nd Ctr Jrd Ot rd Ath Ofr
L] WO COMMENTS ENTERED. oMl 0 wark with ¥yl WO COMMENTS ENTERED.
5 @ pleasure i have in class

Student Report Card Preview
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Overriding the Final Mark

Marks must be on the report card in order to override. Marks can be
entered into the report card manually or by transferring the mark.

The final mark displayed on the Report Card Preview or Report Card Preview by Standards screen
is the system-calculated score. Override the final mark by entering another.
1. Select the desired mark for the report card item from Calculate Mark.

Report Card Preview g o

R (¥R Camol, N ¥4 Grade(1) SEC-0102/ 15t Or =

Leck Sgn Owt Suppon Help)

Select Student

Axron, lan v Transfer Marks for Adeon, lan Transfer Al Studess Marks

Report card preview for students in Camoll, M 3/4 Grade(1)
The below grades represent weighted scores based on the cument peniod. Click 1o extlude classes you do not wish to affect the final grade.

Report Card em Calculated Mark Owerwrite All Total Points Matalie Carroll
Report Card Mark (YR) Carroll, N ...
i i v 0.00 /0 @.0%)y 35,28 140,00 (86 %1
Algabes and Funetions 35.28/ 40.00 (86.7%) 35.28 / 40.00 (B5.7%)
Messymerment snd Geometry ” 35.28 / 40.00 {BE.7%) 28/ T%r
Statistics Data Analysis and Pobabiity g | 35.28/7 40.00 (86.7%) 352874000 (88 Ty
1t IR :.q 35.28 / 40.00 86.7%) 2814 b
R " |NA | 18,02/ 20,00 (80.1%) 18.02 /20,00 (90.1%)

Report Card Preview Screen

Report Card Preview by Standards L) search Lock  Sign Out

L Johns, Mary  * Kindergarten(1) SEC:0KCEDQ-602 / MP4 ~ || Abbott, Billy ~ |Valid Report Card Eniry- Marking Period 4 (513/2016 - 8/14/2016)
Back to Abercromby, Fitch Next to Adams, Davis Transfier Marks for Abbott, Billy | Transfer All Student Marks to Report Card

Report Card Standards Analysis For Abbott, Billy

40 items.

O Overwrite A1 MaryJohnson  MaryJohnson

Report Card Item _ Mark overwrite (YR)Johnson  (YR)Johnson

Names uppercase letters of the alphabet

@  LA-GRK-RCO

Mames uppercace |etters of the alphabet -
1] LA-GRE-RCO1-LCOM 3 3(3.00)
LC1 - Names |etters of the alphab:

Report Card Preview By Standards Screen
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2. Selectthe Overwrite option next to the report card mark.

REpor Card Previen [ Complets O

Lotk Sign Out Suppon Help

L (¥R) Carol, N34 Grace(t) SEC:010Z/ 15t Qtr =

Select Student

Aarce, lan ¥ | TranaterMarks foe Aaron, lan | Trarster Al Student Marks

Report card preview for students in Camoll, N 3/4 Grade(1)

The below graces represent weighted scones based on the cument period. Click to exshude classes you do not wish to affect the final grade

Report Card liem Calculated Mark Creerwrite Al Total Poings Natalie Carroll

Report Card Mark (YR) Carroll, N ..
Mumber Sense L4 3 0.30 /0 {0.0%) 2874 796
4 g Fun 4w * 3 35.28. 40.00 (86.7%) 35,281 4000 (86, 7%
Measyrement and Geometry 3 v 3 35.26/ 40,00 {86.7%) 35.28/ 4000 (86.7%)

Report Card Preview, Overwrite Mark

Report Card Standards Analysis For Abbott, Billy

40 items
[ Owerwrite A1 Mary Johnson MaryJohnson |
Repart Card ltam Calenlated Mark  Mark overarite (YR)Johnson  |YR)Johnson
‘NEES LppPertaseichiers of ihe alphabet P [v M =
®  LAGRK-RCO R [ 3po0)
Names upperase letters of the alphabet A A RGEY S0 Ml
[1] 1 A-GEK-BON1 GO 2 303001

Report Card Preview By Standards, Overwrite Mark

o Select the Overwrite All option at the top of the column when many

= marks changed.

3. Transfer the mark to the student’s report card.

Entering Report Card Grades Manually

241

There are three methods for entering student grades onto the report cards. These include:

« Report Card Matrix — Use to enter grades for the whole class by report card areas/rows.

« Classic Mode — Use to enter students’ grades one by one for the different report card

areas/rows.

« Report Card Wizard — Use to enter students’ grades individually using additional data only

available on this screen.
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Using the Report Card Matrix

If report card rows do not correlate to any assignments in Grade Book, use the Report Card Matrix
screen to assign grades to multiple students.

1. Select Report Card Matrix from the Report Card menu. The Report Card Matrix screen
displays.

Report Card Matrix

A=) searn
A (¥R) Carroll, N 314 Gradaoe‘ﬂsl Qr = | | £HOPTIONS + o
Template: Report Card Rows:
3rd Grade ¥ || WRITING A @ Undo

1of8 - WRITING

Lock SignOut Support Help

Student WRITING Use and Application of Research Narrative Writing Informative Reports Summaries Response to Literature

Alejandrez, Willie A vl o 4 vy 4 |4 4 |4 4 |4 4 v

Antonio Gonzalez, James v|d |4 |4 v d | & |4

Report Card Matrix Screen

2. Select the focus. @

« Options — Select how to Sort Students By. (2]

4 )
Custom Sorting First Name and Custom Sorting Last Name are not
functional on the Report Matrix screen.

L OPTIONS «

Sort Students by:

i
E | Last Name A

First Name

Student (D
Custom Sorting First Mame

Custom Sorting Last Mame
Mickname

Report Matrix Screen
\ J

« Template — Choose the name of the report card template from the list, normally a
grade level name. (3]

« Report Card Rows — Select the rows to display. O The list of students in the class
displays along with the report card areas that the teacher is responsible for.
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7

.

« Togive same score to all the students in the class, select the
score from the list:

o Click # tofill all the blank fields below. 9

o Click + tofill all the fields. Existing grades are

« Tomove within a column:
o Press TAB to move down the column or SHIFT+TAB

« Use the up/down arrow keys to scroll through drop-

overwritten.

to move up the column

down items and press ENTER to make a selection

4. Click Save Scores.

Using Classic Report Card Mode

Use Classic Report Card Mode to enter or change a student’s report card.

1. Select Students from the Report Card menu. All report cards display with their status.

Students

9 Lock SignOut Support Help

A (YR)Davis, J 34 Grade(1) SEC:0102/ 4th Qr =

# OPTIONS +

& REFORT FOCUS = + NEWPROGRESSREPORT |~ @ VIEWREPORT CARDS || (& EDIT GOMMENT BANK

Class Report Card

(1 (2

Reporenne This Period (1/07

Report Cards Not Complete

James || | Alan * € Willie
Antonio Gonzalez #sih Johnson Alejandrez
Ty Joshua » Wayne »
@ Bahena Jolley
¢ Carlos il Ralph ]
ol Baker Lowe
Linda » || @ Kathryn >

MA&RK ALL COMPLETE —3 € MARK ALL NOT COMPLETE Report Cards Complete

Report Card Matrix Screen, Classic Mode
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« Options — Select from the drop-down: (1)

o Report Card Entry Mode - Select Classic from the drop-down.
« Show Inactive Students — Select the check box to view inactive students.

