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The following Change Log explains by Product Version, Heading, Page and Reason where
changes have been made in the ProgressBook GradeBook Teacher Guide: Getting Started.
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Heading

“Discipline”

Throughout Guide

“Set Up Default Preferences for
Assignments”

Throughout Guide

Throughout Guide

“Grades”

Throughout Guide

“Class Dashboard Symbols”

“Student Profile Information”

“Enter Class Assignment Marks
for a Default or Custom Setup 1
Class on Assignment Marks
Screen”

“GradeBook Grid”

“Assignment Maintenance
Screen”

Throughout Guide

Page

31

N/A

77

N/A

N/A

107

N/A

10

29

79

85

104

N/A

Reason

Updated screen shots to reflect new user interface and
updated procedures for viewing and adding discipline
incidents.

Continued to update screen shots to reflect new user
interface.

Added section.

Updated Setup Custom Options references to Setup
Preferences and updated related screen shots.

Updated Class Dashboard screen shots to reflect new
disability, medical, custody, and birthday icons.

Updated screen shots and text to include new Grade
Level drop-down list on Report Card Entry / Interim
Entry screens.

Continued to update screen shots to reflect new user
interface.

Updated table to display VirtualClassroom quiz and
discussion activity icons.

Updated Student Profile screen Personal tab screen
shot to reflect addition of life-threatening medical alert
icon. Updated screen shots throughout section to reflect
new user interface.

Added note that you can now copy an entry from the
first field in a column to all others in the column or clear
all entries in a column..

Updated table to include VirtualClassroom quiz and
discussion icons.

Updated screen shot and text to reflect VC column
name change to Activity.

Began to update screen shots to reflect new user
interface.
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Welcome to GradeBook

GradeBook is a classroom management solution that integrates grade book, lesson plan
development, attendance, special education, and parent communication into one comprehensive,
Web-based system. GradeBook provides a user-friendly interface for teachers, school
administrators, cafeteria personnel, and others to track and maintain student information. Class
and student data is automatically populated into GradeBook from Studentinformation, eliminating
the need for data re-entry. GradeBook supports standards-based reporting, which is essential in
today’s education environment.

Log In to GradeBook

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Log-In-GradeBook

Before you start using GradeBook, you need to log in. Before you log in, contact your GradeBook
system manager for the login address or URL of the GradeBook Web site, as well as your login
information.

1. On the login screen, in the Domain drop-down list, select your domain.

Note: Once you select a domain, the system remembers the last domain
accessed.

2. In the User Name field, enter your user name.

Note: If you do not enter a user name, you receive the following message:
“Please enter your user name.”

3. Inthe Password field, enter your password.
Note: By default, ProgressBook authenticated password requirements are eight
characters with at least one uppercase letter, one lowercase letter, one number
and one special character; however, your district may have different requirements.

4. Click Sign In.

Note: Signing in to any ProgressBook application signs you in to all ProgressBook
applications to which you have access.
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Welcome to GradeBook

Domain

Beta E
User Name

hindsg

Password

Note: For ProgressBook authenticated users, once you log in, if your password is
soon to expire, the Your password is expiring soon! screen displays. The
following message displays: “Your password will be expiring on ‘MM/DD/YYYY’
‘H:M:S"*AM/PM'. Would you like to change your password now?” Underneath the
message, you have the following options: Change Password or Continue.

Your password is expiring soon!

Your password will be expiring on 10/19/2012 12:23:36 PM. Would you like to change your password now?

hange Passworg or

Note: If your password is expired, CentralAdmin displays the Password expired
screen, and you must change your password to access ProgressBook
applications.

Note: If you enter your user name and/or password incorrectly or if your account
is locked, you receive the following message: “The User Name or Password
supplied is invalid or your account may be locked.”

Note: If your account is locked, the amount of time it is locked is based on system
settings. By default, it remains locked for 5 minutes; however, your district may
have different settings.
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Welcome to GradeBook

Sign Out of GradeBook

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Sign-Out-Gradebook

When you click Sign Out in the upper-right corner of any GradeBook screen, you are logged out
of all ProgressBook applications, and the CentralAdmin sign out screen displays.

= Teacher Home Page

P """"1'!"'55_/85;&33" Click Sign In to log in to
e r s

ProgressBook applications.
Y{%n/

Find the Information You Need

The following sources of information are available to help you use GradeBook:

* Tool Tips — To view a description, place your cursor over a button, icon, or option.

* GradeBook Help — Click the Help link on any screen to display information that
describes the main task being performed on that screen. For more information, see
“Use GradeBook Help.”

* ProgressBook Logo — Click the ProgressBook logo on any screen to send feedback to
your specified technical support staff.
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Welcome to GradeBook

Use GradeBook Help

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Use-GradeBook-Help

GradeBook Help provides overview, procedural, and reference information about GradeBook.
View the help topic related to the screen you are viewing by clicking the Help link in the upper-right
corner on any GradeBook screen.

GradeBook Help displays in a separate tab or browser window (depending on your browser
settings) where you can browse the table of contents for specific topic titles, search for information
in the index by using keywords, or type a word or phrase in the search field to return a list of
possible help topics.

To print a help topic, click % located in the navigation pane of the GradeBook Help window, and
then click Print on the Print window.

Navigate GradeBook

The Teacher Home Page is the first screen that displays when you log in to GradeBook and
provides access to the functions available to you. The banner located across the top of every
screen provides different links for navigating GradeBook.

* GradeBook — Return to the Teacher Home Page.

* PA Admin — Opens the ParentAccess Administration screen for GradeBook teachers
with School Web Author and District Web Author privileges.

* Help — Displays the help topic related to the screen.
* Sign Out — Ends all ProgressBook applications’ sessions.

Progressé%k + Class Dashboard Grade Book | PA Admin | Help | Sign Out

Grade Book

Welcome Ophelia Nelson!

On the left side of the Teacher Home Page, in the Classes area, click any class link to access

the Class Dashboard for that class. To access the Class Dashboard from most other screens
in GradeBook, click the Dashboard or Class Dashboard link that is located in the upper left-hand
corner under the GradeBook logo.

Progreséé%k o See s Grade Book | PA Admin |Help| Sign Out

Grade Book

Dashboard Class: ERIEETEIR  Grading Peiicd: ENEETEE o
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Welcome to GradeBook

Use the Application Quick Launch

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Quick-Launch

You can use the application quick launch to easily navigate between ProgressBook applications.
1. In the banner, to the right of the GradeBook logo, click the application quick launch icon.

In the application quick launch area, logos display for all other ProgressBook applications
that are registered in CentralAdmin.

2. To open another application that you are authorized to use, click the application’s logo.
The application opens in another window or tab depending on your browser’s settings.
Note: To close the application quick launch without navigating to another

application, click the application quick launch icon again, or click the screen
anywhere outside the application quick launch area.

ngﬁs&%? ¥ Teacher Home Page

X ) Studentinformation

ProgressBock,
ﬁ SpecialServices

L GradeBook By %?;ESeN:tes

ﬁ Studentinformation

Teacher Home Page

The Teacher Home Page is the first screen that displays when you log in to GradeBook. All items
in the Classes, Features, Average Calc Setup, and Administration menu areas are links. You
can hover your cursor over each link for more information about that item and click a link to
navigate to another screen to perform a desired task. You can select and run classic or Report
Builder reports if the Reports feature is enabled, and you can search for a student if the Student
Search feature is enabled. If you are assigned to more than one district, you can change the
district in the Select a district list.

For your convenience, many of the same tasks that you access from the Teacher Home Page,
you can access from the Class Dashboard as well. However, you can only access several of the
GradeBook administrative tasks from the Teacher Home Page.
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Welcome to GradeBook

1 ——
ProgressBok| - Teacher Home Page

" GradeBook

Welcome Wendy Cabalt

Classes

ntermediate Linguistics: 1

EditList| |Class Administration
Seating Chart

Past Homework

Post Class Information

Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Leaming

Dashboard
Assignments & Marks

Assignment Details / Assignment Marks

Add a Recurring / Maintenance

GradeBook Grid / 5 Day View

Enter Report Cards / Enter Interims
Students
Student Information

Submit Discipline

Reports

Average Calc Setup

Setup Assignment Types
Setup Calc Methods & Weights
Setup Grading Scales

Administration

Setup GradeBook Access
Setup Lesson Plan Sharing
Setup Groups Within Classes
Setup Preferences

Setup Classes for ParentAccess
Group Classes Together
Transfer Student Marks
Exclude Lowest Mark
Update Email Address

Bank Maintenance

Change Your Password

GradeBook | Help | Sign Ouf

Introduction to Linguistics: 1 Daily Attendance (HR) Selecta Report B
Psychology: 24 Lunch Counts Student Search
Sociology: 1 Period Attendance

Student Name Search

Class List

Class naming conventions and scheduling are set up in Studentinformation. However, you can
change the display name and order in GradeBook for your classes using the Edit List option. You

can also hide a class that does not meet in the current grading period.

Edit Class List

To view a video of this procedure, go to:

http://www.progressbook.com/Videos/GB/Edit-Class-List

1. On the Teacher Home Page, click the Edit List link in the Classes area.

2. Onthe Class Setup screen, type the new name for the class in the Class Alias (Optional)
column.

3. Type a number in the Order column to designate the order in which you want the class to
appear on the Teacher Home Page.

Select the check box in the Hide column to hide the class from your GradeBook.
Click Save.
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Welcome to GradeBook

Click to open the Class
Setup screen.

ot List

Classes

intermediate Linguistics: 1
Introduction to Linguistics: 1
Peychology. 24

Sociology: 1

ngressBd-%k - Class Setup

GradoBook

s ths farm fa ude classies fom your gradebook and Lo change the oder that clsses appear in your GradeHook Yoo can alse assign ahis names to you classes

These aliases only apply 1o your gradebook and will not be reflected on report cards

Class Courss ID School Class Alias (Optlonal) Order Hide?
Intermuedsate Linguistics, 1 WOHS [Imermediate Linguistics | | O
Introduction to Linguistics: 1 WOHS [intro to Linguistics 1 0O
Psychalogy 24 SCR WOHS | | l
Sociology. 1 4084 WOHS [Socialogy 2 | O

Save

Select a District

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Select-District

If you have access to more than one district, in the Select a district drop-down list, you can
change the district.

Note: By default, the system automatically remembers the last district you
accessed.

GradeBook | Help | Sign Out

ProgressB%k ~ Teacher Home Page

Welcome Wendy Cobalt Select a district:
Ashland City (ashc)

A+ Arts Academy (Beta)
Green Local (gren

Wooster City (wstr)
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Welcome to GradeBook

Search for a Student

When you want to access information about a particular student, you can quickly search for the
student within any of your classes. Depending on your district’s settings, you may also be able to
search for a student in your school or district who is not in any of your classes.

1. On the Teacher Home Page or Class Dashboard, in the Student Search area, enter a
full or partial name in the Student Name field, and then click Search.

Student Search

Student Name Search

The Student Search screen displays a list of students matching your search criteria.

2. Next to the name of the student whose information you want to access, click € .

The row expands to display a quick view of basic information about the student.

Note: The student picture displays only if enabled by an administrator.

— Gr: yok ) | Sign (
ProgressBook | -~  Student Search CadBu RS

GradeBook
Search

Student Name 1D Grade School Homeroom -
©  Addis, Angeline 28523 10 LVHS 12
© Addis, Carl 28524 09 LVHS 230
@ Addis, Thomas 35 10 LVHS 200
@ Student Profile %y Student Roadmap
Primary Contact
Name Type Address Contact
) ! 349 E North St (123) 456-7890
Gloria Addis Parent(s) Lakeview, OH 44555 FakeAddress@ Software-Answers.com
Personal Information
Status Enrollment Birthday Gender Notes
Thomas Addis A 8/20/2002 8/26/1995 M
Present Today
©  Adler, Hana 39 10 LVHS
©  Administrator, Aziza 40 12 LVHS
©  Adryan, Colin 53 12 LVHS
©  Adsit, Tara 41 12 LVHS 100 v
?

Click on @ to expand the row and view additional details

3. Optional: To view more information about the student, click Student Profile.

* If the student is in one of your classes, the Student Profile screen displays, and you
can click any tab to view more information. For details about the available information,
see “Tabs Available on Student Profile Screen.”

* If the student is not in one of your classes, the Student Search Details screen
displays only the Personal, Contacts, and Schedule tabs from the Student Profile.

4. Optional: If your district uses DataMap, you can view assessment and intervention data
about the student by clicking Student Roadmap.
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Welcome to GradeBook

Class Dashboard

The Class Dashboard is the main work area in GradeBook for teachers. On the left side of the
Teacher Home Page, click the class link to access the Class Dashboard for that class.

On the Class Dashboard, the column on the left side of the screen displays the students in the
selected class. The middle column provides access to various functions including attendance,
lesson plans, curriculum, assignments, marks, grading scales, calculations setup, reports, and
student search. The column on the right displays assignments and lesson plans for the selected
class and grading period.

Links to some of the functions may or may not display on the Class Dashboard depending on
whether or not a specific feature has been enabled for your district or school. Similarly, links to
some of the functions may or may not display based on whether or not the class uses the Custom
Setup 2 grading scale option. For example, the Standards Based Grid link does not appear
unless the class is set up to use standards-based report cards.

Progresé'Bo'o'k - Class Dashboard

Students (23) Miss At Classroom Administration [ Assignments [[EEREETER T

© Addis Thomas 4 Seating Chart Lunch Counts 73 HW  Weekly Review x

© Ader Hana @ Daily by Seating Chart 7728 HW  Practice Questions B )

g ﬁ% g . Period Altendance by Seating Chart 724 HW  Weskly Review x

© Dizconu. Adam 74 - Post Homework Post Class AT HW  Weekly Review x

© | Hiomis. lloren Z Class Notifications M Q2 Quiz72 x W

© Koski. Lauren 74 View ParentAccess Web Site 710 HW  Weekly Review x

© MacBoyle, Brian [# Lesson Plans 719 QZ  Quiz71 x W

© Ravada. Michael 7 Add a Mew Lesson Search for Lessons 718 HW  Practice Questions A x W

© Roilly Timothy L 5 Day Planner Import Schedule 7T CW  Ansther Assignment x w

g Hihnony Sache g Online Learning 73 HW Practice x w

Bl dobic, cotrerce 7 Dashboard 73 HW  Weekly Review x

© Rothermel. Meghan g Assignments & Marks 6/26 HW Page 222 - Odd ?w

© Rueter. Laura [ Grade Boak Grid 5 Day View 626 HW  Weekly Review %

© Sadeghi. Nicole &z Add an Assignment  Recurring Assign 624 HW Page 210 - Even v ow

g :::;;"Tmm g Enter Report Cards ~ Enter Interims 5:19 HW  Weekly Review x

© Schweigerl. Michael 72 Assignment Maintenance UL Nt ene o0 = 0rid VoW

© Seibert_Ashley 4 Average Calc Setup 612 HW  Weekly Review x

© Si David w7 Assignment Types Grading Scales 610 HW  Page 188 - Even VoW

© Smelzer, Zachary 7z Calc Methods & Weight 65 HW  Weekly Review X
Calculats Averages 530 HW Page 175 Odd vow

Update Roster — pr— 629 HW  Weekly Review x

EL=EEEnE 522 HW  Weekly Review X
Setup Grade Book Access 515 HW  Weekly Review ”
Setup Groups within Classes 518 HW  Weekly Review %

Transfer Student Marks
Exclude Lowest Mark

Add an Assignment mport Assignments
Reports

Selecta Repart ~| | Run
Student Search

Student Name Search
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Welcome to GradeBook

The “Class Dashboard Symbols” table provides a brief description of the symbols that may
display on the Class Dashboard.

Class Dashboard Symbols

Symbol Description
General Navigation
Q1,Q2, Q3, Q4 Grading Period Symbols: Indicates the grading period of the school year.
+ “Holding” category for assignments in future grading periods that are not yet available,

assignments that are dated outside of all grading periods, and floating assignments.

Student

Click to view more details about the student.

+ O

Indicates student has medical concern(s). Click the symbol to open the Student Profile
screen Personal tab and view information about the medical concern(s).

ﬁn

Indicates student has custody notice(s). Click the symbol to open the Student Profile
screen Personal tab and view the custody notice(s).

@

Indicates student has disability concern(s). Click the symbol to open the Student Profile
screen Personal tab and view information about the disability concern(s).

Indicates student has miscellaneous note(s). Click the symbol to open the Student

? Profile screen Personal tab and view the miscellaneous note(s).
ﬂ Indicates student birthday.
Indicates that student has forms that need to be viewed. Click the symbol to open the
& Completed Tasks screen in SpecialServices.
Note(s): The SpecialServices symbol appears for 13 months after the last task was completed.
W (red) Indicates that student has withdrawn from the class.
. .
Sort k| 2070 (46110 Hover popup window: Displays student’s current mark for the class; year to date (YTD)
Daéfs?ﬁﬁiﬁg 12125/19% average if the year to date grade calculation has been enabled for the report card used in
I (T the class; date of birth, district ID, system ID, grade level, and group, if applicable. Hover
. cmf::fmnWMM over student’s name to see the information.
Letter e - .
e R eers Based on the district’s attendance codes, indicates whether a student is absent or tardy
in “Att . .
column for the day. Hover over the code to see the description, reason and times.
Number . - . . . .
in “Miss” Indicates number of missing assignments for the grading period. Click the number to
column view a list of missing assignments.

[4

Select to enter a daily comment for student.

=

Indicates that a daily comment has been added for student. Hover over symbol to read
comment. Select to edit comment.

Assignments

One or more student is marked as missing this assignment.

Assignment is linked to a VirtualClassroom quiz.

10
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Welcome to GradeBook

Symbol Description
E Assignment is linked to a VirtualClassroom discussion.
W (orange) Assignment marks have been posted to the Web.

v

All marks have been entered for the assignment.

3 (red)

All marks have not been entered for the assignment.

\

The assignment has been excluded from student averages for all students.

oy
ProgressBook| - Class Dashboard
Grade Book
‘Welcome Ophelia Nelson!

Students (15) Classroom Administration

-5 ALGEBRA 2 HONORS v

Haver Douglas Period d

Devore Keti Seating Chart Lunch Counts
DiAlberti. John 2 Daily Attendance by Seating Chart

by Seating Chart

Past Class Inf

Post Homework

Homyak. Alexandria
Hudson. Coco
Husseman_Kristi

Hutchinson Pmug@
Koski. Lauren

Lesson Plans

N@NNNINSISIN

formation

Search for Lessons
Import Schedule

Ruppert. Jennifer 1 Assignment Types

MacBoyle. Brian @ 1 Online Learning

Prusak, M@ 7 View My Library Actmties to Grade

Rady. Alefander Reynolds, Edward \ctivity Builder View Active Discussions

Rakoci d Current Mark: | 90.50 (A-) 86/95 Assignments & Marks
akaci_Apanda YTD Average: | 90.30 (A-) 9

Rayen. K4lli Date of Birth: | 8/20/1999 rade Book Grid 5 Day View

Reynolds |Edward District ID:| 999884490 tandards Based Grid Progress By Student

Ricco. Mighela @ G?é’j:}e[:}vla. ?33 h\dd an Assignment Recurring Assign.

Rideskil Jouseff Group: Enter Report Cards Enter Interims

Rock. Colteen 7 Ciick on © {0 expand for more oplions fissignment Maintenance

Rueter, L; L7 Average Calc Setup

Grading Scales

Schweigert. Michael
Si. David

Smelzer, Zachary

Calc Methods & Weights
Calculate Averages
Gradebook Administration
Setup Grade Book Access
Setup Groups within Classes
Transfer Student Marks
Exclude Lowest Mark

ooooCOCOOOOOOOOOOOOOO0

NNYNR

Update Roster Hide Attendance

Reports

Selecta Report ~
Student Search

Student Name

Search

Assignments [[ZE

7/31 HW Weekly Review

7128 HW Practice Questions B
724 HW Weekly Review

717 HW Weekly Review

T Qz Quiz 7.2

710 HW Weekly Review

779 Qz Quiz 71

78 HW Q Practice Questions A
7 Ccw c Another Assignment
73 HW c Practice

73 HW Weekly Review

6/26 HW Page 222 - Odd

6/26 HW [£] Sample Discussion
6/24 HW e Upload file with discussion
6/19 HW Weekly Review

6/17 HW Page 202 - Qdd

6/12 HW Weekly Review

6/10 HW Page 188 - Even

6/5 HW Weekly Review

5/30 HW Page 175 Odd

5/29 HW Weekly Review

6/22 HW Weekly Review

5/15 HW Weekly Review

5/8 HW Weekly Review

Add an Assignment

Grading Period: EGETT SRS

Grade Book | Hel

=

I T T TR N R N I e N N N N~

Import Assignments

ProgressBook GradeBook Teacher Guide: Getting Started

11



Welcome to GradeBook

Enter Daily Comments

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-View-Daily-Comments

Daily comments may refer to a student’s behavior or class participation on a specific date. You
can enter comments about a student from the Class Dashboard, GradeBook Grid and
Standards Based Grid. These comments can be displayed in ParentAccess and on Student
Progress Reports.

1. Click E‘F next to a student’s name.
On the Daily Comments window, type your comment in the text area.

You may perform any of the following optional steps:

* To display the comment in ParentAccess, select the Publish to the Web? check box.
* To check the spelling of the comment text, click Check Spelling.
4. Click Update.

- Daily Comments ®

Student: Atwell, Levi v Date: | 5M13/2016 2]

You may enter up to 2000 characters

Levi has not been able to stay focused for the past week. He has not responded to
offers of additional help before or after school. He is also missing an assignment
which is affecting his grade average.

Publish to the Web? 1797 characters left
Check Spelling Update

5. Close the Daily Comments window.

6. Refresh the browser window.

7. Hover your cursor over = next to the student’s name to view the comment.

Students (24) Miss = Att . Classroom Administration
© DiMino Nadia Mk & Fg Seating Chart Lunch Coun
© Dipolis. Tz Ijur P2 Daily Attendance by Seating
© Divish. Keiara [# Period Attendance by Seating
© Duffy_Brendan W # 1 Post Homewaork Past Class
© Householder. Morgan [# View ParentAccess Web Site
© Howard. Jack ¥ 1 Lesson Plans
© Hujarski. Kyle g Add a New Lesson Search for LI
© MEla_c_h 5 Day Planner Import Sche
© Huller. Julia Eg ' ;

= Online Learning
© Humerickhouse. Emma — 1 '

H h Eri E Julia has not been able to stay focused For the past week, By View
© M She has not responded to offers of additional help before Lrring Al
© Hunt. Jaymie [4 ar after schoal, She is also missing an assignment which is
© Hunter. Lauren 4affecting her grade average, [ Interi
€ Huppert Elise 4 | Average Calc Setup

Accinnment Twnes (Grading Se
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Welcome to GradeBook

8. To view all the daily comments entered for a student, select the student on the Class
Dashboard, and then click the Progress tab on the Student Profile screen. Daily
comments are listed under assignments.

View Missing Assignment Details

You can view missing assignment details for a student and print a list of missing assignments. On
the Missing Assignments window, assignments display with the most recent date at the bottom
of the list.

1. Onthe Class Dashboard, Standards Based Grid, or GradeBook Grid, click the number
in the Missing Assignment column next to a student.

=5 Missing Assignments for Berenstain, Thelma @

Date Type Assignment Points Comments
05-12-2016 CW  Motes 10

The Missing Assignments for [student name] displays.

2. Onthe Missing Assignments for [student name] window, you can view the assignment
date, type, name, possible points, and comments, if any were entered.

Note: For classes using the Custom Setup 2 grading scale for standards-based
report cards, the Points field reflects the points of the default assessment if this is
a points assignment. If there is not a default assessment selected or this is a
nonpoint assignment, then a total does not display in the Points field.

= Missing Assignments for Duarte, Marco ® Point
assignment
Date Type Assignment Points Ct with no
@8-2016 HW Ribosomes Waorksheet —D default
05-06-2016 HW _ Cell Worksheet 20 assessment
05-13-2016 Quiz Parts of the Cell 50 selected.
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Welcome to GradeBook

Update Email Address

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Teacher-Update-Email

The email address you enter here displays in ParentAccess and is used mainly for communication
purposes.

Note: You must enter an email address to use Class Notifications.

1. On the Teacher Home Page, click Update Email Address.

2. On the Update Your Email Address window, type your full email address in the Email
Address field.

Click Update.

Close the Update Your Email Address window.

= Update Your Email Address ®

Email Address: name@emailaddress.com

Update

Use Spell Check

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Use-Spell-Check

You can use the spell check to check the spelling of text that appears in lesson plans, daily
comments, Class Information screen in ParentAccess, and homework posts. Spell check
functionality varies depending on the browser and operating system you use.

1. On the Lesson Plan Maintenance screen, Class Information Page Maintenance
screen, Homework Setup screen, Forms Maintenance screen, or Daily Comments
window, click Check Spelling.

If a word is misspelled, it displays highlighted on the Dictionary Popup window.
2. You may perform any of the following options:

* Click Ignore to ignore the suggested misspelling or Ignore All to ignore all of the
instances of the word.

* Click Add to add the word to your dictionary.

» Select the correction in the Suggestions list and click Change, or click Change All
to change all the incorrect instances of the word to the suggestion.

* Click Finish when you have finished checking the spelling and to close the
Dictionary Popup window.
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A branch of mathmatics that deals with the
measurement, properties, and relationships
of points, fines, angles, surfaces, and solids;
broadly: the study of properties of given
elements that remain invariant under

specified transformations. <
Change o
—
Suggestions:
_Add
-
ratnomat 2 | o )
automatics

matriarchs Change All
mathematical

mathematician

]

Welcome to GradeBook

3. When the “Spelling Check is complete” message displays, click OK.

Add Dictionary Entries

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Add-Dictionary-Entries

You can personalize the GradeBook dictionary so that the Spell Check feature recognizes words,

proper names, and abbreviations not common in the dictionary.

1. On the Teacher Home Page, under Administration, click Setup Preferences.

2.
3.
4.
5.

Progres§§35k| ~ Dictionary

Type the new word in the Word field.
Click Save.

‘Grade Book

On the Dictionary screen, click Add New Word to Dictionary.

On the Teacher Preferences screen, click Edm?[,\cmm on the left side of the screen.

Grade Book | Help | Sign Out

Teacher Home Page

& Edit My Dictionary Words

Edit Teacher Preferences

Save Cancel

Delete

ProgressBook GradeBook Teacher Guide: Getting Started
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Welcome to GradeBook

Edit Dictionary Entries

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Edit-Dictionary-Entries

To modify an entry that you added to your GradeBook dictionary, do the following:

1.

Progreszo'Ok ~ Dictionary

On the Teacher Home Page, under Administration, click Setup Preferences.

On the Teacher Preferences screen, click Edm%mm on the left side of the screen.

On the Dictionary screen, click @ in the Edit column nextto the entry you want to modify.
The icon changes to # , and the Word field displays so you can edit your entry.

Make the necessary changes.
Click Save.

Grade Book | Help | Sign Out

Edit My Dictionary Words Delete

Word: Special3envices

Edit your Dictionary F X

Save Cancel

Add New Word to Dictionary

Edit Teacher Preferences

Note: To delete an entry, click % in the Delete column next to the entry.

Use Text Editor

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Use-Text-Editor

You can use the text editor to format and edit text that may appear in lesson plans, on your Class
Information screen in ParentAccess, and homework posts. Text editor functionality varies
depending on the browser and operating system used. Hover your cursor over an icon to see the

description.
|5tyle v||Fc|n1 v||5lze v| B I I | = =E = =
Sl =|EEEEAdQe— GO
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Class Groups and Class Rosters

Class Groups and Class Rosters

Set Up Groups Within Classes

To view a video of this procedure, go to:

http://www.progressbook.com/Videos/GB/Set-Up-Groups

You may want to create groups within classes that represent students working on different
assignments or working on different projects. You can create a group that includes students from
a single class or students from multiple classes. The number of groups you can create in

GradeBook is limitless. However, a student can only belong to one group in a class at a time.
1.

2

On the Teacher Home Page or the Class Dashboard, click Setup Groups Within

Classes.

On the Student Groups screen, if the appropriate class does not display in the Class list,

select it.
Click the Add a Group link.

Type the name of the group in the Name field.

Type a description of the group in the Description field, if desired.

Click the Show Students link under the Available column to display all the students in all

the classes.

Select students in the Available column, and then click to move them to the Selected

column.

Click Update to save the group.

The new group appears in the Group list on the Class Roster screen.

ProgreséP%k - Student Groups

GradeBook

Select a Class: Use this page to create groups of students.

Science: 3 -
Name: Advanced Science

Student Groups

GradeBook | Help | Sign Out

Delete this group

(Click to Edit) Students who do above average work in science.

Advanced Science Description:

Check the classes that will use this group. You may also assign students to the group.

Available

Selected

....Hovanec, Grace
....Howard, Jack
....Howatt, Jacqueline
....Howe, Daniel
-...Howell, Matthew
....Howells, Andrea
Science: 3*
_Dielman, Xhesi

- Diem, Steven
_..Dienes, Taylor
_Dies, Melissa
_.Dietrich, Kaylee
_Dietrick, David

- D'Souza, Jack
Advanced Math

Hide Students

Add a Group

m

Update

Science: 3°
....Dawood, Supta
....Day, James
....DeCapite, Jarred
....Decrane, Jayla
....Deem, Jordan

- Denes, Clair
_..Diehl, Mary

* = not all students selected

ProgressBook GradeBook Teacher Guide: Getting Started
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Class Groups and Class Rosters

Update Class Roster

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Update-Roster

1. On the Class Dashboard, click the Update Roster link below the list of students.

© Sicari, Ryan 7 1
© Sladik. Jillian & 5
L4

© Slates Tian ;
< Hide Attendance

2. Onthe Class Roster screen, you can update the class roster by performing the following
options:

* Sort students in a specified order — Default order is alphabetical

* Group students together — Groups must be created in the Setup Groups Within
Classes option on the Teacher Home Page.

* Hide students — Use to hide students no longer in your class

* Add students — This option may not be available depending on administrator
settings.

3. Click Save.

Note: The red W displays to indicate students who have withdrawn from the
class. Hide the student to prevent the name from displaying on a class roster.

Note: The (E) icon may display on the Class Roster screen when a student is
scheduled to begin your class at a future date. The student automatically displays
on the Class Dashboard upon the enroliment date.

H" —m - Class Roster GradeBook | Help | Sign Out
Name Order Group Hide? Name Order Group Hide?
D'Souza, Jack - ] Keene, John - B
Dawood, Supta - 1 Keester, Oliver - ]
Day, James - B Keim, Sage - ]
Decrane, Jayla A B Keiser, Fiona - =
Deem, Jordan - ] Keith, Jefirey h ]
Denes. Clair - (=] Kelewae, Rebecca - =]
Dielman, Xhesi - ] Keller, Lily h a
Diem, Steven - ] Kelley, Chad - ]
Dienes, Taylor - [ Kellogg, Thomas - (=]
Dietrich, Kaylee hd B Kellon, Noah - =]
Dietrick, David - =] Kelly, Mark - =
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Class Groups and Class Rosters

Sort Students in Class Roster

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Sort-Students-Roster

By default, students are listed in alphabetical order on the class roster; however, you can use the
sort option to sort students in a different way.

1. On the Class Dashboard, click the Update Roster link below the list of students.

2. On the Class Roster screen, type numbers in the Order column next to students to
denote the order in which they should appear.

3. Click Save.
Note: Once the roster has been sorted, students with identical numbers appear

alphabetically within the roster. Names that have not been assigned numbers
appear before those that do have numbers.

GradeBook | Help | Sign Out

Progresié%k‘ ~ Class Roster

GradeBook

Welcome Valerie Trudeau
Name Order Group Hide? Name Order Group Hide?
Howatt, Jacqueline - & Hosmer, Anna 7 - [l
Householder, Morgan 1 - ] Hovanec, Grace 8 - ]
Houck, Kasie 2 - ] Howells, Andrea 9 - ]
Hostettler. Cailin 3 - &) Horwitz, Sereen 10 - B
Hosta, Hannah 4 - ] Howard, Jack 10 - ]
Houlk, Riley 5 - &l Howell, Matthew 11 - ]
Houston, Eric 6 - [} Howe, Daniel 12 - 0
Save

Assign Students to Groups in Class Roster

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Assign-Students-Groups

You can assign students to groups on the Class Roster screen; however, groups must have
already been created on the Student Groups screen to display in the Group list.