£ OFTIONS » | & REFORT FOCUS -

Report Card Entry Mode
| Classic ﬂ
O Show Inactive Students WP

[ Hide Student Pictures

. JONNSson

Report Card Matrix Screen

« Report Focus — Select Report Card. (2]

& REPORT FOCUS - =+ NEW PROGR

Al '
Jo Report Card jan

A
Ja

Dalnh =]

Report Card Matrix Screen

« View Report Cards — Click to view or print the report cards. ©

« Edit Comment Bank — Click to edit the comment bank. @
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2. Selecta student’s name. The student’s report card displays.

Synergy TeacherVUE &) Search Lock SignOut Suppert Help

A (YR) Davis, J 3/4 Grade(1) SEC:M02 / 4th QO ~

Back to Wilson, Joe Alejandrez, Willie - Grade 03 tonio Gonzalez, James
3rd Grade Report Card

[ Include Awdit Detsi ‘CancelBack to List Save/Back to List " SavaiMark Mot Complate WIEW REPORT CARD Go To Overall Comments.

Report Card Area Score 15T QTR 2ZND QTR 3RD QTR 4TH QTR

READING / LANGUAGE ARTS A . A

Word Analysis, Fluency and Systematic Vocabulary Development

Student Report Card Screen

Scores display when a teacher or specialist enters scores manually
or there are report card rows correlated to assignments.

« Include Audit Detail — Select to include an audit. @ An audit column displays next to

the report card rows. Click + to view the audit details.

Synergy TeacherVUE &) seanch Lock SignOut Suppart Help

A (YR) Davis, J 3/4 Grade(1) SEC:0M02/ 4th Qr =

Back to Wilson, Joe Alejandrez, Willie - Grade 03 Mext to Artonio Gonzalez, James
3rd Grade Report Card

M Include Audit Detsi CancelBack to List | 2R WIRES + Save/Mark Mot Complete | VIEW REFORT CARD Go To Cverall Comments

Audit Report Card Area Score 15T QTR 2ND QTR 3RD QTR 4TH QTR

Classic Mode, Audit Details
« View Report Card — Click to view a PDF of the student’s report card. (2]

« Enter any scores necessary from the list in in the current grading period column. ©

« Go to Overall Comments — Click to jump to the comment section of the report card.

o

3. Save any changes using one of the options.

Using the Report Card Wizard

The Report Card Wizard enables you to assign final grades by Report Card Area. When assigning
grades using this screen, you have additional information not available in the Classic Report Card
Mode.

1. Select Students from the Report Card menu. The Student Report Card screen displays,
listing all report cards and their status.

Copyright 2015-2018 Edupoint Educational Systems, LLC



Grade Book User Guide - Elementary

246 Chapter 6: Progress Reports and Report Cards

2. Select Wizard from the Report Card Entry Mode drop-down in the Options drop-down.

| £ OFTIONS - | & REFORT FOCUS -

Report Card Entry Mode
Wizard

O Show Inactive Students

. [ Hide Student Pictures

&' JUTINESON ]

Report Card, Options

3. Select a student name from Report Cards Not Complete. The Wizard opens.
4. Selectareport card item from Report Card Area. A breakdown of student information

displays.
Returm b Studen: Roster Wit ndrez Ao Pt e m
Report Card A=a Hareaifve Wiiting.
Harrative Wiiting 2 e f |
Letzarmatnn Heposty 1 Power 173 il
Lirnr
Sapfariaied 5 |
Fanpaaing i [ darswas 1 ¥
s Lasl 302 ="
Kb arm o e 3 Score )
& o
Spusitag
. Highest 1.73 .
Sy Fen ] 4
Lopars Lo Pramamitg e
Lruberansg Sty -
3
i bl Ll B Median 26T
Vi Arin Mean 35T i ]
Prevkarraeg Anl i3
Moge 173 D ol N el
[ mawe e e s
- . L o e _J
bz Semue Exisiing Scoie 3
W
Slgaby s amdd Fanzioes st Ofr

Andrews, M Beverlin 3rd Grade changeo(1) 2014 | HW 1 LWMB HOMEwon: Irs A00000 - | 2000
AR, M Beverin e Grase changea{1) Arfe014 Oty 1 Lasngueagps Agts (=175 14 0, 15.00
Report Card Wizard
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« The Highest Score, Lowest Score, Median, Mode, Mean, and Power Law information
displays for all assignments related to that report card area. (1)

Due to the nature of Power Law calculations, scores do not
[, display if any assignment has been marked a zero OR if there
“=L js not more than one scored assignment in the report card
area.

« A graph breaks down the student assignment scores, providing a visual model to help
base grading on. (2]

« Previous report card scores for the content area are depicted underneath the graph
along with the assignments tied to the report card area. ©

« The assignments that correlate to the selected Report Card Areas display at the bottom
of the screen. @

5. Select the desired grade/score next to the graph window. Once you select a score, it transfers
to the Report Card Area and the Wizard automatically moves to the next Report Card Area.

6. Choose an option:
« View Report Card — Click to view a PDF of the report card.
« Return to Student Roster
« Select another student.
o Enter comments.

« Mark Complete — Click to mark the report card complete and move to the next student.

Entering Grades as a Specialist

There may be teachers, particularly in an elementary school, who teach a subject to students from
several classes. Examples of these types of teachers include art or music teachers, physical
education teachers, reading intervention teachers, and speech therapists. These teachers may or
may not be assigned their own class sections within Synergy SIS.

Report Card Specialists — Specialists in standards-based schools that are not assigned their own
sections in Synergy SIS do not have access to the TeacherVUE software. See Loggingin as a
Principal, Specialists, or District Staff.

« They access Grade Book through the Grade Book Admin Login screen in Synergy SIS.
« They do not maintain their own Grade Book

« They use Grade Book to modify the sections of the report card assigned to their area of
specialty.
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Section Specialists — Specialists in standards-based schools that are assigned to their own

sections in Synergy SIS access Grade Book using TeacherVUE.

« They maintain their own Grade Book for their assigned sections.

« They can only modify the sections assigned to their area of specialty in the report card.

Report Card and Section Specialists use the Report Card Matrix screen to enter grades.

To enter grades as a specialist:

1. Loginto Grade Book.

« Report Card Specialist — Log in to Grade Book as a specialist and select the class

focus. Report Card Matrix screen displays.
« Section Specialist
a. Loginto Grade Book as a teacher.
b. Selectaclass. Grade Book opens.

c. Select Report Card Matrix from the Report Card menu. The Report Card Matrix

screen displays.

2. Select the report card Template, normally a grade level name. The list of students in the class
displays, along with the report card items/areas that the specialist is responsible for.

[ E If Section Specialist, select the Report Card Row if required. ]
Report Card Matrix £l g s Lock Sign Out Suppon Help
2 (YR) Garroll, N /4 Grade(1) SEC:0102 / 1st Qtr ~
Template: Report Card Rows:
v || WRITING v
Report Card Matrix
3. Select the student’s grade from the drop-down.
Report Card Matrix 2 TE Lock SignOut Suppon Help
2 (YR) Berriz, C Kind Pmif) SEC:ME2 [ 1st Qtr ~
Template: Report Card Rows:
D14-15 ¥ || ART v m Undo
Student ART
Gutierrez Galvez, Douglas | (S ¥ | L
Guzman, Gary l:l i
|r-1 [4
Report Card Matrix

4. Click Save Scores.
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Entering Report Card Comments

Before marking report cards complete, you may want to enter report card comments for each
student.

Using Classic Report Card Mode

1.

Select Students from the Report Card menu. The Student Report Card screen displays,
listing all report cards and their status.

Select Classic from the Report Card Entry Mode list.
Select a student’s name.
From the student’s report card screen:
« Toadd an overall comment:
a. Click Go To Overall Comments. The screen jumps down to the comment

Synergy TeacherVUE &g se=rn Lock Sign Out Support Help
L (YR} Camoll, N 34 Grade({1) SEC:D102/ 15t Qtr ~
Willie Alejandrez - Grade 03
4th Grade Dynamic SBRC Report Card
EPT e mm— -
Report Card Area Score 1STQTR 2ZND QTR 3RD QTR 4TH QTR
Characteristics of Successful Leamers
Respects Others 2 v + 4
Chiveby P in | eaming 2 v + 3

Student Report Card Screen

b. Click : for the grading period to edit the comments. The Comment section

Completes Viork 3 v 4 4
Follows Scheol & Classroom Rules z v 2
Go To Top
Ist Ctr & | zaar £ | smar & | atharr e
NO COMMENTS ENTERED. MO COMMENTS ENTERED. NO COMMENTS ENTERED NO COMMENTS ENTERED.

Student Report Card Screen, Classic Mode
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« Toadd acomment for a row on the report card, click £

Back to Abbott, Billy Brown, Alice - Grade 02 alid Report Card Entry: Nextto Brown, Mary
12/29/2016 - 752017
Standards-based - Grade 02 Report Card
B Inchude Audt Detsd GancelBack to List o Save/Merk Compietz || VIEW REPORT GARD Go To Oversll Comments
Report Card Area Score QTR1 QTR2 QTR3 QTR4 FINAL

Takes responsibility for actions v ¥+
Demonstrates active listening skills v +
Works effectively within a group v ¥
Resolves confiict effec tively v +
\dentifies, pursues, and refiects on goals v ¥+
Follows direttions . ¥
Exhibits organizational skills v ¥
Completes assignments on time Ad +
Uses time constructively Ad +
Is a respectful and contributing participant in . ¥
school

Demonstrates self control v ¥
Follows established routines v ¥
Life, Work, and Citizenship Skills Comments -no comment- rd
Materials used to assess the standards v ¥+

Student Report Card Screen, Classic Mode

5. Enter comments:

QTRS3 Life, Work, and Citizenship Skills Comments

SHComment Bank + 9
Add From Comment Bank Add to Comment Bank
Fast Filter x

+ Have a nice summer. -

+ It was a pleasure to have John in my class this school year. Have a nice summer.
+ It would be bensficial for him to read and write on a regular basis this summer.
+ It would be beneficial for John to read and write on a regular basis this summer.

% It would be beneficial for John to read daily this summer
o 1+ winnild b hanafinial far lahn tn raad far ol thic.

Student Report Card Screen, Report Card Comments
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« Main comment area - Enter comments specific to the student. (1)

. Selecta Comment Bank. @
« Language — Select from languages used by your district.
o Subject — Select <NO SUBJECT> or a specific subject.
« Swap Type — Select from Student Name or Pronoun.
o Author — Select from All, District Comments, and My Comments.

£ Comment Bank -

Language:
English |}
Subject: |
Math LA

Swap Type:

Student Mame v

Author:

All v

Select Comment Bank

e Add From Comment Bank — Click + next to any comments that you want displayed.

©

The selected comments display in the main comment area.

E Not all teachers have permission to create their own
comments. Some teachers may be required to use only their
district’'s comment bank.
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« (Optional) Add to Comment Bank. @

a. Enter text for the comment using Swap Tags if necessary.

b. Click Add to Comment Bank. The comment display under Add From
Comment Bank.

{ N
Use a student name or pronoun placeholder code in your
comments and the system will replace the appropriate name
or pronoun text.
<<He>> <<She>> <<Name>>
<<his>> <<hers>>
<<him>> <<her>>
<<Userswap>> <<userswap>>

O For example, <<Name>> was a pleasure to have in class.

Swap Type exchanges either the name or pronoun
placeholders in the comment. The <<Userswap>>
placeholder enables you to use both a name and pronoun
placeholder in the same sentence.

For example, | hope <<Userswap>> has a good summer.

\ <<He>>was a pleasure to have in class.
v

6. Click Check Spelling to run a spell check.
7. Click Save Comments.

Using Mass Assign Comments

Use the Mass Assign Comments screen to assign district and teacher-created comments from the
Comment Bank to multiple students at the same time.

1. Select Mass Assign Comments from the Report Card menu. The Mass Assign Comments
screen opens.

Mass Assign Comments &g Lock SignOut Support Hel

xxxxxx

Comments Students s | wes

R
i e 0 -
<<name> > does not focus on task at ke ‘(‘__
= _
S

Ao, Jeky Sz, Wille Aot Gan 2tz

s, kxhua

e @0 B

iscuptive in class.

s Homed

Mass Assign Comments Screen
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Select a different grading period if necessary. (1]

Students — Select the student picture for one or more students to assign a comment. (2]
The selected student’s names appear shaded blue.

o Click Select All to have all students receive the same comment
o Click Deselect All to deselect the students.

Click Hide Pictures to see only the student names. O When pictures are hidden, the
student report card opens when the student name is selected.

If the student name is selected, the student report card opens.

. Filter the available comments using the fields. ©

. Select the comments to add to the report card and drag them onto the selected student. (4]
The comment displays next to the selected student.

StUdentS Select Al Hide Pictu

<<na does not complete
assigni

s

Dragging Comments To Selected Students
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4. Remove comments if needed:

o Hover over the desired comment and click to remove the red comment to delete a
single comment.

X
Tan doss nol complele
Assignmen s, Tan does nok
Tocus on sk &t hiand = %
'h T |

Aaran, [an Alejandrez, Willie

« Click X in the upper right hand corner to remove all comments added to a student.

Joshua does ok comgiete @
assignments.

[ Remove all comments for this student ]

| £

Bahena, Joshua Baker, Carlos

« Click Clear All Comments to remove all comments. @

5. Click Save.

Edupoint Proprietary and Confidential



Viewing Missing Marks

Grade Book User Guide - Elementary

Chapter 6: Progress Reports and Report Cards 255

The Missing Marks screen shows missing grades (marks) for the Standards Based Report Card.
You can filter the information displayed to help narrow results. The missing marks screen links to the
Report Card screen, enabling you to access and complete student’s report cards by selecting a
student’s name.

1. Select Missing Marks from the Report Card menu. The Missing Mark screen displays
students with missing marks on their report card for the selected grading period.

129442 Aaron, lan Id Grade READING / LANGUAGE ARTS

129442 Aaron, lan 3rd Grade READING / LANGUAGE ARTS  Vocabulary Development

129442 Aaron, an I Grade READING / LANGUAGE ARTS SomPrehension and Analysis of

129442 Aaron, |an 3rd Grade READING / LAMGUAGE ARTS  Literary Response and Analysis

129442 Agron, |an 2rd Grade WRITING

179442 amon lan A Grads WRITING Use and Application of
Missing Mark Screen

Select a focus. @

Export — Export the summary by clicking either XLS or PDF . (2]

Group — Drag the column headers to arrange or filter results. ©

Sort— Select the column to sort by ascending or descending order. (4]

Filter — Enter a keyword to sort the columns. (5]

2. Select a student name. The Report Card screen for the selected student displays.

3. Enter the missing marks to complete the report card.
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Marking Report Cards Complete

At the end of each grading period, you must mark report cards complete. The method used depends
on how you entered final grades on the report cards.

A vR) 2ND GENERAL HR(1) SEC:2003/ Tri 2 Grade ~ £ OPTIONS + NEW PROGRESS REPORT @ \IEW REPORT CARDS G EDIT COMMENT BANK
R rt Cards D This Period (2/16]
Class Report Card eport Cards Done This Period (2/16)
Repon Cards Not Comp‘e[e o MARK ALL COMPLETE 3 € MARK ALL NOT COMPLETE Repm"l Cards Comp‘ete
Billy » Keith d ¢ Erin ¢ Denise
Abbott Miller Davino Fuller
Bobby : Mary d 9
Brown Power
Jennifer 4 Larry »
Case Smith
Alexa d Kelly *
Jones Target

Class Report Card Screen
1. Select Students from the Report Card menu.
2. Mark the report cards complete:

« Toenter grades for a student:

a. Selecta studentin the Report Cards Not Complete column. (1]

Enter/edit grades or comments.