1. On the Class Dashboard, click the Update Roster link below the list of students.

2. On the Class Roster screen, select the appropriate group in the Group drop-down list
next to a student.

3. Click Save.
Progres&é | . Class Roster GradeBook | Help | Sign Out
GradeBook
Welcome Valerie Trudeau frss
Name Order Group Hide? Name Order Group Hide?
Howatt, Jacqueline Advanced Math - =] Hosmer, Anna 7 Advanced Math = &)
Householder, Margan 1 - B Hovanec, Grace 8 - B
Houck, Kasie 2 - B Howells, Andrea 9 - B
Hostettler, Cailin 3 - B Horwitz, Sereen 10 Advanced Math = B
Hosta, Hannah 4 Advanced Math - (=] Howard, Jack 10 - =
Houk. Riley 5 - & Howell, Matthew " - B
Houston, Eric 6 - B Howe, Daniel 12 Advanced Math = B
Save
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Class Groups and Class Rosters

Hide Students in Class Roster

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Hide-Students-Roster

Use the Hide option to prevent students who are no longer in the class from appearing in the class
roster. You cannot delete a student from the class roster if the student has assignments, report
card grades, period attendance, or comments in your GradeBook. Once you have hidden a
student from the class roster, the name no longer appears on attendance, assignment, or other
screens for that class.

1. On the Class Dashboard, click the Update Roster link below the list of students.
2. On the Class Roster screen, select the check box in the Hide column next to a student.
3. Click Save.

Note: At any time, you can return to the Class Roster screen and deselect the
Hide option next to a student to display that student on the roster again.

GradeBook | Help | Sign Out

ProgressBook | - Class Roster

Welcome Valerie Trudeau S5 E| Math - Gr 02: 6 ~

)

Name Order Group
Hosmer, Anna T Advanced Math ~

Name Order Group

F3

=

o
~

(pooooos;

Howatt, Jacqueline

Householder, Morgan Hovanec, Grace ]
Houck, Kasie Howells, Andrea 9
Hostettler, Cailin
Advanced Math

Hosta, Hannah Howard, Jack 10

Houk. Riley

] ] ]

Horwitz, Sereen 10 Advanced Math ~

Howell, Matthew "

(pomooon

Houston, Eric Howe, Daniel 12 Advanced Math

Save
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Attendance and Activities

Daily and Period Attendance

The Daily Attendance screen uses red shading while the Period Attendance screen uses blue
shading. The available absence type codes used for taking daily and period attendance are set
up in Studentinformation (but can also be added or updated by the GradeBook system manager)
and may vary for each school.

Daily Attendance

In the absence of a formal homeroom, teachers can take daily attendance using a class
designated by office administrators. If you take daily attendance in GradeBook, you should take it
every day, even if you do not select any of the attendance codes. Clicking Save on the Daily
Attendance screen denotes that daily attendance was taken. Once daily attendance has been
saved, most schools require the school attendance personnel to make necessary changes to the
attendance.

The available attendance codes are set up by the GradeBook system manager and may vary for
each school.

Note: If a student has withdrawn from a class, a red W displays next to the
student.

Enter Daily Attendance

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Daily-Attendance

1. On the Teacher Home Page or Class Dashboard, click the Daily Attendance (HR) link.
2. On the Daily Attendance screen, in the Class drop-down list, select the appropriate
homeroom/class for which you want to take attendance.

Note: You cannot take daily attendance for a class group.

3. Verify that today's date displays in the Date field. If it is not the correct date, click £ to
select it, or type it in the field.

4. In the Daily Att drop-down list, select the appropriate absence type.

Note: If the class is not scheduled to meet that day a phrase such as, “Not
Scheduled” or “Off Day” displays in the Daily Att column.

5. Click Save.
Note: If your district uses live attendance data integration and GradeBook is not

able to connect to Studentinformation while you are taking attendance, an error
displays.
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GradeBook | Help | Sign Out

Daily Attendance

GradeBook

“Homeroom 100 ~

Students Grade Daily Att Students Grade Daily Att
Adamczyk, Jennifer 03 L Sauer, Saher 03 Unexcused Sbsence
MNader, Adelaide 03 L Scamecchia, Trevar 12 ~
Madig, Cheridan 09 ABSENT v Scheuer, David 09 v
Pruc, Shannon 03 L Schlessinger, Kevin 03 ABSENT ~
Randjekovic, Christina 12 L Schoonover, Lauren 12 ~
Ressey, Kathryn 03 L Scina, Jessica 03 ~
Rencic, Carolyn 03 L Seelman, Kimberly 12 ~
Retherford, Jonathon 03 L Sgro, Brittany 12 ~
Revall, Danisl 09 TARDY v Shannon, Brett 09 v
Reyes, Jacqueline 03 b Sicari, Ryan 09 v
Robinson, Megan 03 L Sladik, Jillian 03 ~
Ryland, Nicole 09 v Slates, Tiffany 09 v

Smerdel, Brian 03 ~

Save

Period Attendance

If your school has enabled the Period Attendance feature, teachers may enter period attendance
for the class on the Period Attendance or Seating Chart screens. This feature can be enabled
for each individual school. Absence type codes may display on the Period Attendance screen if
period attendance was already entered on the Seating Chart screen or previously entered by the
attendance staff.

If the class is not scheduled to meet that day, a phrase such as, Not Scheduled or Off Day
displays in the Class Attendance column and you cannot enter attendance.

Enter Period Attendance by Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Period-Attendance-Class

1. On the Teacher Home Page or Class Dashboard, click Period Attendance.

2. On the Period Attendance screen, select the appropriate class in the Class list if you
entered from the Teacher Home Page. If you entered from the Class Dashboard, that
class displays in the Class list.

3. Verify that today's date displays in the Date field. If it is not the correct date, click or
to select the appropriate date.

Note: You can also click in the date field to select the appropriate date from a
calendar.
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Attendance and Activities

Note: If your school has enabled the Prior Day feature, you cannot enter or
modify period attendance on the Period Attendance screen or Seating Chart on
a day that is past the number of days set to allow for period attendance. The list of
attendance codes is not available in the Class Attendance list on the Period
Attendance screen, and the following message displays: “Altering period
attendance in the past is only available for X day(s) prior to the current date.”

4. Select the appropriate absence type in the Class Attendance list. Leaving the absence
type blank indicates the student is present.

Note: The available absence type codes are set up by your district's GradeBook
system manager and may vary for each school.

Note: For districts that run live period attendance, if the attendance staff entered
an absence type code in Studentinformation that has not been imported yet into
GradeBook during the data integration process, “DASL code” displays in the
Class Attendance list.

Grade Book | Special Senvices | Help | Logout

Period Attendance

s [EORCTEATIE < >

Attendance has not been taken in ProgressBook.
Student Grade Class Attendance Student Grade Class Attendance
DiMino, Nadja 02 DASL Code  [+] Hula, Bach 02 [+]
| oipolis. Taylor [ e ] ] | [ ruter uia [ e ] B

Note: When users save an absence type code for a student that was manually
added in GradeBook rather than imported from Studentinformation, the code
cannot be saved into Studentinformation but is saved in GradeBook. In this
scenario once the user saves, the code does not display in the Class Attendance
list on the Period Attendance screen, and the following message displays:
“Attendance data for one or more students did not save successfully.” Absence
types codes that have not been saved in Studentinformation do not display on the
Period Attendance screen. However, absence codes that have been saved in
GradeBook do display in Period Attendance view on the GradeBook Grid.

Note: If a student has been marked absent in daily attendance, make sure to
enter the absence on period attendance as well to ensure that attendance
displays correctly in ParentAccess and to prevent students from displaying on the
Potential Skip Report in error.

5. Click Save.

The message, “Your changes have been saved” displays at the top of the screen.

The absence types selected here also display on the GradeBook Grid, Progress tab on
the Student Profile and Seating Chart screens, and in ParentAccess, if your school is
using the ParentAccess feature.
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Grade Book | Special Services | Help | Logout

Progre:

Period Attendance

A ssBook.
\__"", GradeBook !~

SEEEO Math - Gr02: 1 = Thursday 20 October

Action Save

Student Grade Class Attendance Student Grade Class Attendance
D'Souza, Jack 02 Excused Absent » Diehl, Mary 02 -
Dawood, Supta 02 A Dielman, Xhesi 02 A
Day, James 02 - Diem, Steven 02 A
DeCapite, Jarred 02 - Dienes, Taylor 02 -
Decrane, Jayla 02 - Dies, Melissa 02 Tardy A
Deem, Jordan 02 - Dietrich, Kaylee 02 -
Denes, Clair 02 hd Dietrick, David 02 A

Enter Lunch Counts

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Lunch-Counts

GradeBook provides automated lunch count reporting, enabling Food Services personnel to run
reports to plan food preparation for an entire school building. Only Food Services personnel and
administrators can change the available choices that appear on the Lunch Counts screen.

1. On the Teacher Home Page or Class Dashboard, click Lunch Counts.

2. On the Lunch Counts screen, type the total number of lunches ordered next to the
appropriate lunch option.

3. Click Save.

A confirmation message displays in red at the top of the page.

Your lunch counts have been successfully recorded

Hot Lunch 15
Deli Choice 4
Milk 5

Teacher Lunch 1
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Send Class Notifications

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Send-Class-Notifications

From the Class Dashboard, you can send emails to students, parents, or students and parents
who have registered an email address in ParentAccess if your district has enabled the feature.

1.

On the Class Dashboard under Classroom Administration, click Class Notifications.

Note: If you have not entered an email address in GradeBook, or if you set up an
email address that is not a district supplied email address, a warning message
displays and instructs you to enter or update your email address.

On the Class Notifications screen, in the Message intended for drop-down list, select
Students, Parents, or Students and Parents.

Note: A student’s name only appears in the Select Message Recipients field if
the student or the student’s parent has entered an email address in ParentAccess.

In the Select Message Recipients field, select the student(s) for whom you want to send
an email, and then click [ = |.

The name(s) display in the box on the right side of the screen.
Note: On the Class Notifications screen, students display in the order you

selected on the Class Roster screen, if applicable. If you hid a student on the
Class Roster screen, the Class Notifications screen hides the student.

Note: If you want to select all students, click | >>> |. To remove a student, click

= |, or to remove all students, click | === |.

In the Subject field, enter the subject of the email.

In the Message field, enter the email message.

Spell check automatically alerts you of spelling errors as you type.
Optional: Use the built-in text editor to format your message as desired.
Click Send Email.
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The notification message is sent to you, and a bcc (blind carbon copy) is sent to each of
the message recipients that you selected.

Grade Book | Help | Logout

§ A GradeBOOk Class Dashboard

ALGEBRA 2 HONORS Grading Period: |[[okJi¥

‘elcome Sally Teacherd!

Float Assign. || Lessons || Activities |

© ANDREWS. JACK H Seating Chart Lunch Counts Page 141 - Even W
© CAMPBELL RYAN CHRISTOPHER [Z Daily Attendance by Seating Chart Page 131- 0dd P
. Fage 151 -Udd
© CARPER MACKENZIE ANNE 4 Period Attendance by Seating Chart o7 HW  Pags 191 -Fuen w
Fage 121 - bven
© CASCAIDO CASEY ANTHONY g Post Homework Post HomePage
© COUGHENOUR. BRANDOM LEE g lass Notifications 2/10 HW Page 111 - Odd w
© DECKER. GARRETT ANTHONY.
© GREEN, HALEY MARIE 7 View Pay Access Web Site
ProgressBook.. N Grade Book | Help | Logout
Class Notifications

Select the students who should receive the message

Message intended fory

COUGHENOUR, BRANDON
WILLIAMS, LAUREN ‘7

SQUIRES, JASON
Select Message Recipients: | TOWNSEND, JACOB
PEREIRA, MELANIE
MURRAY, TIMOTHY
MCMILLEN, STEVEN <

Subject: |New Year Reminder

Font ~ Sze~ B I U A~

Happy New Year everyone!

I hope you have had a relaxing vacation and will return to school revitalized and raring to go!

Message:
& Remember that the chapter 12 test will be on Wednesday, January 10th. Study hard!

~Miss Sally Teacher

(  SendEmail )
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Student Profile Information

The Student Profile screen displays information about the students in a class. Click on a student
name on the Class Dashboard to display the Student Profile screen. “Tabs Available on Student
Profile Screen” provides a brief explanation of the various tabs that are available. You can input

information on the Comments and Discipline tabs; whereas, information on the other tabs is

read-only.

Tabs Available on Student Profile Screen

Tab

Information

Personal

Displays personal information, primary contact information, addresses, parent and student
email addresses (if available), navigation links to ParentAccess and the DataMap Student
Roadmap, and ParentAccess usage information. Additionally, if SIS Alerts are enabled in
Studentinformation, a Student Notes from SIS table displays information about medical
concerns, custody notices, disability, and/or miscellaneous notes if this information is
entered in Studentinformation.

Contacts

Displays all student contact information from Studentinformation in read-only format.

Progress

Displays a current view of the student’s progress in the class including average, individual
assignment weights (If the weight of the assignment is set to zero, on the Student Profile
screen Progress tab, the assignment displays with 0 in the Weight column and points
earned over points possible in the Mark column.), missing assignments, late assignments,
assignments grouped by assignment type or assessment, which display in the same order
as they do on report cards, and period attendance or period attendance by block codes.

Assessments

Displays report card and interim grades that have been entered in GradeBook. Also
provides access to current progress reports for all of the student’s classes.

Comments

Allows the teacher to enter or update general comments related to the student specific to
this class. These comments will not be published on any reports or web pages.

Period Attendance

Displays a student's course, section, room, teacher, period, and attendance on the screen.
The attendance is for that day's attendance and populates from period attendance taken in
GradeBook, if it is enabled. If no attendance was taken, the Attendance column is blank. If
period attendance is taken by block, then only the first block code entered displays.

Attendance

Displays the student’s cumulative daily/homeroom attendance codes with the associated
reason code and times.

Schedule

Displays the student’s class schedule including Course, Section, Room, Teacher, Period,
and Days. Also provides access to current progress reports for all of the student’s classes.

Discipline

If discipline incident reporting is enabled for your school, you can initiate a discipline
referral from this tab for a student in your class. This tab also displays a list of discipline
referrals, if any, that you have previously reported for the student. For detailed information
about reporting a discipline incident from this tab, see “Submit Discipline Incident from
Student Profile.”

Report Cards

Displays a list of the current year’s report cards that have been published to permanent
storage. You can click the name of a report card to view and/or print it in as a PDF.
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GradeBook | Help | Sign Out

ProgressBook - Student Profile

Grade Book

Dashboard / 5 Day / Grid =10y | Smerdel, Brian

LGN contacts || Progress || Assessments || Comments || Period atiendance | attendance || Schedute | Discipline || Report Cards

Personal Informaticn Primary Contact
School Name: LVHS Name Type Address Phone
Enrollment Status: A Mr.Bradley Smerdel  Parem(s)  °10 th Street NE (888) B35-8888
Enroliment Date: 5/3/2002 :
Home School:
ol 0% Student Address
Address Type Address

Graduation Date:

Home address 516 Bth Street NE
Homeroom: 100 . Ms. Amy Teacherd3 Lake View, OH 44464
Date of Birth: B/30/1987
Sex: M ParentAccess Web Site Use
Progress Book ID: 160 Type User Last Login Report Card Viewed On  Status
Student  Smerdel, Brian 8/12/2015 9:16:21 AM  7/28/2015 9:02:40 AM Active
District Student ID: 359929340 [E——
merdel, Bradley ry ’ry i
Report Card Delivery: Electronic Only Parent fathers@me.com 51212016 3.28:43 AN 723/2015 2:15:42 PM Active
Navigation Links student Notes from 15
¥ParentAccess Web Site Type  Message Start Date End Date
# Student Roadmap A Medical allergic to peanuts

Custody Parents are separating, both still have legal custody.

Enter Student Profile Comments

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Student-Profile-Comments

Student profile comments are unique to the class in which the student is scheduled and can be
viewed by other teachers with whom you share your GradeBook. These comments are not
published on any reports or ParentAccess.

1.

2
3.
4

Progresthk ~  Student Profile

On the Class Dashboard, select a student in the Student list.
On the Student Profile screen, click the Comments tab.
Type your comment in the text box.

Click Save.

Note: To edit an existing comment on the Comments tab, make the necessary
changes to the text, and then click Save.

Note: To delete an existing comment on the Comments tab, highlight the text,
press the Delete key, and then click Save.

GradeBook | Help | Sign Out

Grade Book

Dashboard / 5 Day / Grid S Atwell, Lewi ~ | BEE Biology 3rd il

Personal Contacts. Progress | Assessments. Period Aftendance | _Attendance Schedule Discipline Report Cards 1

*The comments on this page are not published on any reports or web pages.

Mew locker is #728, combination 28L, 4R, 17L.
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Discipline

If your school has discipline reporting enabled, you can report discipline incidents in GradeBook.
Refer to the appropriate section as follows:

* To report a discipline incident involving a student who is not in any of your classes, see
“Submit Discipline Incident from Home Page.”

« To report a discipline incident involving a student in one of your classes, see “Submit
Discipline Incident from Student Profile.”

« To view a list of discipline incidents that you reported, see “View Discipline Incidents.”

Note: You must use Studentinformation to manage the details of all discipline
referrals. In GradeBook, you can only create the initial referral.

Note: If you have access to more than one building and want to view or add
discipline data for another building, use the application quick launch to switch to
Studentinformation and change the building in context.

Submit Discipline Incident from Home Page

To begin the process of documenting a discipline incident, you create a “referral” in which you
report the basics of the incident. The following section outlines how to create a referral for an
incident that involves a student who is not in any of your classes. If the incident involves one of
your students, see “Submit Discipline Incident from Student Profile.”

1. On your home page, click Submit Discipline.

ProgressBook| - Teacher Home Page GradeBoak | Help | Sign Out

GradeBook

Classes EditList| Class Administration Reports
Intermediate Linguistics: 1 Seating Chart
Introduction to Linguistics: 1 ———— Selecta Repor = Rut
Psychology: 24 Lunch Counts Student Search

Period Attendance
Sociology: 1 Post Homework Student Name Search
HEALTH Post Class Information Average Calc Setup

Lesson Plans Setup Assignment Types

Enter Lesson Plans Setup Calc Methods & Weights

Search Lesson Plans Setup Grading Scales

& Day Planner

Import Lesson Plan Schedules Administration

Online Learning Setup GradeBook Access
Dashboard Setup Lesson Plan Sharing
Assignments & Marks Setup Groups Within Classes
Assignment Details / Assignment Marks Setup Preferences
Add a Recurring Assignment / Assignment Maintenance Setup Classes for ParentAccess
GradeBook Grid / 5 Day View Group Classes Together
Enter Report Cards / Enter Interims Transfer Student Marks
Students Exclude Lowest Mark
Student Information Update Email Address
pline Bank Maintenance

Change Your Password

The Discipline List screen displays.
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2. Click New Discipline Incident.

GradeBook | Help | Sign Out

ProgressB3dk | = Discipline List

#
Welcome Wendy Cobalt

No incident records to display.

| Mew Discipline Incident |

The Discipline Referral screen displays.

3. Enter or select the following information:

* School name (if you have access to more than one school)
* Name you want to assign to the incident

* Date, time, and time frame during which the incident occurred (defaults to current
date, current time, and “During school hours”)

* Optional: Incident description

* Optional: General and specific location where the incident occurred (defaults to
“On School Property”)

4. Optional: Add one or more offenders. In the search box, search for the offender as follows:

a. In the search box, enter the first few letters of the offender’s first or last name.
b. Inthe search results that display beneath the field, select the correct offender.
c. Click Add Offender.

GradeBook | Help | Sign Out

PragressB%k ~ Discipline Referral

L.
Welcome Wendy Cobalt
WOOSTER HIGH SCHOOL E| Dana Bean Referral 07/21/2014 07:00 AM @ Before school hours E‘
Student was dropped off before school doors are unlocked, and began throwing rocks, breaking
one of the main office windows. On School Property E‘
Select location/room... E‘

BEAN, ARTHUR
BEAN, BEATRICE
S
BEAN, CARL Cancel
BEAN, DOL&ES

BEAN, ERICA
BEAN, HENRY
BEAN. JOE
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The screen expands to display the offender’s information.

GradeBook | Help | Sign Out

PragressB%k - Discipline Referral

L.}
Welcome Wendy Cobalt
WOOSTER HIGH SCHOOL |+ Dana Bean Referral 07/21/2014 07-:00 AM @ Before school hours ~
Student was dropped off before school doors are unlocked, and began throwing rocks, breaking
one of the main office windows. On School Property ¥
Select location/room... ~
Search students © Add Offender
(' Offender(s) N
BEAN, DANA Grade Level: 08 Age: 14 Gender: F
NO ©Policy / Infractions
PHOTO
AVAILABLE
/

Note: To add another offender, repeat step 4. To delete an offender, click .

5. Optional: To document the district policy that was violated and/or the infraction that
occurred:

a. Inthe Policy / Infractions section, click £3.

b. Inthe respective drop-down list, select the appropriate policy and/or infraction.

BEAN, DANA Grade Level: 08 Age: 14 Gender: F
NO ©Policy / Infractions
PHOTO
AVAILABLE Select policy... ~ Vandalism ~ ]

Note: To document additional policies/infractions, repeat step 5. To delete a
policy/infraction, click 7i.

Note: Be sure to complete all applicable fields before clicking Submit. Once you
submit the incident, you cannot go back in and edit it in GradeBook.

6. Click Submit.
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Submit Discipline Incident from Student Profile

To begin the process of documenting a discipline incident, you create a “referral” in which you
report the basics of the incident. The following section outlines how to create a referral for an
incident that involves one of your students. If the incident involves a student who is not in any of

your classes, please see “Submit Discipline Incident from Home Page.”

1. Onthe Class Dashboard, click the name of the student who is the offender in the incident.

Pragress k| - Class Dashboard

GradeBook

Welcome Wendy Cobalt!

Students (8)

©  Applegate, Carson at
©  Bailey. Jenna +
© | Cogsworth, Homer a“d
©  Dickerson, Mariah av
>} g
L)
o
>

Griersan, Leslie

NNENNNYNY

Hudak, Michael

Update Roster

Hide Attendance

Class: Psychology: 24 ~

Classroom Administration ‘ q
Lunch Counts
by Seating Chart

by Seating Chart
Post Class Information

Seating Chart
Daily Attendance

Period Attendance

Post Homework

Class Notifications

View ParentAccess Web Site
Lesson Plans

Add a New Lesson
5 Day Planner

Search for Lessons
Impart Schedule
Online Learning

Dashboard
Assignments & Marks
£ Day View

Recurring Assign

GradeBook Grid
Add an Assignment
Enter Report Cards

Assignment Maintenance
Average Calc Setup
Grading Scales

Enter Interims

Types
Cale Methods & Weights

Calculate Average:

Float Assign

Add an Assignment

GradeBook | Help | Sign Out

Grading Period: EJGRRVE ~

Lessans

Import Assignments

The Student Profile screen displays.

2. Click the Discipline tab.

Personal Information

School Name: WOHS
Envoliment Status. A

Envoliment Date. BI2208
Hame School.

Grade Level ]

Graduation Date

Homersom: C105 Shelty Denningar
Date of Birth: 382002

Sex M

Progress Book ID: 45906

(Dhstnct Student 10 123456

Raport Card Delivery Electranic Only

Havigation Links

tParentAccess Web Site
4y Student Roadmag

m

obert, Daad  ~

Primary Contact

Hame Type Address
" E555 Sunshine Dr.
Angeta Engloben Custodial Parent Towmle, O 44444
Student Address
Address Type Addrass
5555 Sunshine Dr.
Hom addiess Townille, OH 44444
Parentaccess Web Site Use
Type User Lot Login
Englebent, Darad
Student ngfebart, 1252016 1:37-01 PM

fakeaddress@progressbook com

Student Notes from 515
Type Message
No student netes are svailable

Report Card Viewed On

Stan Date

Phone

(655) 555-5655

Active

End Date

The student’s discipline referral screen displays.

Note: If you have created any discipline referrals for this student previously, a list

of incidents displays.
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3. Click New Discipline Incident.

GradeBook | Help | Sign Out

ProgressB%k ~  Student Profile

GradeBook

Dashboard / & Day / Grid G Englebert, David  ~

personal | Contacts | Progress || assessments | Comments || Period attendance || atiendance || scheduie |MBIEIUINER [ Report cards

A screen on which you can add an incident displays. The name of the incident defaults to
“Student Name” referral, and the offender defaults to the student whose profile you are
viewing.

GradeBook | Help | Sign Ouj

Png‘I‘ESSB%k ~  Student Profile

GradeBook

Dashboard / 5 Day / Grid SULE Englebert, David
e

Discipine |[IFEenTars

WOOSTER HIGH SCHOOL E‘ David Englebert referral 12/28/2016 09:23 AM | @

Incident Description Before school hours E‘
On School Property E‘
Select location/room.. E
Offender(s)
n m Grade Level: 09 Gender:M

dji @Policy / Infractions

BT Cancel

4. Enter or select the following information:

* Name you want to assign to the incident

* Date, time and time frame during which the incident occurred (defaults to current
date, current time and “During school hours”)

* Optional: Incident description

* Optional: General and specific location where the incident occurred (defaults to
“On School Property”)

5. Optional: If the incident involved more than one offender, add additional offenders as
follows:

a. In the search box, enter the first few letters of the offender’s first or last name.

b. In the search results that display beneath the field, select the correct offender.
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c. Click Add Offender.

ProgressBc?& - Student Profile

GradeBook

Lashboad 15 Uy | God Studont

WOOSTER HIGH SCHOOL |» [arad Englebert referral 12282016 09 23 AM a

Students were dropped off before scheol doors are unlocked and began throwing recks. breaking cne of Before schoal hours =
the main ofice windows.

On School Property -

Select locabon/ioom hd

20003 Fovuge, Sen- 18

Offender(s)

@ hort, Diavic
ai OFohicy | Infchions

[

The screen expands to display the additional offender’s information.

sudent. EEITTNTTIED

o Carss |

WOOSTER HIGH SCHOOL |v| | Dimid Englebent refurral 2ZR206 0823 AM | @
Students were dropped off before school doors are unlocked and began throwng rocks, breaking one of Befare school hours »
the main office windows.

On Schoal Propeny -

Select location/room. w

© Add Offender

IrOFfend er(s) [\

e

Note: To add another offender, repeat step 5. To delete an offender, click .

Optional: To document the district policy that each offender violated and/or the infraction

that occurred:

a. Inthe Policy / Infractions section for the offender, click €.

36

ProgressBook GradeBook Teacher Guide: Getting Started



Discipline

b. Inthe respective drop-down list, select the appropriate policy and/or infraction.

Offender(s)
h Englebert, David Grade Level: 09 GenderM
dl

Select policy. ~ Vandalism v W

Finnegan, Sean Grade Level: 09 Gender:M
©Policy / Infractions
Select policy. v Vandalism v T

(R uia Cancel

Note: To document additional policies/infractions, repeat step 6. To delete a
policy/infraction, click [ .

Note: Be sure to complete all applicable fields before clicking Submit. Once you
submit the incident, you cannot go back in and edit it in GradeBook!

7. Click Submit.
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View Discipline Incidents

To view a list of all discipline incidents you have reported, on your home page, click Submit
Discipline.

ProgressB(%k ~ Teacher Home Page

GradeBook
Welcome Wendy Cobalt

Classes

Intermediate Linquistics: 1

ntroduction to Linguistics:

(Class Administration
Seating Chart
Daily Attendance (HR}

Post Class Information
Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules
Online Learning

Reports

Select a Report

Average Calc Setup

Setup Assignment Types
Setup Calc Methods & Weights
Setup Grading Scales

Administration
Setup GradeBook Access

Dashboard Setup Lesson Plan Sharin
Assignments & Marks Setup Groups Within Classes

Assignment Details / Assignment Marks
Add a Recurring Assignment / Assignment Maintenance

GradeBook Grid / 5 Day View
Enter Report Cards / Enter Interims

Students

Setup Preferences

Setup Classes for ParentAccess
Group Classes Together
Transfer Student Marks

Exclude Lowest Mark

Book | Help | Sign Out

Psychology: 24 Lunch Counts Student Search
rsychology: 24
Period Attendance
Sociology: 1 Post Homework Student Name Search
HEALTH

Student Information

Update Email Address
Bank Maintenance

Change Your Password

The Discipline List screen displays a list of incidents you have previously reported. If an
entry is truncated, hover your cursor over it to display the full text.

ProgressBdok | = Discipline List
A

Welcome Wendy Cobalt

New Discipline Incident
Name Last First Description Date Violation
David Englebert referral Englebert David Students were droppe...  12/28/16
David Englebert referral Finnegan Sean Students were droppe...I 12/28/16
Mason Hughes referral Hughes Mason Dared someone to eat | Students were dropped off before schoal doors are unlacked and began throwing rocks,
breaking one of the main office windows,
Hannah Britton referral Britton Hannah Used inappropriate lan..—{2/25/16

Carson Applegate Applegate Carson Student was throwing 12/14/16 Provoking/assaulting
Referral food at other students. anyone

David Englebert Referral ~ Englebert David Student was trying to.. 12/08/16 Vandalism

Mariah Dickerson Dickerson Marizh Student was using cell 12/02/16 Unauthorized Use of
Referral phone during class. Technology

38 ProgressBook GradeBook Teacher Guide: Getting Started



GradeBook Setup

GradeBook Setup

Assignment Types

You must set up categories of classroom activities such as classwork, homework, quizzes, tests,
etc., and assign a mark type to each category to be able to create assignments and share
individual assignments that use those categories in multiple classes. You must also create a
unique name and abbreviation for each assignment type.

GradeBook allows a variety of mark types including points, letters, percentages, pass/fail and
more. It is recommended to use points as the mark type for all assignment types. GradeBook then
translates the student averages into the appropriate letter grade based on the grading scale setup
option to be selected later.

It is not recommended to use letter and number mark types within the same class if the class uses
traditional report cards because GradeBook is unable to calculate an average. In classes that use
standards-based report cards, it is possible to combine letter and number mark types within the
same class to calculate students’ grades, depending on the calculation method used for each
assessment. But generally, you would not combine letter and number mark types within the same
assessment calculation. See “Custom Setup 2 Grading Scale for Standards-Based Report
Cards.”

Set Up Assignment Types

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Set-Up-Assignment-Types

Before you begin creating assignments, you must set up categories of classroom activities such
as classwork, homework, quizzes, tests, etc., and assign a mark type to each category.
GradeBook allows a variety of mark types including points, letters, percentages, pass/fail and
more. However, points is the recommended mark type for all assignment types.

1. On the Teacher Home Page, select Setup Assignment Types
Note: Each assignment type name and abbreviation must be unique.

2. Onthe Assignment Types screen, enter the name for the assignment type in the Name
column.

3. Enter an abbreviation, up to four characters, for each assignment type in the Abbr column.
Note: It is recommended to use points as the mark type for all assignment types.

Do not use letter and number mark types within the same class because
GradeBook will not be able to calculate an average.

4. Select the appropriate mark type from the list for each assignment type.

Note: The mark types selected for the assignment types determine the type of
mark you can enter in the Mark field throughout GradeBook.
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5. To use the assignment type in all of the classes, select the check box in the All column.

6. To use the assignment type in one or multiple classes, but not all classes, select the check
box for each class.

7. Click Save.
ProgressBook. -
: G‘radEBOOk v Assignment Types
Dashboard
Enter an assignment type, then check each of the classes that will use it or check "All" for all classes.
Name Abbr Mark Type Al |math Reading Science Social Studies Del? Abbr_| -
# | Classwork cw 14 Rubric + (=} O jow
# | Homework o HW Points ] O |hw
# | Quiz Quiz osu =] [ |Quiz
# | Test Test osu = [ [Test
* - =] =] =] =] =] =]
* - ] 0 a a a 0
* M a ] ] ] ] ]
* M a ] ] ] ] ]
i - ] =] =] =] =] =]
* - =] =] =] =] =] =]
* - a ] a a a ]
* - a ] B ] B ]

Note: You have the option to view assignment types in All Classes, All Primary
classes, All Shared Classes, and a specific class or group.

Convert Assignment Types

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Convert-Assignment-Types

You can use the Assignment Conversion Tool to automatically convert all assignments within one
or multiple classes from one assignment type to another.

1. On the Assignment Types screen, select the assignment type to convert from in the
Convert all assignments with type list.

2. Select the assignment type to convert to in the to type list.

Note: Hover over @ to see a description of acceptable choices in these fields.

3. Select the appropriate class(es) or class group that uses the assignment type you want
to convert.

Note: To select all the classes listed, click Select All. To deselect all the classes
listed, click De-Select All.
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4. Click Go.

GradeBook Setup

If the conversion was successful, the following message displays: “Your assignments were

successfully converted.”

Assignment Conversion Tool
Convert all assignments with type Project ¥ totype Test - 0
Check the classes that you wish to convert: {7 ]
Health: 2 Math - Gr 02: 4
/| Science: 2 /| Social Studies: 2
| Select Al | De-Select All |

Reading - Gr 02: 1

Delete Assignment Types
To view a video of this procedure, go to:

http://www.progressbook.com/Videos/GB/Delete-Assignment-Types

You can delete an assignment type only if it is not being used by an assignment in a class. If the
assignment type you want to delete is being used in an assignment, use the Assignment
Conversion tool to convert that assignment type to another assignment type. Then, you can delete

the desired assignment type.
1.

2.
assignment type you want to delete.

On the Teacher Home Page, click Setup Assignment Types.