Click Save/Mark Complete. The student moves to the Report Cards Complete
column and the Student screen displays.

. Click 7 nextto any student’s name in the Report Cards Not Complete column. (2]
The student moves to the Report Cards Complete column.

« For all students — Click Mark all complete. © The students move from the Report
Cards Not Complete column to the Report Cards Complete column.

r

~
When viewing report cards, completed report cards display
Complete
Report Card View. = Lock Sign Out
1 (R)Smits, G 2ND GENERAL HR(1) SEC.2003/ T4 2 Grade = | | BACKTOSTUDENTS || GENERATE CLASS REPORT GARDS || GENERATE BLANK REFORT CARDS
Print Report Cards For: Smith, G 2ND GENERAL HR(1)
Student Name Language Tri 1 Grads Tri 2 Grade Tri 3 Grade
Erown, Babby Engh Complete: mplet:
Case, Jennifer Engi Complete Complets
Davino, Ein B Gompet
Jones, Alza Engi Complete mplet
Report Card View Screen
\. J
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Printing Report Cards

Once report cards are complete, you can view and print to a PDF.

1. Click View Report Cards on On the Students screen. The Report Card View screen displays
listing all of the students in the class and showing the status of their report card for each

grading period.
Students Searc Lock  Sign Out
1 ¥R #ND GENERAL HR(1) SEC:2003/ Tri 2 Grade ~ £ OPTIONS + <+ NEW PROGRESS REPORT @ VIEW REPORT CARDS (& EDIT COMMENT BANK

Report Cards Done This Period (8/16)

Class Report Card

Report Cards Not Complete MARK ALL COMPLETE ¢ € MARKALL NOT COMPLETE Report Cards Complete
Erin d Denise ¥ ¢ Billy € Keith
Davino Fuller Abbott Miller

€ Bobby € Mary
Brown Power

: Jennifer * Larry
Case Smith

Student Report Cards Screen

2. Generate the report card files:

Report Card View Searc Lock Sign Out

A (YR)Smith, G 2ND GENERAL HR{1) SEC:2003/ Tri 2 Grade BACK TOSTUDENTS | GENERATE CLASS REPORT CARDS || GENERATE BLANK REPORT CARDS

Print Report Cards For: Smith, G 2ND GENERAL HR(1) 9 e

Student Name Language Tri 1 Grade Tri 2 Grade Tri 3 Grade
View Q« Bilty Engish T Complete Complete
View wn, Bobby Engich ¥ Complete Complete
ew Case, Jennifer [ Complete Complete
ew Davino, Ein Engish ¥ Complete
View Fuller, Denise Engish ¥ Complete

Report Cards View Screen

« Forindividual students - Click View @ next to the student's name to preview the report
card. The student’s report card displays as a PDF in a separate window.

« Forthe entire class - Click Generate Class Report Cards (2 ] report card for each
student prints in a single PDF file that displays in a separate window.

E If a student’s report card is not complete, a blank report card
prints.

« For blank report cards to complete manually - Click Generate Blank Report Cards

© . Ablank report card for each student prints in a single PDF file that displaysin a
separate window.

3. Use the browser’s print function to print the report card.
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Using Report Card Item Analysis

The ltem Analysis screen displays the performance of their class on their report card items.

o Select Item Analysis from the Report Card menu. The ltem Analysis screen displays:

Item Analysis o 9 AV @ s Lock Sign Out Support Help

Report Card Template | 3rd Grade v Grading Period | 4th Qtr

Analysis Graph

Sort | Sort by Report Card Row v
ltem Ana\y5|s Graph

READING / LANGUAGE ARTS

Wocabulary Development

Comprehension and Analysis of Text

Item Analysis Screen

From the Item Analysis screen:

Report Card Template — Select the report card template. (1)

Grading Period — Select the grading period. (2

Analysis Graph - Use to display the performance of the whole class on individual
report card line items. (3)

Grid Details - Select to display individual student’s score on selected report card line
tems. @

Analysis — Select to analyze the class performance by student, class, gender,
ethnicity, or subject. e
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Viewing the Analysis Graph

The Analysis Graph tab displays the performance of the whole class on individual report card line
items.

Iltem Analysis L)@ e Lock SignOut Support Help
Report Card Template \_C’»Lt_j_G_rége _'_| Grading Period .@h_ggr _'_
Analysis Graph Gnd Details
Q===
ltem Analysis Graph

READING / LANGUAGE ARTS

Vocabulary Development 9

Comprehension and Analysis of Text

Literary Response and Analysis

MDITIN

Report Card Item Analysis Screen

« Sortthe display using either Average Score or Report Card Row. (1]

« Select acard line item to open the Grid Detail tab for that item. (2]

Viewing the Grid Details

The Grid Details tab displays individual student’s score on selected report card line items.

« Selectthe Grid Details tab OR select a report card item on the Analysis Graph tab.:

Item Analysis L) @ seach

Lock Sign Out Support Help

Report Card Template;"?»fa"fu"riaé_ v| Grading Peiod i:;l-{ﬁ_[]_t—r_- _v-;

Export: XLS F‘DFe

Report Card ltem Analysis

Report Card Item | Vocabulary Development v o

Class/Teacher Student Ttem

Mark
Carroll, N 3/4 Grade(1) Dorothy Jackson Wocabulary Development 4
Carroll, N 3/4 Grade(1) lan Aaron Wocabulary Development 4

Report Card Item Analysis Screen, Grid Details Tab
e Report Card Item — Select to view another report card item. (1]
« Sortthe columns by entering a keyword. (2]

« Export— Export the displayed results by clicking XLS or PDF . ©
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Analyzing Report Card Iltems

The Analysis tab of the Report Card Iltem Analysis screen enables you to select the way your class
datais analyzed.

1. Selectthe Analysis tab. This tab opens in Student Overview mode.

Item Analysis B search Lock SignOut Support Help
Report Card Template | 3rd Grade v | Grading Period |4th Qtr v
e G
Export to: XLS
Mode: | Student Cverview ¥
Page 1 of 3 (24 items) < [1] —a— >
m Student Name
RC Aaron Alan  Bonnie &B;EL Carl Carlos Dorothy Eugene Evelyn Gereld C:cwa;d Ian Jacqueline ﬁtmes Jane  Jean Joshua -
Bustamante Johnson  Vela T3 havez Baker Jackson Willams Vilanueva Werto = 2"S paron Charley OMO e Walker Bahena
Acuna Vazque Gonzalez Gon
Mlgebra and Functons ;
‘Comprehension and 1 1
Analysis of Text
Geography 1
Informative Repors 1 i
Listening Skills i
1

Literary Responss and 1

Report Card Item Analysis Screen, Analysis Tab

2. Select a different mode. Each mode as a default display that you can modify.

Mode Row Fields Column Fields Data Items
Student Overview | RC Item Student Name Mark
Class Average RC Item Class Name Value
Class Gender RC Item Class Name and Gender | Value
Class Ethnicity RC Item Class Name and Ethnicity | Value
Subject Average | Student Name | Subject Value

3. Change the view by dragging the headers to the different areas: Data Items, Column
Fields, and Row Fields.

Item Analysis A € searh Lock SignOut Support Help
Report Card Template | 3rd Grade v Grading Period | 4th Qtr v
-
Export to: XLS

Mode: | Student Overview ¥

Drop Data Items Here Drop Column Fields Here
Grand Total
Item Analysis Screen
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4. Use the drop-down arrow on the field headers to filter the results, if needed
5. Click OK.