On the Assignment Types screen, select the check box in the Del? column of the

Note: For classes using the Custom Setup 2 grading scale, if in the Mark Type
column the Mark Type is disabled (grayed out), the assignment type is being used
by an assignment that has marks entered, and it cannot be changed or deleted.
To allow changes, you must first remove the marks from the assignments using

that assignment type.

%?TBook' v

Dashboard

Social Studies: 2~ -

Enter an assignment type, then check each of the classes that wjl use it or check "All" for all classes.

Greyed out assignment types
cannot be deleted.

Assignment Types

Name Abbr

Mark Type/

All__|social Studies: 2 Del? Abbr

Classwork CWK Paints =

CWK

Homework HW Points =

/

HW

Project PRJ Points

y

PRJ

Quiz Quiz Paints

Quiz.

Test Test Points

HIEIHENERE

Test

EAE N R R Y BN

P N R I N

3. Click Save.
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Note: If you try to delete an assignment type that is being used by an assignment
in a class, the following error displays: “Assignments types can not be deleted if
they are already being used.”

Calculation Methods and Weights

GradeBook provides numerous options for setting up your GradeBook calculations. Options for
calculating students’ grades using straight averages or weighted averages are available on the
Average Calculation Setup screen. GradeBook is set up by default to use straight averages and
automatically calculate students' grades after you enter assignment marks, change existing marks
in the GradeBook or change assignments.

You may choose to use weighted averages and recalculate grades manually, if desired. You also
have the option of using the same calculation method for each grading period or different
calculation methods for each grading period.

Calculation Methods Using Straight or Weighted Averages

GradeBook provides options for calculating students' grades using straight averages or weighted
averages.

* Straight averages are calculated using points or percentages for assignments in the
current grading period by adding the total earned and dividing by the total possible.

For example, if the student receives assignment marks of 95%, 93%, 98%, 88%, 83% and
74%, the average is calculated as follow:

(95+93+98+88+83+74) / 600 = 88.5%

e If letter grades are used for assignments, the straight average is calculated based on the
point value associated with each letter grade. For example, ifA=4,B=3,C=2,D =1
and F = 0, these point values will be used to calculate the average by adding the earned
point values together and dividing by the number of marks given.

Building on this example, if the student earns three A’s, two B’s, and one C on
assignments, the average is calculated as follows:

(4+4+4+3+3+2) / 6 = 3.33

* Weighted averages by assignment type are calculated by creating a straight average as
explained previously for each assignment type used in the class, and then an overall
average is calculated by averaging those together based on the weight of each
assignment type. For example if the teacher uses Test, Quiz, and Homework types that
are weighted 50%, 30% and 20% respectively the system will calculate an average for
each of the three types using either the points/percentage straight average or the letter
grade average as explained previously and then an overall average using the weights for
each type.

Building on this example, if the student’s averages for each type are 75% for Test, 85% for
Quiz and 95% for Homework, the overall average is calculated as follows:

[(75*50) + (85*30) + (95*20)] / (50+30+20) = 82.00%
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Alternatively, if the teacher does not give any Quiz assignments during the grading period,
and the student earned 75% for Test and 95% for Homework, the overall average is
calculated as follows:

[(75*50) + (95*20)] / (50+20) = 80.71%

GradeBook will then translate these averages into the appropriate letter grade for the report card
based on the grading scale used in the class. Grading scales are defined by the GradeBook
system manager and selected by the teacher during the initial GradeBook set up. The grading
scale should include both a percentage range for each letter grade as well as a point range in the
event teachers are using letter grades for their assignments.

Set Up GradeBook to Calculate Grades Using Straight Averages

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Set-Up-Calc-Straight-Ave

Using straight averages is the default option for calculating averages for report cards. You have
the option to assign different weights to individual assignments, even if you choose to use straight
averages to calculate students' grades. It is only necessary to follow this procedure if you set up
weighted averages and later decide to switch back to using straight averages.

1. On the Teacher Home Page, click Setup Calc Methods & Weights.

2. Onthe Average Calculation Setup screen, select the appropriate class in the Class list.
Note: If you accessed the Average Calculation Setup screen from the Class
Dashboard, you do not have to select the appropriate class from the Class list.

Select Straight Average in the Select the Calculation Method list.
Click Save.

r
/ | ProgressBook..

A+} ™

GradEBOOk v Average Calculation Setu

Class Dashboard Class:

Choose the calculation frequency: Choose a calculation option:

@ Automatically recalculate the gradebook after each change @ Use the same calculation for each grading period

| will recalculate the gradebook when needed Use different calculations for each grading period

Gelect the Calculation Method: Straight Average '>

If you have chosen to use Weighted Averages, fill in the following section:
[Assi,

Type ‘Weig ht |

Save

Use Calculation Weights

GradeBook provides several different options when using weighted averages to allow for flexibility
in calculating students' grades. You may use any of the following grade calculation options:

* Use straight averages, points as the mark type for all assignment types, and assign
different values to individual assignments.

* Use straight averages and weight individual assignments as desired.
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* Use weighted averages and assign different weight values to each assignment type.

* Use weighted averages, assign different weight values to each assignment type, and
assign different values to individual assignments.
* Use weighted averages and straight averages in different grading periods in the same
school year.
If you use straight averages to calculate students' grades, points as the mark type for assignment
types, you can weight grades by assigning a different point value to each assignment type. For
example, homework assignments may be worth 5 points; while quizzes are worth 25 points; and
tests are worth 100 points.

Set Up GradeBook to Calculate Grades Using Weighted Averages by
Assignment Type

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Calc-Grades-Weighted

You can set averages to calculate using weights for each assignment type used in the class.
GradeBook calculates students' averages first by averaging the assignments for each type and
then calculates an overall average by averaging those grades according to the weights assigned
to each type. For example, if the weight of homework = 1, quizzes = 1 and tests = 2, GradeBook
calculates homework as 25%, quizzes as 25%, and tests as 50% of the student’s average.

If you prefer to use a factor-based weighting method where each assignment counts a specified
number of times in the overall average, use the straight average calculation and then change the
weight of the individual assignments as desired. For example, if you want all tests to count three
times, change the Weight field for each test assignment to 3.

1. On the Teacher Home Page, click Setup Calc Methods & Weights.
2. Onthe Average Calculation Setup screen, select the appropriate class in the Class list.

Note: If you accessed the Average Calculation Setup screen from the Class
Dashboard, you do not have to select the appropriate class from the Class list.

3. Select Weighted Average in the Select the Calculation Method list.

Note: When you are entering weights, you can use simple numbers or numbers
that represent a percent of the student’s overall grade. For example, if the weight
of homework = 1, quizzes = 1, and test = 2, you can also enter the weight as 25
for homework, 25 for quizzes and 50 for test.

4. Enteraweight value for each assignment type displayed in the Assignment Type Weight
field.
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Note: An extra credit assignment type cannot be used as a weighted average
because the system cannot divide by zero.

Hormewark

select the Calculation Method: |Weighted Average %
If you have chosen to use Weighted Averages, fill in the following section:

Assignment Type Weight

1

Cuizzes

1

Test

2

Note: If you leave the Weight field blank for an assignment type, it is counted as
0. Assignments using that assignment type are not calculated in the student's

averages.

5. Click Save.

Calculation Methods for Standards-Based Report Cards

GradeBook offers numerous calculation methods for teachers using standards-based report
cards. When creating the report cards, the GradeBook system manager can assign a calculation
method as a default calculation method to each assessment on the report card. A teacher may
change those calculation methods on the Grading Scale Setup screen, if desired.

GradeBook is set up by default to use straight averages and automatically calculate students'
grades after you enter assignment marks, change existing marks in the GradeBook or change
assignments. You may choose to use weighted averages, different calculations for each reporting
period, and recalculate grades manually, if desired.

(WEEEY Wath - Gr 02 01 ~

Grading Scale Student Override Copy

Click here to view the grading scales
2nd Grade Report Card

Assign the grading scales to use for each assessment

|Grading Scale ICalculati
Overall Grade LVPR ¥ || Power Law
Understands concepts for o0su || Power Law
current work
Knows math facts for current o0su || Highest Achieved
work.
Understands equivalent names | oo | Fighest Achioved
for numbers
Understands meanings of 05U | Fighest Achioved
operations
Computes accurately osu v [ Last Achieved
Applies problem sahing skills | 03U v Power Law
Elementary Grades Interim

|Grading Scale ICalculati

Demonstrates appropriate

behavior osy

<

Highest Achieved

i
Understands skilliconcepts 05U
introduced

Power Law

2nd Grade Report Card: Overall Grade

Choose the default assessment to show for the students' progress:

-

The following calculation methods are available only in classes that use the Custom Setup 2
grading scale option for standards-based report cards:
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None — Grade or mark is not calculated by the GradeBook. Teachers must enter the
appropriate mark manually.

Average — Calculates average using points or percentages for assignments in the current
grading period. If letter grades are used for assignments, the average is calculated based
on the point value associated with each letter grade. For example, if A=4 and B = 3, efc.
these point values are used to calculate the average. For further explanation of how
averages are calculated, see examples in “Calculation Methods Using Straight or
Weighted Averages.”

Power Law — Also known as Method of Mounting Evidence, is an industry-standard
algorithm that applies less weight to assignment marks given earlier in the reporting
period than to assignment marks given later in the reporting period. The formula tries to
predict future marks by adjusting the weight of assignment marks already received.

This calculation method can be used with numeric as well as alphabetical mark types and
must meet the following conditions:

* Atleast three assignments must be associated with the assessment.

* All the assignments associated with the assessment must have the same point value.
¢ All the assignments associated with the assessment must have a weight of 1.

* Does not include missing assignments.

* Does not included excluded assignments marks.

Start of

| | | I | | > | Grade =3

Start of

school |

[ I I
[

Power Law Calculation Placing with Less Emphasis on Earlier
than Later Assignment Marks

2| Grade =2
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Given a function of the form
y = Ax",
least squares fitting gives the coefficients as

HZ(ln x; Iny;)— Z(ln xi)Z(lﬂ ¥i)

b = i=1 i=1 i=1

n n 2
nZ(ln X;)? — (Zln xi]
i-1

i=1

z (Iny) - bz (Inx;)

a:i=l i=1
n

where B=band A=¢" .

Power Law Formula (Method of Mounting Evidence)

* Highest Achieved — The highest mark achieved on an assignment in the current grading
period. If points are used as the mark type, GradeBook translates the point value into a
percentage for each assignment to determine the highest mark. If letter grades are used
as the mark type, the letter grade with the highest point value is used. Missing
assignments are not included.

* Last Achieved — The last mark achieved on an assignment based on the assignment
due date, not including missing assignments, in the current grading period. If points are
used as the mark type, GradeBook translates the last mark achieved point value into a
percentage to display as the student's grade.

* YTD Average — Calculates average using points or percentages for assignments from
the beginning of the school year to the end of the current grading period. If letter grades
are used for assignments, the average is calculated based on the point value associated
with each letter grade. For example, if A= 4 and B = 3, etc. these point values are used to
calculate the average.

* YTD Power Law — Industry-standard algorithm that applies less weight for assignment
marks given earlier in the school year than for assignment marks given through the end
of the current grading period of the school year. The same conditions must be met as for
Power Law.

¢ YTD Highest Achieved — The highest mark achieved on an assignment from the
beginning of the school year to the end of the current grading period. If points are used as
the mark type, GradeBook translates the point value into a percentage for each
assignment to determine the highest mark. If letter grades are used as the mark type, the
letter grade with the highest point value is used. Missing assignments are not included.
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* YTD Last Achieved — The last mark achieved on an assignment based on the
assignment due date, not including missing assignments, from the beginning of the
school year to the end of the current grading period. If points are used as the mark type,
GradeBook translates the last mark achieved point value into a percentage to display as
the student's grade.

These calculation methods do not include excluded assignments marks. Where included,
assignments marked as missing count as 0 if numeric mark types are used or the point value of
the letter grade with the lowest point value if letter grades are used.

Grading Scale Options

Grading scales are defined in GradeBook by your GradeBook system manager. The custom
grading scale options in GradeBook can accommodate using traditional and standards-based
report cards You can assign a grading scale to an entire class and then assign a different scale
to one or two individual students. You must select a grading scale and calculation method, if you
are using Custom Setup 2 option, to instruct GradeBook how to translate average marks into
report card grades.

Default Grading Scale

The Default option can be used for traditional report cards only. GradeBook uses the default
grading scale set up by your GradeBook system manager for the selected class and grade level.
If you use this option, you do not have to change anything on the Grading Scale Setup screen.

1 ssBook..
A+ GradeBook| -

Grading Scale Setu

Class Dashboard (WFrrH Algebra 2: 01 -

Mapping

Select the way that you would like to map assignments to the report card:

@ Default (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used
Warning: If grades do not calculate, you will need to choose another option

") Custom Setup 1 (Recommended for secondary style report cards )
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for individual students

_) Custom Setup 2 (Recommended for standards based report cards )
Map assignments to different assessments on the report card.
Marks for each assessment will be automatically calculated on the report card.
Grading scales for each assessment can be chosen for the class and for
individual students

Save

Note: If you leave the GradeBook set on the Default option and a student’s
average appears as a question mark (?) or does not display anything, GradeBook
may have been unable to find a default grading scale. You should use Custom
Setup 1. The Default option does not allow overriding the grading scale for
individual students.

48 ProgressBook GradeBook Teacher Guide: Getting Started



GradeBook Setup

Custom Setup 1 Grading Scale for Traditional Report Cards

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS1-Grading-Scale

Custom Setup 1 option allows you to designate the appropriate grading scale for the class and
override the grading scale for individual students, as necessary. This setup is most often used for
traditional report cards.

1. On the Teacher Home Page, under Average Calc Setup, click Setup Grading Scales.
2. On the Grading Scale Setup screen, in the Class drop-down list, select the appropriate
class.

Note: If you accessed the Grading Scale Setup screen from the Class
Dashboard, you do not have to select the appropriate class.

Select Custom Setup 1.

Click Save.

Click Save Next.

Grading Scale Setu

N ProgressBook.
Lkl GradeBook ~!

(eFEEY Algebra 2: 01 -

Mapping Grading Scale Student Override Copy

Select the way that you would like to map assignments to the report card:

) Default (No further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
Warning: If grades do not calculate, you will need to choose another option.

@ Custom Setup 1 (Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for individual students

() Custom Setup 2 (Recommended for standards based report cards.)
Map 1ts to different its on the report card.
Marks for each assessment will be automatically calculated on the report card.
Grading scales for each assessment can be chosen for the class and for
individual students.

6. Onthe Grading Scale tab, click the Click here to view the grading scales link to preview
the available grading scales.

(WEr Algebra 2- 01 -

Mapping Grading Scale Student Override Copy

The default grading scale for this class is:

Lake View High School Default -

Click here to view the grading scales

[ Save ][ Save Mext == ]
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11.
12.
13.

Grading Scales

Grading Scale:  Lake View Hgh School Defalt -
Description: Default scale for Lake View High School
1 A d 47§ 110 395 42
2 A 4 525 AT 49 18 3w
3 A a7 895 9249 16 ER Y]
4 B+ 33 BG 5 8349 iz 359
5 B 3 825 8649 25 319
3 B 27 795 82 4% 26 289
7 Ce 23 765 7949 22 259
] C 2 725 7649 1.9 213
9 C 17 695 7249 16 189
10 D+ 13 665 69.49 12 1.59
1 [ 1 &2 65 49 09 119
12 - 0.7 595 6249 [13 0.89
13 F '] 1] 59.49 1] 0.59

Close the Grading Scales window.

On the Grading Scales tab, from The default grading scale for this class is drop-down
list, select the grading scale.

Click Save Next.

. On the Student Override tab, in the Scale drop-down list, select an alternate grading

scale for specific students, if appropriate.

(WECEE Algebra 2: 01 v

Grading Scale Student Override Copy

Use the section below to assign individual students to different grading scales:

Student Scale

\Adamczyk, Jennifer [ Class Default v
MNader, Adelaide Class Default v
MNadig. Cheridan ( |EP District DefauD v
Pruc. Shannan Class Default kv
o dinl, im (Mheiedi 1 Dinfanlt

Click Save Next.

On the Copy tab, select the class(es) to which to copy the grading scale setup.

Click Copy.

If the process was completed successfully, the message, Copy Complete!, displays on the
screen.

Note: Student override settings will not be copied to other classes.

[OECE Algebra 2- 01 ~

Mapping  Grading Scale Student Override Copy

Copy this Custom Setup 1 setup to the following classes:

[ Algebra 2 02 [IEnglish Gr 11- 01
[“IEnglish Gr 11: 02 [ Math - Gr 02: 01
[JReading - Gr 02: 01

Select All De-Select All

Capy

Copy Complete!
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Custom Setup 2 Grading Scale for Standards-Based Report Cards

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Grading-Scale

Custom Setup 2 option is used with standards-based report cards, which are popular in the
primary grade levels. This setup allows you to map assignments to custom assessments on the
report card, which enables GradeBook to automatically calculate grades for each assessment.
The report cards and assessments are defined by your school district and set up by your
GradeBook system manager.

Your system manager may have already set up your GradeBook to automatically use the Custom
Setup 2 option. Whether or not your GradeBook has already been configured to use the Custom
Setup 2 option, you may still customize your GradeBook to meet your needs by selecting a
different grading scale or calculation method. If your GradeBook has not been previously set up
for standards-based report cards and you want to map assignments to assessments on the report
card, complete the following procedure.

1. On the Teacher Home Page, click Setup Grading Scales.

2. On the Grading Scale Setup screen, select the appropriate class in the Class list.

Note: If you accessed this screen from the Class Dashboard, you do not have to
select the appropriate class.

3. Select Custom Setup 2.

Note: On the Grading Scale Setup screen when you select Custom Setup 2, you
receive the following message. This message appears even if the class has no
assignments. The warning is alerting the user to the fact that changing a grading
scale setup option after assignments have been created may require you to
convert the assignments to the proper format for that grading style. Once the
grading scale change is made and until the assignment conversion is completed,
the user is not able to see the previously created assignments in the class.

Message from webpage @

Warning! By changing the grading scale setup your assignments are still
! . saved but may no longer be accessible, You may need to convert your
assignments for this configuration.

On the warning message window, click OK.
Click Save.

Note: You only have to convert assignments if you have already created
assignments for this class.
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P

Class Dashboard (6EEER Math - Gr 02: 1 -

= ssBook..
A+ GradeBook v

Grading Scale Setup

Mapping Report Cards Grading Scale Student Override Copy

Select the way that you would like to map assignments to the report card:

() Default {No further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
Warning: If grades do not calculate, you will need to choose another option.

(0 Custom Setup 1 (Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card
You may choose a grading scale for the class and for individual students.

@ Custom Setup 2 (Recommended for standards based report cards.)
Map assignments to different assessments on the report card.
Marks for each will be autt I} Iculated on the report card.
Grading scales for each assessment can be chosen for the class and for
individual students.

You may need to convert your s Converting assil s requires a default assessment_ This is where the marks will be saved to or copied
from.

Note: To finalize Custom Setup 2, you must complete tabs in the following order:
Mapping, Report Cards, Grading Scale, Student Override, and Copy. If you
try to click on a tab out of this order, the screen remains on the current tab until
you make a selection and click Save Next.

Click Save Next.

On the Report Cards tab, select the report card, and if applicable, the interim you want to
use.

2

ProgressBook..
GradeBook '~/

board

" |

Grading Scale Setup

(WEEES Math - Gr 02- 01 -

Mapping Report Cards Grading Scale Student Override Copy

Which report cards and interims do you plan to use?
Available Report Cards: Available Interims:
[“11st Grade Report Card-LVPR Elem Grade Interim
[¥2nd Grade Report Card
["]3rd Grade Report Card
["]4th Grade Report Card

If your report card is not listed, you must go back to the Mapping tab and change your assignment mapping choice
*You may not uncheck report cards or interims that have assignments mapped to them

sov

8. Click Save Next.

9. If you want to set up a default assessment to show an overall grade for a class, on the
Grading Scale tab in the Choose the default assessment to show for the students’
progress list, select an overall assessment, which GradeBook displays in the GradeBook
wherever a single student average appears.
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Note: When a default assessment is selected, on the Assignment Details
screen Main tab, the default assessment is highlighted, and when you hover your
cursor over the default assessment field an informational hover tip displays, which
explains the default assessment. This field updates as points are entered for
individual assessments; however, the field is editable.

Select one or more assessment on each report card and/or interim:

| Overall Grade (total) 20 Default Assessment Help

V| Understands concepts for current work 10

IThis assessment is tagyed as the default
] |Knows math facts for current work 0 assessment for this Class. Points that you

Applies problem solving skills enter for all other assessments will be
autormatically reflactad in the points for this
assessment

Note: If the system manager adds an assessment in Report Card Builder and a
teacher already has his/her grading scales set up, the teacher must click Save on
the Grading Scale tab, which displays the newly added assessment in yellow, so
the assessment appears on the Assignment Details screen.

Note: If a default assessment is selected and a teacher weights all the
assignments to zero, the students’ averages display a zero in GradeBook on the
Student Profile screen Progress tab.

10. Select the appropriate grading scale from the Grading Scale list to use for each report
card assessment.

Note: The default grading scales and calculation methods that display are based
on the settings selected by the GradeBook system manager in the Report Card
Builder.

11. Select one of the following calculation methods from the Calculation list to use for each
report card assessment.

* None — Grade or mark is not calculated by the GradeBook. Teachers must enter the
appropriate mark manually.

* Average — Calculates average using points or percentages for assignments in the
current grading period. If letter grades are used for assignments, the average is
calculated based on the point value associated with each letter grade. For example, if
A =4 and B = 3, etc. these point values are used to calculate the average.

¢ Power Law — Industry-standard algorithm that applies less weight for assignment
marks given earlier in the reporting period than for assignment marks given later in
the reporting period.

This calculation method can be used with numeric as well as alphabetical mark types
and must meet the following conditions:

- At least three assignments must be associated with the assessment.

- All the assignments associated with the assessment must have the same point
value.

- All the assignments associated with the assessment must have a weight of 1.
- Does not include missing assignments.

ProgressBook GradeBook Teacher Guide: Getting Started 53



GradeBook Setup

Highest Achieved — The highest mark achieved on an assignment in the current
grading period. If points are used as the mark type, GradeBook translates the point
value into a percentage for each assignment to determine the highest mark. If letter
grades are used as the mark type, the letter grade with the highest point value is
used. Missing assignments are not included.

Last Achieved — The last mark achieved on an assignment based on the assignment
due date, not including missing assignments, in the current grading period. If points
are used as the mark type, GradeBook translates the last mark achieved point value
into a percentage to display as the student's grade.

YTD Average — Calculates average using points or percentages for assignments
from the beginning of the school year to the end of the current grading period. If letter
grades are used for assignments, the average is calculated based on the point value
associated with each letter grade. For example, if A= 4 and B = 3, etc. these point
values are used to calculate the average.

YTD Power Law — Industry-standard algorithm that applies less weight for
assignment marks given earlier in the school year than for assignment marks given
through the end of the current grading period of the school year. The same conditions
must be met as for Power Law.

YTD Highest Achieved — The highest mark achieved on an assignment from the
beginning of the school year to the end of the current grading period. If points are
used as the mark type, GradeBook translates the point value into a percentage for
each assignment to determine the highest mark. If letter grades are used as the mark
type, the letter grade with the highest point value are used. Missing assignments will
not be included.

YTD Last Achieved — The last mark achieved on an assignment based on the
assignment due date, not including missing assignments, from the beginning of the
school year to the end of the current grading period. If points are used as the mark
type, GradeBook translates the last mark achieved point value into a percentage to
display as the student's grade.
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12. Select the appropriate grading scale from the list to use for each interim assessment, if
applicable.

(WEEE Math - Gr 02: 01 -

Mapping Report Cards Grading Scale Student Override Copy

Choose the default assessment to show for the students’ progress:
2nd Grade Report Card: Overall Grade -

Assign the grading scales to use for each assessment
Click here to view the grading scales

2nd Grade Report Card

\Assessment Grading Scale (Calculation

Overall Grade Lake View Primary School Default ~ | Power Law -
g&?;?:ﬂ?é concepts for osu + | Highest Achieved A
EQ?}?S math facts for current osu + | Highsst Achisved -
\Applies problem solving skills | OSU - | Last Achieved -
Comment - | None M
Comment#2 = | Mone -

Elem Grade Interim

\Assessment Grading Scale Calculation
Demonstrates appropriate
behavior

Understands skill/concepts
introduced

osu

Rl

Highest Achieved A

osu

Rl

Highest Achieved A

[ Save ]l Save Next »=

13. Select one of the following calculation methods from the Calculation list to use for each
interim assessment, if applicable. See the options listed in step 11 for further details.

14. Click Save Next.

15. On the Student Override tab, select the student that requires an alternate grading scale,
and then select the alternate grading scale for each report card assessment.

16. Click Save Next.
Note: If you need to override more than one student, click Save and then repeat
step 15.

17. To copy this setup to another class, on the Copy tab, select a class from the list.

If there are no available classes to copy the grading scale setup the following message is
displayed: “There are no compatible classes to copy to because you do not have any other
classes that use the same report card assessments. Return to the Mapping tab to set up
another class.”

Note: On the Copy tab, only classes associated with courses in the same course
group on the selected report card are available, and class groups are not
available.

18. Click Copy.

If the process was completed successfully, the message “Copy Complete!” displays.

Note: Student override settings will not be copied to other classes.
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Assignments and Marks

GradeBook provides a variety of options for creating and working with assignments from many
screens in your system. Depending on the type of assignment you are creating, and whether or
not the assignment is used in a class that uses traditional or standards-based report cards,
teachers can create class or individual student assignments, which can be associated with a
specific report card assessment. Numerous options allow for creating various types of class
assignments such as recurring, floating, or weighted. Once assignments have been created, you
can copy assignments, share assignments with other classes, enter assignment marks, and post
them to ParentAccess. After an assignment’s due date has passed, various icons, symbols, and
colors represent its grading status throughout GradeBook. Parents and students can even
subscribe to alerts in ParentAccess that denote a student’s progress regarding specific
assignments.

Create Assignments

GradeBook allows you to create an assignment for the entire class or an individual assignment
that is unique to one student. Options exist for creating various types of class assignments such
as recurring, floating or weighted. Once assignments have been created, you can copy and share
assignments or exclude the lowest assignment marks. For assignments used only in a class that
uses Custom Setup 2 grading scale option for standards-based report cards, you can create an
unique assignment for an individual student and associate an assignment with a specific report
card assessment. Creating and working with assignments can be completed from numerous
screens in your GradeBook system.

You create an assignment for the entire class on the Assignment Details screen where many
options enable you to assign the assignment to a specific group, designate the assignment as a
floating assignment, share it with other classes, or make it available in ParentAccess.

The Assignment Details screen includes three tabs: Main, Standards, and Marks. Only the
Main tab is visible when you begin to create an assignment. Once the assignment has been
saved, then the other tabs are available.

If you use the Custom Setup 2 Grading Scale option for standards-based report cards, you must
select one or more assessment on each report card and/or interim for an assignment. Those
assignments display with the associated assessment for a student on the Progress By Student
screen. In addition, you can add an individual assignment associated with a specific assessment
that is unique to a student.
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Create Class Assignments for a Default or Custom Setup 1 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Create-Class-Assignments

1. On the Class Dashboard, click Add an Assignment.

Note: If you have not created any assignment types, a message displays with a
link to add assignment types.

You have not created any assignment types for this class.
You must do this before you will be able to add assignments.

Click Here to add assignment types.

Note: If you have set up default preferences (see “Set Up Default Preferences for
Assignments” ), when you create a new assignment, those check boxes are
automatically selected.

2. On the Assignment Details screen, in the Description field, type the assignment’s
description.

3. From the Assignment Type drop-down list, select the type of assignment.
Note: The Sequence field is only used for floating assignments.

4. Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or type it in the field. Today’s date is the default option.

5. Nexttothe Due Date field, click the calendar icon to select the date the assignment is due,
or type it in the field.
Note: A message displays notifying users if they enter invalid dates.

6. In the Points field, enter the value of the assignment.
Click Save.
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The message “Your changes have been saved.” displays.

— W A n Home | Grade Book | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin
ngfessBook| ~ Assignment Details : VP ! ‘ ez !
| Algebra 2- 02 ~| = ~| 12/16 Chapter 4 & 5 Quiz ~
Action Save

m Standards_|| Marks |

Chapter 4 & 5 Quiz Description: Chapter 4 & 5 Quiz

Quizzes

Assignment Type: Quizzes - Sequence:

i sniss e Assigned Date: 12/02/2011 ] Due Date: 12/16/2011 i

Import an Assignment Points: 75 Weight: 1

Delete the Assignment

i 7 2
T — Setup as a floating assignment?] Exclude from student averages?-[]
Post to the homework web page?:] Post the marks to the web?:E7
Add this assignment to the assignment bank?

Do you want to

assign an

activity? Share this i with the ing (Only classes that share assignment types can share assignments.)

Select All De-Select All

A sting

assi s cannot be SR

link activity. You

mut ev

assi man

activity's Details screen

8. You may perform any of the following optional steps depending on the type of assignment
you are creating:

To change the weight of an individual assignment, enter a number other than 1 in the
Weight field.

Note: If you set the weight of an assignment to zero, the following message
displays: “Warning: Student marks will be displayed. Select the Exclude from
student averages? check box to hide marks.”

To assign the assignment to a group rather than the entire class, select a group from
the Assign to Student Group drop-down list. All Students is the default option.

To designate the assignment as a floating assignment (different assigned and due
dates for each student), select the Setup as a floating assignment? check box.

To exclude the assignment from the student averages, select the Exclude from
student averages? check box.

To post the assignment description and due date to the ParentAccess Planner, select
the Post to the homework web page? check box. Assignments display in the
Planner under the Assigned Work heading.

To add the assignment to the Assignment Bank, select the Add this assignment to
the assignment bank? check box.

To post the marks for the assignment in the ParentAccess Assignments area, select
the Post the marks to the web? check box.

To link the assignment to an online activity, select the VirtualClassroom Activity?

check box. (For more information, see ProgressBook VirtualClassroom Teacher
Guide.)

To designate the assignment as an extra credit assignment, enter “0” in the Points
field.

To share the assignment with other classes, select the check box next to the
appropriate class(es).
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Note: If the classes with which you want to share an assignment do not appear in
the share box, go to the Assignment Types screen and ensure the classes use
the same assignment types.

Assign to Student Group: Al Students |~

Setup as a floating assignment?:[] Exclude from student averages?:{]

Post to the homework web page?:[] Post the marks to the web?:[]
Add this assignment to the assignment bank?:-/]

Share this assignment with the following classes: (only dasses ihat share sssignment types can share assignments.)
Period 2 Algebra Select All De-Select All

Create Class Assignments for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Add-Assignment

When you begin creating an assignment on the Assignment Details screen, only the Main tab is
visible. Once the assignment has been saved, the Standards and Marks tabs display.
GradeBook allows you to create an assignment and assign different values for each report card
assessment that you select. Assignments display with the specific report card assessments on the
Progress By Student screen. There are many options available when creating assignments.

1. On the Class Dashboard, click the Add an Assignment link.

Note: If you have not created any assignment types, a message displays with a
link to add an assignment.

You have not created any assignment types for this class.
You must do this before you will be able to add assignments.

Click Here to add assignment types.

Note: If you have set up default preferences (see “Set Up Default Preferences for
Assignments” ), when you create a new assignment, those check boxes are
automatically selected.

2. On the Assignment Details screen in the Description field, type a description of the
assignment.

3. From the Assignment Type list, select the type of assignment.

Note: You can change the assignment type from a points to a non-points
assignment type, as long as you have not saved marks for this assignment.

Note: The Sequence field is only used for floating assignments.

4. Click & next to the Assigned Date field to select the date the assignment will begin, or
type it in the field. Today’s date is the default option.

60 ProgressBook GradeBook Teacher Guide: Getting Started


http://www.progressbook.com/Videos/GB/CS2-Add-Assignment

Assignments and Marks

5. Click 2 next to the Due Date field to select the date the assignment is due, or type it in
the field.

Note: A message displays notifying users if they enter invalid dates.
6. Inthe Weight field, enter the correct weight for the assignment.

Note: The Weight field default is 1. You can only enter numeric characters within
the range of 0 to 100 and up to two decimal places.

Note: If you set the weight of an assignment to zero, a message displays
explaining that weighting an assignment to zero and not selecting the Exclude
from student averages? option displays points earned over points possible for
the assignment in GradeBook on the Student Profile screen Progress tab and in
ParentAccess.

7. To assign the assignment to a group rather than the entire class, select a group from the
Assign to Student Group drop-down list. “All Students” is the default option.

8. Inthe Select one or more assessment on each report card and/or interim area, check
the assessments that apply to this assignment.

Note: If the system manager adds an assessment in Report Card Builder and a
teacher already has his/her grading scales set up, the teacher must click Save on
the Grading Scale tab, which displays the newly added assessment in yellow, so
the assessment appears on the Assignment Details screen.