Aaror
RC Item g =i

+ [(Show All) “
A4 Algebra and Functio| |
C o Comprehension andl- .
A Geography
=« Informative Reports _

- =u
-

1l

Ok Cancel

L

Filter Results

6. Click the field header name to sort ascending or descending order, if needed.

Student Name

U

Change Sort Order
7. Export the displayed results by clicking XLS, if needed.
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Running Grade Book Reports Reports Within Grade Book

1.

Click Reports on the Grade Book Main screen. The Grade Book Reports screen opens.
Grade Book Main

Sea Lock  Sign Out
A (s1) GEOMETRY(2) SEC:2615/1st6 Wk ~ || &% Fiters & Options ~ M
of 11 - Signed Parent Letters & Cakculator Contracts
SignedParent  Vocabulary Quiz  Bell Work B/11 - SignedProgress. by  Mole 1: Topic. Skills Practice Homework  Unit TestModule  Notebook Check
Letters & l#sx}mm 813 Report 8-25-16 HandQuad. AJB Quiz 96 Waorksheet 1 Auerage BH1- 1Topics A B & 1
00.00 e MAX:100 00 MAX:50.00 00.00 MAX: 100 00 MAX:100.00 MAX:100.00 :100.00 MAX:100.00 MAX:100.00
P00 SHBZE PTS:100.00 PTS:3000 MRS PTS:100.00 PTS:1.00 PTS:100.00 P P06 PTS:100.00
8452016 8192016 BiZ92016 802016 SHRME wT2016 SH22016 432016 9452016 SM52016
Student [ Grade Minor Minar Minor Minor Minar Minor Minor Minar Minor Major Major
Grade Book Main Screen

2. Selectareport from the report list.

Grade Book Reports

Grade Book Reports

| Detailed Progress Report
Ouput repor a5 POF v
Font Size [10

® Run report for current Class  ® Run report for 2l students

Row Height 15 Run report for “at risk” students

Run report for selected students
Use Student Name

Use Student Nickname
Use Student ID

Include Sub Class Assignments

Note: this opion may not apply 1 your

® Run report for l Assignments

Run report for selected Assignments

Grade Book Reports Screen

3. Select the Grade Book Reports options.

The options displayed vary based on the report selected. The following options are available:
» Use Student Name — Student identified by name.

« Use Student Nickname — Student identified by nickname.
« Use Student ID — Student identified by student id.

o Include Sub Class Assignments — Includes Sub Class Assignments, as well as main
class assignments.

« Run report for all Classes — Includes all classes.

o Run report for current Class — Includes only the current class.

« Run report for selected Class — Includes only classes selected in the list in the

report.

*'Run raport for eslected Classas

Jackson, K Am Govt|0)-SEC 1077
Jackeon, K Franch 10 1)-8EC: 1158
Jackeon, K French I 1)- 5EC: 1458

Jackeon, K Franch Wi 1)- 5501534 -

Grade Book Reports Screen
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« Run report for all Students — Includes all students in the selected class.
« Run report for “at risk” students — Includes only at risk students (as defined by the
teacher on the Grade Book Options tab.)

o Run report for selected students — Includes only students selected in the listin the
report.

=/ Run report for sslactad students

Amodd, Jason
Balloy, Evalyn
Back, Erlc

Bamal, Amanda -

Grade Book Reports Screen

o Run report for all Assignments — Includes all assignments.

o Run report for selected Assignments — Includes only assignments selected from
the listin the report.

*! Run raport for sslacted A ssignments

& saignment
Homewark
Project

@uilz -

Grade Book Reports Screen

All reports can be printed as a PDF. Select reports can also be printed as
an Excel worksheet.
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4. Select the report options.

Student Progress Options

Report Detail ® Detailed Header Text
Summary Only
Assignment Detail Options @ Show Notes

#/Show Comments

Show Assignment Description i
Footer Text
Show Due Date

'”“‘”“""“f” Grading Include Not For Grading

Show Chart
Show Score Type Options % Show Mark
#IShow Points

¥ Show Percentage

Page Orientation Landscape
Request Parent Signature @ show Signature Box
Cancel Run Report

Grade Book Reports Screen

See report description for details.

Some reports allow Headers and Footers be added to the report:
B « Header Text - Text entered in this text box displays above the
report detail.

« Footer Text - Text entered in this text box displays below the report

detail.
\ J

5. Click Run Report.
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Detailed Progress Report

The Detailed Progress Report displays:
« Each student’s current overall progress in class.
« Overall progress by assignment category.
» Assignment details, if selected.

Grade Book Reports

Grade Book Reports

Detailed Progress Report v
Cutpul report as PDF v
Font Size 10 Row Height 15

® Runreport for curent Class @ Run report for al students ® Run report for all Assignmerts
Run report for “at risk” students Run report for selected Assignments

Run report for selected students
Use Student Name

Use Student Nickname

Use Student ID

Include Sub Class Assignments

Student Progress Options

Report Detail # Detailed Header Text
Summary Only
Assignment Detail Options @ Show Notes

¥ Show Comments
Show Assignment Description A
Footer Text
Show Due Date

Inelude Not For Grading

Include Not For Grading

Show Chart

@I Show Mark =
#Show Points

@ Show Percentage

Page Crientation Landscape

Request Parent Signature @ show Signature Box

Cancel Run Report

Detailed Progress Report Interface Screen
Grade Book Reports Options

« Font Size — Font size must be between 8pt and 14pt.
« Row Height — Row Height for the report grids must be between 15 pixels and 45 pixels.

Student Progress Options

« Report Detail:

» Detailed — Adds assignment detail below the Summary area, displaying a list of
assignments with date, mark, points, percentage, assignment category, and
assignment name.

o Summary Only — Excludes details.
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Assignment Detail Options:
« Show Notes — Displays Public Notes for assignments on report output.

« Show Comments — Displays comments teacher assigned to student for a given
assignment.

« Show Assignment Description — Displays assignment description.
o Show Due Date — Displays the due date for assignments

Include Not For Grading Assignments:

« Include Not For Grading — Filters report output to hide/display assignments marked
Not For Grading.

Class Average Chart:

« Show Chart — Adds chart to top of report indicating selected student’s overall class
performance in relation to overall class average.

Show Score Type Options — Select options/details to display for each assignment: Show
Mark, Show Points, and Show Percentage.

Page Orientation

« Landscape — Prints the page in landscape orientation.

Request Parent Signature:

« Show Signature Box — Adds Parent Signature line to bottom of report.
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Detailed Progress Report
02/10/2017
Grading Period: 3rd Qtr

Student: Anderson, Paula Class: (YR) Jackson, K Cc-Persnl Dev.(7) SEC:0010

10: 879286 Teacher: Kathy Jackson

Grade: 12

Area Grade Score

Homework c- 720
Quiz B- 800
Assignment F 240
Project B+ sa0
Test D 4.0
Overall Class Grade D 65.6

Date Assigned |  Category Assignment Points Mark Commant

THAIZ016 Quiz Cuiz £.00/10.00 20 (B0.0%)

2012016 Test Test £.40/ 10.00 16 (54.0%)

2412016 Praject Project £.80/10.00 22 (BB.0%)

72512016 Assignment Assignment 2.40/ 10.00 & (24.0%)

TI2612016 Homewark Homeveork 7.20/10.00 18 (72.0%)

Parent Signature

Detailed Progress Report Output
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Detailed Progress Report By Subject

The Detailed Progress Report by Subject displays current performance in each subject area, by
student. This report displays the following in each subject area:

« Points earned / points possible

« Percentage of points earned

o Grade mark

« Performance by assignment type and on specific assignments

Grade Book Reports

Grade Book Reports

Detailed Progress Report By Subject T

*!Run report for cument Class ®/Run report for all students
Output report 5= PDF ¥ : .