Note: If you enter a point value for an assessment, the check box for the
assessment is automatically selected.

Note: If this is a points assignment, you must enter a numeric value in the Points
field for the selected assessments.

9. If this is a point assignment, in the Points field, enter a point value for each checked
assessment.

If this is non-point assignment, the Points field is disabled, and n/a appears in the field.

Note: If you selected a default assessment on the Grading Scale Setup screen,
the assessment is highlighted, and if this is a point assignment, the point values

from the other selected assessments total in the points field for this assessment.
The point value for this assessment can also be edited in the event you want the
overall value to be greater than the sum of the other selected assessments.

Note: If this is a points assignment type, you can only enter numeric characters
within the range of 0 to 1,000 and up to two decimal places in the Points field.
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10. Click Save.

ProgreséBb'ék ~ Assignment Details

Home | Grade Book | Help | Sign Out

11.

| SCIHEALTH 2: 2 v Q1 v Add an Assignment ~
Action Save
Description:  Solids, Liquids, and Gases Quiz Sequence:
Add an Assignment Assignment Type: Quizzes ~ Due Date: ~ 10/4/2011 [:2]
FANMRACHIN = ST )
e o Assigned Date: ~ 10/4/2011 ] Weight: 1
Online Learning
Do vou want to assign an actiity? Assign to Student Group:  All Students +
A Note: Existing asslgn;}e\:ls Setup as a floating assignment? ] Exclude from student averages?{]
i~ a:sw;‘u‘n-'-m Post to the homework web page?-[] Post the marks to the web? (]
from an acivity's Detalls screen Add this assignment to the assignment bank?:]
Select one or more assessment on each report card and/or interim:
Grade2 Points
Overall Progress (total) 26
[JApplies nature of science skills 126
[ Demonstrates knowledge of Ohio’s plants and animals
[ Explores sources of light and sound
[1Recognizes the relationship of objects in space
[JObsenves changes in weather pattemns
[ Test Add for details
Share this assignment with the following classes: (only dsses that sh. types and have scale setup can sh )
Select All De-Select All
Save

Note: If you try to save the assignment without a Description, Assignment
Type, Assignhed Date, Due Date, and/or Points for a point assignment, you
receive a message stating a required field is missing.

Note: When Save is clicked, GradeBook validates that at least one report card
assessment is selected and gives you a warning if no report card assessment is
selected; however, you can still save the assignment.

You can perform any of the following optional steps while creating an assignment
depending on the type of assignment:

* To designate the assignment as a floating assignment (different assigned and due
dates for each student), select the Setup as a floating assignment? check box.

Note: When you select the Setup as floating assignment? check box, the Due
Date field disappears, and the Assigned Date and Due Date fields are available
on the Assignment Marks screen, which are editable.

* To exclude the assignment from the student averages, select the Exclude from
student averages? check box.

* To post the assignment description and due date to the ParentAccess Planner, select
the Post to the homework web page? check box. Assignments display in the
Planner under the Assigned Work heading.

* To post the marks for the assignment to the ParentAccess Assignments area, select
the Post the marks to the web? check box.

* To add the assignment to the Assignment Bank, select the Add this assignment to
the assignment bank? check box.
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* To share the assignment with other classes, in the Share this assignment with the
following classes area, select the check box next to the appropriate class(es).

Note: In order to share a Custom Setup 2 class's assignment with another class,
the class has to use all the same assignment types, grading scale setup and
report card assessments.

Create an Extra Credit Assignment for a Default or Custom Setup 1
Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Create-Extra-Credit

You can create extra credit assignments several different ways in GradeBook. You can set up
extra credit as a unique assignment or add extra points to another assignment. The key to creating
a unique extra credit assignment is making it worth 0 points. When you enter marks, students
receive extra credit because the assignment is worth 0 points.

1.
2.

Progresém ~ Assignment Details

On the Class Dashboard, click Add an Assignment.

On the Assignment Details screen, in the Description field, type a description of the
extra credit assignment.

In the Assignment Type drop-down list, select the type of assignment.

Next to the Assigned Date field, click the calendar icon to select the date the extra credit
assignment is assigned, or type it in the field.

Today's date is the default option.

Next to the Due Date field, click the calendar icon to select the date the extra credit
assignment is due, or type it in the field.

In the Points field, enter O.
Click Save.

Home | Grade Book | Help | Sign Out

Add an Assignment

Algebra 2: 01 b Q1 bl

Add an Assignment
Import an Assignment

Description:  Extra Credit Worksheet

Assignment Type:  Homework & Sequence:

Assigned Date: ~ 10/24/2011 =] Due Date:  10/28/2011| =]

Online Learning

Do you want to assign an activity?

A\ Mote: Existing assignments
cannot be an activity.
You must add a new assignment
from an activity's Details screen

Points: 0

Assign to Student Group:

Setup as a floating assignment?-{]
Past to the homework web page?:[ ]

Weight: 1

All Students |~

Exclude from student averages?{ ]
Post the marks ta the web?: ]

Add this assignment to the assignment bank?

Share this assignment with the following classes: (Only classes that share assignment types can share assignments.)

Select All De-Select Al

Save
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Create an Extra Credit Assignment for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Create-Extra-Credit

For a Custom Setup 2 class that uses point assignment types, you can create extra credit
assignments several different ways in GradeBook. You can set up extra credit as a unique
assignment or add extra points to another assignment's assessment. The key to creating a unique
extra credit assignment is making the assessments worth 0 points. When you enter marks,
students receive extra credit because the assignment's assessments were worth 0 points.

For a Custom Setup 2 class that uses non-point assignment types to assign extra credit, you
would have to create the assignment and exclude or not put any mark for the students who did
not complete the extra credit.

1. On the Class Dashboard, click Add an Assignment.

2. On the Assignment Details screen, in the Description field, type a description of the
assignment.

In the Assignment Type drop-down list, select the type of assignment.

Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or type it in the field.

Today's date is the default option.

5. Nextto the Due Date field, click the calendar icon to select the date the assignment is due,
or type it in the field.

6. Inthe Weight field, enter the correct weight for the assignment.
Note: The Weight field default is 1. You can only enter numeric characters within
the range of 0 to 100 with no more than two decimal places; however, an extra
credit assignment should be weighted at least 1.
Select the assessments for this assignment.

For each selected assessment, in the Points field, enter 0.
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Click Save.

GradeBook | Help | Sign Out

GradeBook

| Algebra 2: 01 ~| El
Action Save
 Vain |
Description: Worksheet Problems 40-45
Add an Assignment Assignment Type: Homework - Sequence:
Import an Assignment Assigned Date: 11/2/2011 & Due Date: 11/09/2011 =

Do you want to assign an activity?

Assign to Student Group:  All Students ~

g assignments

an activit Setup as a floating assignment?] Exclude from student averages?{ ]
ew assignment Post to the homework web page?[ | Post the marks to the web?[ |
Details screen Add this assignment to the assignment bank?:7]

Select one or more assessment on each report card and/or interim:
2nd Grade Report Card |Points

7 Overall Grade (total) ’07
Understands concepts for current wurklﬂi
Knows math facts for current work ’07
[¥]/Applies problem solving skills ’Ui

Share this assignment with the following classes:  (Only classes that share. types snd have i he i )

Select Al De-Select Al

Save

Assign an Assignment to a Group for a Default or Custom Setup 1
Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Add-Assignment-Group

When you initially create an assignment, you can assign it to a specific group of students rather
than the entire class. This option is only available before you save the assignment the first time.

1.
2.

On the Class Dashboard, click Add an Assignment.

On the Assignment Details screen, in the Description field, type a description of the
assignment.

From the Assignment Type drop-down list, select the type of assignment.

Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or type it in the field.

Today's date is the default option.

Next to the Due Date field, click the calendar icon to select the date the assignment is due,
or type it in the field.

In the Points field, enter the value of the assignment.

In the Assign to Student Group drop-down list, select the group to which you want to
assign the assignment.

Note: All Students is the default option.

Click Save.
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Sy c F GradeBook | Help | Sign Out
ProgressBook.| - Assignment Details ok | Help | Sig

GradeBook

‘ Science: 1 V‘ | Q1 V| Add an Assignment
f ran |
Description: Leaf Project
Add an Assignment Assignment Type: Project - Sequence:
Import an Assignment
Assigned Date: 10/10/2011 ] Due Date: 10/21/2011 =
Online Learning Points: 25 Weight: 1
Do you want to assign an activity?
Assign to Student Group:  Science Club ~

A Note: Existing assignments All Students

cannot be linked 1o an acthiy Setup as a floating assignment?{ | Science Club Exclude from student averages?{ |

You must add a new assignment Post fo the homework web page?:[ | Post the marks to the web2:{ |

from an activity's Details screen. Add this assignment to the assignment bank?:7|

Share this assignment with the following classes:  (Only ciasses that sh: nt

Select All De-Select All

Save

Assign an Assignment to a Group for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Add-Assignment-Group

When you initially create an assignment, you can assign it to a specific group of students rather
than the entire class. This option is only available before you save the assignment the first time.

1.
2.

On the Class Dashboard, click Add an Assignment.

On the Assignment Details screen, in the Description field, type a description of the
assignment.

From the Assignment Type drop-down list, select the type of assignment.

Next to the Assigned Date field, click the calendar icon to select the date the assignment
begins, or type it in the field.

Today's date is the default option.

Next to the Due Date field, click the calendar icon to select the date the assignment is due,
or type it in the field.

In the Assign to Student Group drop-down list, select the group to which you want to
assign the assignment.

Note: All Students is the default option.

In the Select one or more assessment on each report card and/or interim area, select
the assessments that apply to the assignment.

If this is a points assignment, proceed to step 9, if not, proceed to step 10.

In the Points field, enter a point value for each selected assessment.

Note: If this is a points assignment type in the Points field, you can only enter
numeric characters within the range of 0 to 1,000 and up to two decimal places.

Note: If this is a non-points assignment type, the Points field is disabled, and n/a
appears.
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10. Click Save.

Dashboard / 5 Day / Grid o Science: 6 vOE ~ WETANTY T Add an Assignment v

Grade Book | Special Senvices | Help | Logout

Add an Assignment Assignment Type: Project - Sequence:
Import an Assignment
Assigned Date: 11/2/2011 i Due Date: 11/18/2011 =
Weight: 1
Assign to Student Grougl: Advanced Science
All Students

Setup as a floating assignment?: [_| Advanced Science Exclude from student averages?: [ |

Post to the homework web page?: [ Post the marks to the web?: [

Add this assignment to the assignment bank?: VirtualClassroom Activity?: []

Select one or more assessment on each report card and/or interim:

Description: Science Project

Understands skill/concepts introduced|30

Share this assignment with the following classes:  (Cnly ciasses that share assignment types and have the same grading scale setup can share assignments.)
| |Science | Social Studies

Share Assignments with Classes for a Default or Custom Setup 1
Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Share-Assignments

You can save time by creating an assignment once and sharing it with other classes. If you change
an assignment that is shared with more than one class, the changes affect all of the classes in
which the assignment is shared. To change the assignment for one class without affecting the
others, first separate the assignment from the classes with which it is shared.

Classes in which assignments are shared must use all the same assignment types. If the class(es)
you want to share an assignment with does not appear in the share box, go to the Assignment
Types screen and make sure the classes use all the same assignment types. For example, if
Class A uses Homework and Test assignment types, and Class B uses Homework, Test, and Quiz
assignment types, the classes are unable to share assignments. Add the Quiz assignment type
to Class A to be able to share assignments between the classes.

1.

On the Assignment Details screen, on the Main tab, near the bottom of the screen, select
the class(es) with which to share this assignment.

Note: To share the assignment with all available classes listed, click Select All.

Click Save.

On the Notifications window, the following message displays: “Your changes have been
saved.”
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X3 GradeBook

Dashboard /5 Day / Grid

—rr—

Grade Book | Special Services | Help | Logout

8 Science 6 vm ~ [PPSR Add an Assignment v

Description: Leaf Project

Add an Assignment Assignment Type: Project - Sequence:
Import an Assignment
Assigned Date: 10/21/2011 i Due Date: 10/21/2011 i
Points: 25 Weight: 1

Assign to Student Group: All Students -

Setup as a floating assignment?: | | Exclude from student averages?: |
Post to the homework web page?: | Post the marks to the web?: | |
Add this assignment to the assignment bank?-

Share this assignment with the following classes:  (Cnly ciasses that sh nt
[/|Science: 2

Share Assignments with Classes for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Share-Assignments

You can save time by creating an assignment once and sharing it with other classes. If you change
an assignment that is shared with more than one class, the changes affect all of the classes in
which the assignment is shared. To change the assignment for one class without affecting the
others, first separate the assignment from the classes with which it is shared.

Classes in which assignments are shared must use the same assignment types, grading scale
setup and report card assessments. If the class(es) you want to share an assignment with does
not appear in the share box, go to the Assignment Types screen and ensure the classes use the
same assignment types, and go to the Grading Scale Setup screen Grading Scale tab and
ensure the classes use the same report card assessments and default assessment.

1. Onthe Assignment Details screen on the Main tab near the bottom of the screen, select
the class(es) with which to share this assignment.

Note: To share the assignment with all available classes listed, click Select All.

2. Click Save.

“Your changes have been saved,” displays in the upper-right corner of the screen with a
green background.
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\ ProgressBook.
§ GradeBook -/

Grade Book | Special Senvices | Help | Logout

Dashboard /5 Day / Grid

Assignment Details

hohay Save

Your changes have been saved. @

Friday Quiz
uiz

Description: Friday Quiz
Assignment Type: Quiz

i - 116/
Add an Assignment Assigned Date: 12/16/2011

Import an Assignment
Delete the Assignment

Copy the Assignment Setup as a floating assignment?: |

Post to the homework web page?: |
Add this assignment to the assignment bank?-

Sequence:
@ Due Date: 12/16/2011 i
Weight: 1

Exclude from student averages?: [
Post the marks to the web?: [ |

Select one or more assessment on each report card and/or interim:

Overall Grade (total), 20
Understands concepts for current work|10
Knows math facts for current work 10
"] Applies problem solving skills
This assignment is shared with the following classes:  (Changes made to this assignment will affect sl of these classes.)

Math - Gr 02 6
Click here to separate this Math - Gr 02- 1 assignment from the above classes No data will be lost

Advanced Math

Share this assignment with the following classes:  (Only classes that share essignment types end have the same grading scale setup can share assignments.)

Separate Shared Assignments for a Default or Custom Setup 1 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Separate-Shared-Assignments

When an assignment has been shared with other classes, and you need to edit that assignment
in one of the classes but not the others, you must first separate the assignment from the classes
with which it is shared. By separating them, GradeBook creates a copy of the assignment for the
class in which it is separated. Then, you can edit the copy individually without affecting the original

assignment in the other class(es). If the assignment was shared among several classes, the
remaining classes continue to share the original assignment, and only the class where it was

separated now has the separate copy.

1. On the Assignment Details screen, on the Main tab, click Click here to separate this

“name of class” assignment from the above classes. No data will be lost.
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(.23 CradeBook -

Grade Book | Special Senices | Help | Logout

< Assignment Details
Dashbosrd / 5 Day / Giid N coveTry: v a1 - 10731 Chagter 2 Test -_

iiﬁ Standards i Marks I

Chapter 2 Test Description: Chapter 2 Test

Test

Assignment Type: Test - Sequence:
- 10/27/; - 10/31/:

Add an Assignment Assigned Date: 10/27/2011 i Due Date: 10/31/2011 i

Import an Assignment Points: 45 Weight: 1

Delete the Assignment

Copy the Assignment Setup as a floating assignment?: Exclude from student averages?:

Post to the homework web page?: Post the marks to the web?:
Add this assignment to the assignment bank?: |/

This assignment is shared with the following classes:  (changes mzde to this assignment will sffect sl of these classes)
GEOMETRY HONORS

@\ck here to separate this GEOMETRY assignment from the above classes Mo data will be \nD

Share this assignment with the following classes:  (Only casses that share sssignment types can share assignments )

Save

The following message displays on the Confirmation window: “You are about to create a
separate copy of this assignment for “name of class”. This assignment will no longer be
shared with the other class(es). Do you wish to continue?”

Click Yes to separate the assignment.

Close the Confirmation window.

Note: The new separate copy of the assignment has the same description as the
original, but it has an asterisk (*) added to it to denote that it is no longer the same
assignment.

Note: You cannot simply re-share this assignment with the other classes. To
re-share, you must delete the new copy that was created and then go to one of
the classes in which the original assignment is still shared.Then, select it on the
Assignment Details screen to re-share with the additional class.