Foun report for all Classas Run report for sslscted students
Use Student Name

Roun report for sslactsd Classss
Use Student Nicknams

Ues Student ID

Include Sub Class Assignments

Koter This opEan May Nt 3pply 10 Your cumantly selaciad repom

Progress Report Options

Header Text
Font Size Default ™
Page Orientation Landscape
Include Results From All Teachers Include All Teachers
l;"'}j: Mot For Grading Include Not For Grading P
Assignme -
Hide Letter Grade Footer Text
Request Parent Signature ¥ Show Signature Box
Show Assignment Arsss ¥ Show Assignment Areas
Show Assignments By Subject 4| Show Assignments
e
Cancel Run Report

Detailed Progress Report By Subject Report Interface Screen

Progress Report Options

« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape - Prints the page in landscape orientation.

« Include Results from All Teachers:

« Include All Teachers — Includes assignment results from all teachers and not just the
teacher in current focus.
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Include Not For Grading Assignments:

« Include Not For Grading — Includes assignments marked Not For Grading.

Hide Letter Grade:

« Hide Letter Grade — Does not display the letter grade in subject totals and assignment
type totals.

Request Parent Signature:

« Show Signature Box — Adds Parent Signature line to bottom of report.

o Show Assignment Areas:

« Show Assignment Areas — Displays each assignment type by subject area, and
student’s overall performance in them. Points earned / points possible, percentage of
points earned, and letter grade (if selected) are reported for each assignment type.

Show Assignments By Subject:

« Show Assignments — Displays list of all assignments in a subject and the student’s
performance on them. If Show Assignment Areas is selected, assignments are broken
down by assignment type. The date, assignment name, score (and percentage), and
points earned / points possible are displayed for each.

o« Show Comments:

o Show Comments — Displays the comment code for the mark.

0BOTI2017 Math Tast 2 Scora: 0(0.00) -|Missing | Points: 1.00/10.00

060212017 Math Tast Score: 20 (90.91) Points: 13.64 /15.00

Detailed Progress Report By Subject Output

Progress Report
Thursday, February 23, 2017

Student: Anderson, Sean Grade: 03
1D: 170754 Teacher: Nicole Mantle
Math 9.00/10.00 = 90.0 (A-)
Assignment 9.00 f 10.00 = 90.0 (A-)
02/232017 Jason Test Score: 9 (90.0) Points: 9.00/ 10.00

Detailed Progress Report By Subject Output
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The Summary Progress Report displays the student’s current progress in class. Progress by

assignment category can also be included in this report.

Grade Book Reports

Grade Book Reports

Summary Progress Report v

! Run report for all students
Output report s PDF * :

Run report for eslected students
Usa Student Name

Uss Student Nicknams
Usa Student ID

Include Sub Class Assignments

Mo This opfion may not apply o your curmenily selecied repart

Class Progress Report Options

Hazdar Tewt
Dropped Classes Option Show Dropped Classes
Fort Sze Defouit  ~
Page Orentstion Landscape
Missing Assignments Option #| Show Missing Assignments
Category Detsil Option #| Show Category Detail Footer Text
*! Student Mame/ Student 1D
Qircler by

Points

Parent Signsture Option *|Request Parent Signature

Cancel

Run Report

Summary Progress Report Interface Screen
Class Progress Report Options:

« Dropped Classes Option:

« Show Dropped Classes — Add the dropped classes to the report.

« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape — Prints the page in landscape orientation.

« Missing Assignments Option:

« Show Missing Assignments — Adds a Missing or Absent Assignments box to the
report. This box shows the date, assignment type, and assignment name of any

assignment that is missing.
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« Category Detail Option:

« Show Category Detail — Adds assignment category-level detail to the report. This
includes information about the number of assignments; points earned/points possible,
percentage of points earned, and mark earned, by assignment category.

o Orderby:

o Student Name/Student ID — Prints the Summary Progress Reports in alpha or
numeric order. If Hide Student Name is selected, the report prints in numeric order, by
Student ID.

« Points — Prints the Summary Progress Reports by student, in order of student points
earned, highest to lowest.

« Parent Signature Option:
« Show Signature Box — Adds Parent Signature line to bottom of report.

Summary Progress Report
2102017
Grading Period: 3rd Qtr

Boschee, Teresa
ID: 888853 Kathy Jackson
Grade: 12 Hope High School

(52) Rel Time, R Rt 5th Per(5) SEC:1875 728 SETUP
Category: Homework Weight 100.0 Total Assignments: 1 8.40710.0 840 SETUP
Category: CQuiz Weight 100.0 Total Assignments: 1 7.60710.0 76.0 SETUP
Category: Assignment Weight 100.0 Total Assignments: 1 8.407M10.0 4.0 SETUP
Category: Project Weight 100.0 Total Assignments: 1 2.00 0.0 200 SETUP
Category: Test Weight 100.0 Total Assignments: 1 10.00 10.0 100.0 SETUP

(52) Rel Time, R Rt 6th Per(6) SEC:1876 68.0 SETUP
Category: Homework Weight 100.0 Total Assignments: 1 240 M0.0 240 SETUP
Category: Quiz Weight 100.0 Total Assignments: 1 9,60 /10.0 96.0 SETUP
Category: Assignment Weight 100.0 Total Assignments: 1 8.40710.0 84.0 SETUP
Category: Project Weight 100.0 Total Assignments: 1 7.2010.0 720 SETUPR
Category: Test Weight 100.0 Total Assignments: 1 6.40 /10.0 64.0 SETUP

(YR) Jackson, K Cc-Persnl Dev.(7) SEC:0010 57.6 F
Category: Homework Weight 100.0 Total Assignments: 1 6.40/10.0 64.0 o
Category: Quiz Weight 100.0 Total Assignments: 1 4.80710.0 48.0 F
Category: Assignment Weight 100.0 Total Assignments: 1 520/M0.0 520 F
Category: Project Weight 100.0 Total Assignments: 1 3.60M0.0 36.0 F
Category: Test Weight 100.0 Total Assignments: 1 8.8010.0 880 B+

Parent Signature

Summary Progress Report Output
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Summary Progress Report By Report Card

The Summary Progress Report by Report Card Area displays current progress in class by:

« Report card area
« Student. Report

The report card areas are defined by the school’s actual report card.

Grade Book Reports

Grade Book Reports

Summary Progress Report By Report Card Area * | g Run report for cument Class ®'Run report for all students
Output report as POF ¥
Run report for all Classes Roun report for sslected students
Usa Studant Nama
Run raport for sslacted Claseas
Uss Studant Nickname e optn PR p——

Uss Sudent ID

Include Sub Class Assignments

Mo fhis opion may not 3ply 10 Your currantly salacted repart
Feport Options
Font Size Defait ¥ Header Text
Page Crientation Landscape
Request Parent Signature #| Show Signature Box
e
Footer Text
g
Cancs! Fun Fieport

Summary Progress Report By Report Card Area Report Interface Screen
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Report Options
« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape — Prints the page in landscape orientation.
« Request Parent Signature

« Shows Signature Box — Adds Parent Signature line to bottom of report.

Student Progress Report
2/23/2017
Grading Period: 4th Qtr
Anderson, Sean

D: 170754 Nicole Mantle

Grade: 03 Adams Elementary
Report Card Area Mark

English Language Arts Grades Points: 8.00/10.00 (90.0%) A

Mathematics Grades Points: 9.00/10.00 (90.0%) A
Parent Signature

Summary Progress Report By Report Card Area Output
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Print Grade Book

The Print Grade Book Report displays a printed version of the Grade Book. Students are listed on
the report with their performance on each assignment. The detail is based on the setting in the
Grade Book Main screen:

« If Standards mode, Grade Book prints standards.
« If Assignments, Grade Book prints assignments

Grade Book Reports

Grade Book Reports

Print Grade Book v

Outout report 55 FOF = *'Run report for current Class
=port 55

Run raport for all Clasess

Uses Student Name
Run raport Tor selected Classss

Usee Student Nicknams

Uss Student 1D

Include Sub Class Assignments

Note il oplian may not 3pply 10 your cumenily salecied report

Report Options.

Font Size Default  *
Page Orientstion #I|_andscape
Canoel Run Report

Print Grade Book Report Interface Screen
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« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape — Prints the page in landscape orientation.

(YR) Jackson, K Cc-P¢rsnl Dev.(f) SEC:0010
Page 1 of 1
Project Homework Test Aszignment Quiz

MAK:25.00 MAY:25.00 MAY:25.00 MAK:25.00 MAX:Z5.00

PTS:10.00 PTS:10.00 PTS:10.00 PTS:10.00 PTS:10.00

TI2S2016 TI2E2016 TI24I016 TI2HANE THTI20N6

Student Grade Project Test Assignment Quiz

Sowards, Jatk TTAC 22 Fi 25 12 17
Sowards, Philp 6160 14 18 24 ] 13
Shahidinejad, Christine 752C 18 16 18 23 18
Pacs, Tery ETBF 9 18 14 7 24
Nichals, Harry 6360+ 24 25 5 18 17
Les, Martha 628F 12 17 12 18 7
Kaieg, Masie 66540 23 7 b1 24 ]
Keller, Bruce 6400 22 24 5 b 7
Hariisan, Afna B44F 17 8 24 ] 10
Giles, Louise: 53.6F 14 13 14 ] 21
Buchanan, Rebecea 59.2F 18 [ L 20 k1)
Boaches, Teresa ETBF ] 16 22 13 12
Earrall, Tereaa T1ZC- 18 23 14 13 k1)
Bariks, Glodia BEBE+ 23 23 22 22 7
Andessan, Paula 6580 22 18 16 ] 20

Print Grade Book Report Output
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The Blank Grade Book Report displays a blank printed version of the Grade Book. Each student is

listed on the report as well as blank columns to add new assignments and scores.

Grade Book Reports

Grade Book Reporis
Blank Grade Book
Output report a5 PDF

Uss Student Name
Uss Studant Nickname

Usa Student ID

Bilank Gradebook Options

Print Extra Lines at the bottom of
the report

Font Size

Page Onientation

Include Oversll Grade

Cance!

Mo s oplion may nol 3pply 10 your curmes

**! Run report for cument Class
Run repaort for all Clsssss

Run report for sslacted Classss

Include Sub Class Assignments

ety selecied repart

| Show Extra Lines

Default  *
Landscape

*Include Cverall Grade

**! Run report for all students

Run report for sslscted students

Run Report

Blank Grade Book Report Interface Screen
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Blank Grade Book Options

« Print Extra Lines at the bottom of the report:

« Show Extra Lines — Adds blank lines to the bottom of the report to allow you to write
new or transferred students’ names.

» Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape — Prints the page in landscape orientation.
« Include Overall Grade:

« Include Overall Grade — Includes the students’ current overall grade in the class.

Grade Book Grid

Hope High School 2110/2017 Grading Period: 3rd Qtr

{YR) Jackson, K Cc-Persnl Dev.

(7) SEC:0010

Anderson, Paula 656 D

Banks, Gloria 888 B+
Barratt, Teresa 712 C-
Boschee, Teresa 576 F

Buchanan, Rebecca 582 F

Giles, Louise 536 F
Harrizon, Anna 544 F
Keller, Bruce 640 D
Krieg, Marie 664 D
Lee, Martha 528 F
Nichols, Harry 696 D+
Pace, Terry 576 F
Shahidinejad, Christine |75.2 C
Sowards, Jack 776 C+
Sowards, Philip 616 D-

Blank Grade Book Report Output
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Assignment Detail Report

The Assignment Detail Report displays each student’s performance by assignment including the:
« Student marks
« Points earned/points possible
« Notes

Grade Book Reports

Grade Book Reports

| Assignment Detsil Report * |
) Run report for current Clase '®) Run report for il studants ®)Run raport for al Assignments
| Output report as PDF ']
' Run report for al Classas O Run report for “at ek stugents ! Run report for selected A ssignments
uss student Hame
Run report for sslected Clasees ) Run report for sslected students
"“AUpe Student Nicknams ol L g cn ks e ired s g

"“Ups Studant ID

Include Sub Class Assignments
Mot WS gpiion May not 3pply 10 YOur Currently salected

repan

Report Options

Mote: these options are genenic and may not apply to your currently selected report.

Fort Size | Defauit = | Header Text
Page Crientation Landscape
Request Parent Signature ! Show Signature Box
P
Footer Tewt
P
Cancel Run Report

Assignment Detail Report Interface Screen
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Report Options
« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:
« Landscape - Prints the page in landscape orientation.

« Request Parent Signature:

« Show Signature Box - Adds Parent Signature line to bottom of report.

Assignment Results
02/10/12017
Kathy Jackson (YR) Jackson, K Cc-Persnl Dev.(7) SEC:0010
Homework Homework T126/2016
Student Mark Points Comment Status
Anderson, Paula 18 7.20/10.00
Banks, Gloria 23 9.20/10.00
Barrait, Teresa 23 9.20/10.00
Boschee, Teresa 16 6.40/10.00
Buchanan, Rebecca 6 2.40/10.00
Giles, Louise 13 5.20/10.00
Harrison, Anna 8 3.20/10.00
Keller, Bruce 24 9.60/10.00
Krieg, Marie 7 2.80/10.00
Lee, Martha 17 6.80/10.00
Nichols, Harry 25 10.00/ 10.00
Pace, Terry 18 7.20/10.00
Shahidinejad. Christine 16 6.40/10.00
Sowards, Jack 21 5.40/10.00
Sowards, Philip 18 7.20/10.00

Assignment Detail Report Output
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Student Missing Assignments Report

The Student Missing Assignments Report displays a list of all Missing or Absent Assignments, by
student, including the:

» Date
» Assignment type
» Assignment name

« Notes

Grade Book Reports

Grade Book Reports

Student Missing Assignments Report ¥

Outout  as POF = ' Run report for current Clase % Run report for sl students
put report as

Run report for all Classes Run report for eslected studente
Uss Studant Nams

Run report for eslected Clasess
Usa Student Nicknams s e oy cen Lk seversa rranusss g L1 e

Uss Studsnt 1D

Include Sub Class Assignments

Wiges hiis oplan may not 3pply 1o your curmently selected repart

Report Cptions
Font Size Default  ~ Header Text
Page Orientation Landscape
Request Parent Signature ¥ Show Signature Box
4
Footer Text
A
Cancel Run Repaort

Student Missing Assignments Report Interface Screen
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Report Options

« Font Size — Adjusts the font size 1-3 point sizes.
« Page Orientation:

« Landscape — Prints the page in landscape orientation.
« Request Parent Signature:

« Show Signature Box — Adds Parent Signature line to bottom of report.

Student Missing Assignments Report

2/10/2017
Grading Period: 1st 6 Wk

Abbott, Philip
1D: 123456 James Brown
Grade: 10 (1st 6 Wk) GEOMETRY(2) SEC:2615
Date Assignment Type Subject Assignment Notes
302016 Mirar Constructions by Hand/Quad. Angle Sum Practice In Class Assignment
Parent Signature

Student Missing Assignments Report Output
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Missing Assignments Summary Report

The Missing Assignments Summary Report displays a list of all students with Missing or Absent

Assignments. The report includes the:

« Studentname

« Date

» Assignment type
» Assignment name
» Notes

Grade Book Reports

Grade Book Reports:
Missing Assignment Summary Report *
Output report as FDF T
Usa Student Namea
Usa Studant Nicknams

Usa Student ID

Include Sub Class Assignments

Mol Tris opion may nol apply io your currently seleciad report
Report Options

Faont Sze Default
Fage Onentation Landscape

Request Parent Signsturs ¥ Show Signature Box

Canoe!

*/Run report for cumrent Clase
Rum report for il Classss

Rum report for eslected Classss

*!Run report Tor all students

Run report for eslected students

Header Text

Footer Teaxt

Run Report

Missing Assignments Summary Report Interface Screen

Report Options

« Font Size — Adjusts the font size 1-3 point sizes.

« Page Orientation:

« Landscape — Prints the page in landscape orientation.
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« Request Parent Signature:

« Show Signature Box — Adds Parent Signature line to bottom of report.

Missing Assignment Summary Report
Missing or Absent Assignments 21002017 Grading Period: 1st 6 Wk
(1st 6 Wk) GEOMETRY(2) SEC:2615
Student Date Type Assignment Notes
. : Constructions by Hand/Quad. Angle Sum
Abbott, Billy D — Practice In Class Assignment
Abbott, Billy 091212016 Minor Skills Practice Worksheet 1
Abbott, Billy 08/28/2016 Minor Signed Progress Report 8-25-16
Barrett, Dennis 091212016 Minor Skills Practice Worksheet 1
Case, Mary 081812016 Minor ‘ocabulary Cuiz
Case, Mary 08/28/2016 Minor Signed Progress Report 8-25-16
Case, Mary 091212016 Minor Skills Practice Worksheet 1
Downton, Abby 08/29/2016 Minor Signed Progress Report 8-25-16
Downton, Abby 091212016 Minor Skills Practice Worksheet 1
! . Constructions by Hand/Quad. Angle Sum
Downton, Abby 08/30/2016 Minor Practice In Class Assignment
Downton, Abby 091512016 Major Motebook Check 1
Early, George 08/18/2016 Minor ‘Vocabulary Quiz
Early, George 091212016 Minor Skills Practice Worksheet 1
Early, George 08/29/2016 Minor Signed Progress Report 8-25-16

Missing Assignment Summary Report Output
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Class Summary Report

The Class Summary Report summarizes each student’s performance in class. Overall Grade
(percentage and mark), performance in each assignment type (percentage and mark), and number
of missing assignments are displayed on this report.

Grade Book Reports

Grade Book Reports:

Class Summary Report T
Output report as FDF T
Font Size |10 Row Height |15

“® Run report for cumrent Claes ! Run report for all students
Rum report for all Classes Run report for eslected students
Rum report for eslected Clagsss
Uss Student Name ke Tl o o ik vl i
Usa Student Nicknams
Usa Student ID

Include Sub Class Assignments

Mot Tl opllan may nat 3pplly 10 your cumently sefected report

Cancel Run Report

Class Summary Report Interface Screen

Grade Book Reports Options

« Font Size — Font size must be between 8pt and 14pt.
« Row Height — Row Height for the report grids must be between 15 pixels and 45 pixels.

Class Summary Report
2/10/2017 8:59:34 AM
Grading Period: 3rd Qir
Class: (YR) Jackson, K Cc-Persnl Dev.(7) SEC:0010
Teacher: Kathy Jackson
Student Overall Grade Homework 100.0 Quiz 100.0 Assignment 100.0 Project 100.0 Test 100.0 Missing
Anderson, Paula 656 D 720 C- 80O B- 240 F 880 B+ 640 D
Banks, Gloria 838 B+ 20 A B40 B 88.0 B+ 920 A- 880 B+
Barratt, Teresa T2 G- 20 A B840 B 520 F 720 G- 560 F
Boschee, Teresa 576 F 640D 480 F 520 F B0 F 880 B+
Buchanan, Rebecca 5892 F 240 F B840 B 80.0 B- 720 G- 3BOF
Giles, Louise 536 F 520 F 8B40 B 200 F 560 F 560 F
Harrison, Anna 544 F R2OF 400 F 3BOF 68.0 D+ 850 A
Keller, Bruce 640D %60 A 280 F 88.0 B+ 88.0 B+ 200 F
Krieg, Marie 664 D 280 F 320F 96.0 A 920 A- B40B
Lee, Martha 528 F 630 D+ 280 F 720 C- 480 F 480 F
Nichols, Harry 69.6 D+ 100.0 A+ 68.0 D+ 840 D 960 A 200 F
Pace, Terry 576 F 720 C- 25.0 A 280 F 380 F 56.0 F
Shahidinejad, Christine 752 C 640D 720 C- 92.0 A- 760 C 720 C-
Sowards, Jack 776 C+ Bso0g 68.0 O+ 480 F 88.0 B+ 1000 A+
‘Sowards, Philip 616 D- 720 C- 520 F 320F 56.0 F 2950 A

Class Summary Report Output
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Chart - Assignment Student Performance

The Assignment Student Performance chart displays a graphic chart of the performance of a class
on an assignment by student.

Grade Book Reports

Grade Book Reporis

Chart: Assignment Student Performance ™ | o _
= Run report for current Claes ) Run report for 2l students
Output report as PDF % sasct assignment to Chart:

Fum report Tor sslected students
Uss Studant Nams

Uss Studant Nicknams
Bl Work 14 - 113

Uss Studant ID
) Exponantial Eqe. Not Requinng Logs Kuta
Include Sub Class Assignments Softwars Workshast
Niote: TS apian may Nt apply 10 Your currenty salectsd Homework Average-Unit 4 -
repart
Cancel Run Repaort

Chart: Assignment Student Performance Report Interface Screen
Grade Book Reports Options

« Select assignments to Chart — Includes only the assignments selected in the list.
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(YR) Jackson, K Cc-Persnl Dev.(7) SEC:0010 - Assignment

Student Assignment Results Chart
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Student Assignment Results Chart Output
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Chart - Class Grade

The Class Grade Chart displays a graphic chart of the student's grade to date.

Grade Book Reports

Grade Book Reports

Chart: Class Grade

' Run report for current Clase  *®/Run report for all students
Output report as PDF = ="
Uss Studsnt Name

Uss Student Nicknams
Uss Studsant ID

Include Sub Class Assignments

Nies Triis apian may not 3oply %0 your curmently salecled repart

Cance!

Rumn report for sslacted studants

Run Report

Chart: Class Grade Report Interface Screen
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Class Grade Chart

(YR) American Government
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Class Grade Chart Output
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Chart - Class Category Summary

The Class Category Summary Chart displays a graphic chart of the performance of a class on by
assignment types to date by student.

Grade Book Reports

Grade Book Reports

Chart: Class Category Summary bl

®! Run report for cument Class ' Run report Tor all studants
Qutput report as POF -)p b ap

Run report for sslacted students
Uses Student Name

Uss Student Nicknams

Uss Student ID

Include Sub Class Assignments

MNotex Tils oplion may not 3pplly 10 your curmently salecied repan

Cance! Run Report

Chart: Class Category Summary Report Interface Screen
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Class Category Summary Chart

Anderson, Paula

Banks, Gloria

Barratt, Teresa

Boschee, Teresa

Buchanan, Rebecca

Giles, Louise

Harrison, Anna

Keller, Bruce

Krieg, Marie

Lee, Martha

Nichols, Harry

Pace, Termry

Shahidinejad, Christine

Sowards, Jack

Sowards, Philip
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Class Category Summary Chart Output
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