Separate Shared Assignments for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Separate-Shared-Assignments

When an assignment has been shared with other classes, and you need to edit that assignment
in one of the classes but not the others, you must first separate the assignment from the classes
with which it is shared. By separating them, GradeBook creates a copy of the assignment for the
class in which it is separated. Then, you can edit the copy individually without affecting the original
assignment in the other class(es). If the assignment was shared among several classes, the
remaining classes continue to share the original assignment, and only the class where it was
separated now has the separate copy.

1.

On the Assignment Details screen, on the Main tab, click Click here to separate this
“name of class” assignment from the above classes. No data will be lost.
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=

Lid GradeBook '~/
Dashboard /5 Day / Grid WErEH Science: 3 v Q2 v IR 11/2 Solid States Worksheet ~

B Grade Book | Special Senvices | Hel, Logout
A ‘ ProgressBook. Ie Ielp | Lo

Solid States Worksheet Description: Solid States Worksheet
Classwork .
Assignment Type: Classwork - Sequence:

- 10/317; o - 11/02/; #
Py . Assigned Date: 10/31/2011 & Dug Date: 11/02/2011 )
Import an Assignment Weight: 1
Delete the Assignment
e Setup as a floating assignment?: [| Exclude from student averages?: [ |

Past to the homework web page?- [ ] Post the marks to the web?: []

Add this assignment to the assignment bank?:
Select one or more assessment on each report card and/or interim:

This assignment is shared with the following classes:  (Changes made to this assignment will affect all of these classes )
Science 1

(Click here to separate this Science: 3 assignment from the above classes_ho data will be lost)

Share this assignment with the following classes:  (Only dasses that share assignment types and have s i i)

The following message displays on the Separate this assignment? window: “You are
about to create a separate copy of this assignment for the class “name of class.” This

assignment will no longer be shared with the other class.
2. Click Confirm.

Note: The new separate copy of the assignment has the same description as the
original, but it has an asterisk (*) added to it to denote that it is no longer the same

assignment.

Note: You cannot simply re-share this assignment with the other classes. To
re-share, you must delete the new copy that was created and then go to one of
the classes in which the original assignment is still shared.Then, select it on the
Assignment Details screen to re-share with the additional class.

Import an Individual Assignment from the Assignment Bank

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Import-Individual-Assignment

Instead of creating a new assignment, you can import one used in previous school years from the

Assignment Bank.

1. On the Class Dashboard, in the lower-right corner, under the Assignments list, click

Import Assignments.

2. Onthe Import Assignments window, in the Course drop-down list, verify the class from

which you want to import an assignment displays.
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Note: Assignment banks for Default and Custom Setup 1 classes are separate
from assignment banks for Custom Setup 2 classes, and assignments created in
a Custom Setup 2 class cannot be imported into a class using the Default or
Custom Setup 1 grading scale. Assignment banks for Custom Setup 2 classes
include assignments, which were created before the split marks enhancement.
When the assignment is imported, it is added to the class in the Custom Setup 2
format.

Note: To search for an assignment, use the Type drop-down list and Phrase field,

and then click Search. The assignments that most closely match your search

criteria display.

Next to the Type column of the assignment you want to import, click the download icon.

The assignment displays on the Assignment Details screen. Today’s date is the default
date for the Assigned Date and Due Date.

Note: You can also import multiple assignments at once.

Next to the Assigned Date field, click the calendar icon to select the new assigned date,
or type it in the field.

Next to the Due Date field, click the calendar icon to select the new due date, or type it in
the field.

If needed, make any other changes to the imported assignment.
Click Save.

Import Multiple Assignments from the Assignment Bank

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Import-Multiple-Assignments

To save time when creating assignments, you can import multiple assignments used in previous
school years from the Assignment Bank.

1.

On the Class Dashboard, in the lower-right corner of the screen, click Import
Assignments.

On the Import Assignments window, in the Course list, verify that the class from which
you want to import assignments displays.

Note: To search for an assignment(s), use the Type drop-down list and Phrase
field, and then click Search. The assignments that most closely match your
search criteria display.

In the Date column, for each assignment that you want to import, type the date you want
the assignment to be due.

Click Import Assignments.
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Import Assignments

Course: Math - Gr02  + Type: v Phrase: | [search|

To import an assignment, click on the icon to the left of its description.
To import multiple assignments, fill in the corresponding date fields and press the "Import Assignments” button.

[Type Description Points [Taught Date
&1 [Quiz Adding by 2s 40 10/4/2011 11/4/2011
&1 [HW Math Facts 10 9/15/2011 1110/201|
&1 |Test Chapter 3 Test 100 10/12/2011

([ Import Assignments D

Note: Assignments followed by *** have academic standards attached.

On the Class Dashboard, on the Assignments tab, the assignments you entered due
dates for display.

Class Dashboard
Grading Period: [[REgRd

Assignmentsw FIoatAssign.]( Lessons ]

110 HW Math Facts
1174 Qz Adding by 2s w

Note: An assignment bank for a Default or Custom Setup 1 class are separate
from the assignment bank for a Custom Setup 2 class, so you can only import
assignments that were used in the same type of class.

On the Class Dashboard, select one of the imported assignments.

On the Assignment Details screen, make any necessary changes to the imported
assignment.

Click Save.

Repeat step 5 through step 7 as needed for each imported assignment.

Delete Assignments from the Assignment Bank

If you want to delete assignments from the assignment bank, you can use the Assignment Bank
Maintenance screen.

1. On the Teacher Home Page, in the Administration area, click Bank Maintenance.

The Assignment Bank Maintenance screen displays a list of assignments in the bank for
the course selected in the Course drop-down list (at the top of the screen).

2. Optional: If you want to see a list of assignments for a different course, in the Course
drop-down list, select another course.
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3. Optional: To filter the list of assignments, in the Assignment Type drop-down list, select
an assignment type, or in the Text field, enter a word or phrase from an assignment’s
description, and then click Apply Filter.

Grade Book | Help | Logout

‘E‘ ProgressBook. N
L GradeBOOk v Assignment Bank Maintenance

French Il v

Fierey:  f Assignment Type:  All Types |v | Text: @
| pply Filter
All Types —
Assig 1ment Bank TRkl =300 Plan Bank
- quiz
Actiyps: €] Delete Banl Test j

4. Select the check box in the row of the assignment(s) you want to delete, and then click
Delete “x” Bank Item(s).

Note: To delete all assignments, select the check box in the header row, and then
click Delete “x” Bank Item(s).

Grade Book | Help | Logout

v Assignment Bank Maintenance

Course: LEEE v

Fiterby:  Assignment Type: | hw w | Text: Apply Filter

Assignment Bank Lesson Plan Bank

Actions: Cl Delete 11 Bank Iltem(s) |}

ast Taug 0 eig
Ihistoire de Christine hw 9/21/2012 10 1

Jworksheet p 13 (nationalities) hwy 9/26/2012 4 1

Google Voice #1 bt 10/2/2012 10 1

Ihistoire de Hannah hwi 10/4/2012 10 1

Extra credit - classzone/quizlet by 10/24/2012 0 1

histary dress up bonus hw 10/30/2012 0 1

legon 4 worksheet by 11/5/2012 8 1 e
Ihistoire d'Adrienne hw 11/26/2012 10 1 v
WS 49-52 hw 11/28/2012 8 1 v
Cahier pp 4143 hw 1173012012 9 1

WS 57-58 hw 12/7/2012 8 1 v
[] |Legon 9 worksheet hw 1/22/2013 7 1 e
[ |cahier p.45-53 hw 1/28/2013 21 1 v

] |histoire de claire hw 2112013 10 1 v v
[ |worksheet (w/sub) hwy 3/5/2013 4 1 L L
] |worksheet - lettre a Jean-Claude hwi 3M12/2013 5 1 v
[ |worksheets pl131-134 hw 3/26/2013 5 1 L

[ |worksheets (137-140) hwy 41152013 7 1 v

[1 |Ex 3 page 233 hw 4/19/2013 4 1

O Lecon 16 worksheets 143-145 hw 41252013 7 1

[ |Unit 4 review (248-249) hw 413012013 10 1

[ |Zosxox worksheet hw 514/2013 5 1

[ |worksheet - parties du corps iy 5/15/2013 5 1

] |cahier legon 14-18 hwy 5/23/2013 42 1

5. On the delete confirmation window, click OK.

The selected item(s) are deleted from the Assignment Bank.
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Delete an Assignment for a Default or Custom Setup 1 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Delete-Assignment

You may delete assignments from GradeBook, but when you do, the assignment and all
associated marks and comments are deleted from your GradeBook. If you delete an assignment
that is shared with other class(es), the assignment is still available in the other class(es).

On the Class Dashboard, on the Assignments tab, select an assignment.
2. On the Assignment Details screen, in the lower-left side of the screen, click Delete the
Assignment.

Note: The Delete the Assignment link is also available on the Assignment
Marks screen.

3. On the window, to confirm the deletion, click OK.

Grade Book | Special Senvices | Help | Logout

) ProgressBook..
§ GradeBook '~/

WECEH Algebra 2: 02 v Q2 M Assignment: 12/16 Chapter 4 & 5 Quiz -

Standards Marks

Chapter 4 & 5 Quiz Description: Chapter 4 & 5 Quiz
Quizzes
Assignment Type: Quizzes - Sequence:
Add an Assianment Assigned Date: 12/02/2011 i Due Date: 12/16/2011 i
£0d an Assignment
Import an Assignment Points: 75 Weight: 1
elete the Assignmen!
o

Copy the Assignment Setup as a floating as: Message from web_ om student averages?: ||

Pos RS —m rks to the web?:

Add this assignment _
\'0'\ Are you sure you want to delete this assignment from this class?

|
——

Share this assi | ssignments.)

Delete an Assignment for a Custom Setup 2 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Delete-Assignment

You may delete assignments from GradeBook, but when you do, the assignment and all
associated marks and comments are deleted from your GradeBook. If you delete an assignment
that is shared with other class(es), the assignment is still available in the other class(es).

On the Class Dashboard, on the Assignments tab, select an assignment.

2. To access the Assignment Details screen, click the Main tab, or on the Assignment
Marks screen, on the right-side of the screen across from the assignment’s information,
click the expandable | want to... drop-down list.

3. Onthe Assignment Details screen, in the lower left corner of the screen, click Delete the
Assignment, or on the Assignment Marks screen from the expandable | want-to...
drop-down list, click Delete the Assignment.

4. On the window, to confirm the deletion, click OK.
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Grade Book | Help | Logout

2.3 GradeBook '~

Math - Gr 02 1 v-oz

rall Grade (to

Understands concepts for current work10
Knows math facts for current work

Applies problem solving skills

Grade Book | Help | Logout

Assignment Marks

2nd Grade Report Card

D'Souza, Jack e
Dawood, Supta 4 [
Day, James 5 [
Decrane, Jayla ) Q
Deem, Jordan 5 Q
Denes, Clair 4 [
Dielman, Xhesi ) Q
Diem, Steven 2 (o 4 4 4 B
Dienes, Taylor 4 Q 4 4 4 -
Dietrich, Kaylee 4 [ 4 4 4 -
Dietrick, David 4 [ 4 4 4 .
Keene, John 5 [ 5 5 5 -
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You can set default preferences that automatically apply to any new assignment that you create.

Note: Even if you set default preferences, if necessary, you can alter the

automatic selections when creating a new assignment.

1. On the Teacher Home Page, under Administration, click Setup Preferences.

ProgreséfBo%k ~ Teacher Home Page

GradeBook | Help | Sign Out

GradeBook

Classes

Acad Assist/Homeroom/Lunch: 41

Algebra |- 1
Algebra |: 2
Algebra |- 3
Algebra |- 4
Applied Algebra 1: 1

Edit List

Class Administration
Seating Chart
Daily Attendance (HR

Lunch Counts

Period Attendance

Post Homework

Post Class Information

Lesson Plans

Enter Lesson Plans

Search Lesson Plans

5 Day Planner

Import Lesson Plan Schedules

Online Learning

Dashboard

Assignments & Marks

Assignment Details / Assignment Marks
Add a Recurring Assignment / Assignment Maintenance

GradeBook Grid / 5 Day View
Enter Report Cards / Enter Interims
Students

Student Information

Submit Discipline

The Teacher Preferences screen displays.

Reports

Selecta Report ~ Run

Student Search
Student Name Search

Average Calc Setup

Setup Assignment Types
Setup Calc Methods & Weights
Setup Grading Scales

Administration

Setup GradeBook Access
Setup Lesson Plan Sharing
Setup Groups Within Classes

Setup Preferences,

Setup Classes for ParentAccess
Group Classes Together
Transfer Student Marks

Exclude Lowest Mark

Update Email Address

Bank Maintenance

Change Your Password

2. Inthe first section, select the check boxes you want automatically selected each time you
create an assignment:

* To designate the assignment as a floating assignment (different assigned and due
dates for each student), select the Setup as a floating assignment? check box.

* To exclude the assignment from the student averages, select the Exclude from

student averages? check box.

To post the assignment description and due date to the ParentAccess Planner, select
the Post to the homework web page? check box. Assignments display in the
Planner under the Assigned Work heading.

To add the assignment to the Assignment Bank, select the Add this assignment to
the assignment bank? check box.

To post the marks for the assignment in the ParentAccess Assignments area, select
the Post the marks to the web? check box.

ProgressBook GradeBook Teacher Guide: Getting Started 77



Assignments and Marks

3. If you have VirtualClassroom enabled, in the Quiz Options section, select the check
boxes you want automatically selected each time you create a VirtualClassroom quiz
assignment.

To review (and edit) auto-scored student marks before they are posted to GradeBook,
select the Preview before post? check box. If you do not select this option, marks
automatically post to GradeBook after scoring.

To allow students to view their answers after they submit the activity to be graded,
select the Allow students to view their answers? check box.

* If you want to allow students to see the correct answers, select the Let student
see the correct answers? check box.

* If you want to designate a specific time period during which students can see
the correct answers, in the Show correct answers from and to fields, enter
or select the start and end date and time when the correct answers will
display.

* If you want to allow students to always see the correct answers after the
activity has been graded, leave both fields blank.

To scramble items within the activity so that students do not all see the questions in
the same order, select the Scramble the questions? check box.

Note: Selecting this option also scrambles all items in the activity,
including Text or Resource content. See ProgressBook VirtualClassroom
Teacher Guide for more information.

If you have requested that students upload a file in the activity, select the Google
document submissions shared for comment? check box to designate student
Google Drive uploads as live links to their documents. This allows you to write
comments directly into student work. If you do not select this check box, student
Google Drive submissions are uploaded as Microsoft Word documents.

If you want this quiz available as soon as the designated time-frame arrives, select
the Publish Immediately? check box. Otherwise, you must click Publish on the
activity’s Details screen in VirtualClassroom when you want students to be able to
take it.

4. If you have VirtualClassroom enabled, in the Discussion Options section, select the
check boxes you want automatically selected each time you create a VirtualClassroom
discussion.

If you want to review and approve student posts before they are visible to other
students, select the Require Approval? check box.

If you want this discussion available as soon as the time-frame arrives, select the
Publish Immediately? check box. Otherwise, you must click Publish on the
discussion’s Details screen in VirtualClassroom when you want students to be able to
participate.

5. Click Save.
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6. Optional: To share these assignment preferences with other classes, select the check box
next to the appropriate class(es), then click Copy.

GradeBook | Help | Sign Out

ProgresEB‘m"o"k ~ Teacher Preferences

|A\gebra I 1 v|

Save

il i ? 7
Edit your Dictionary [] Setup as a floating assignment? [] Exclude from student averages?
[] Post to the homewaork web page? [] Post the marks to the web?
i i i ?
Edit Teacher [] Add this assignment to the assignment bank?
Preferances
Quiz Options:
[] Preview before post? [] Allow students to view their answers?
[] Let student see the correct answers? [] Scrambile the questions?
[ Google issions shared for 7 [] Publish Immediately?
Discussion Options:
[ Require Approval? [ Publish Immediately?
Save
Copy this preference to the following classes:
DA&'m AssisttHomeroom/Lunch: 41 DAlgehra L3 Dnlgebra 14 DAppIied Algebra 1:1
[JAlgebral: 2

Select All Un-Select All Copy

Assignment and Assessment Marks

The marks entered for assignments are calculated in students’ averages unless you choose to
exclude a specific assignment. GradeBook does not include an assignment in students’ averages
until a mark is entered for it or the assignment has been designated as missing. You can enter
assignment marks from the Assignment Marks screen and GradeBook Grid and, in classes that
use standards-based report cards, assessment marks on the Standards Based Grid. After an
assignment’s due date has passed, various icons, symbols, and colors represent its grading
status throughout GradeBook.

Enter Class Assignment Marks for a Default or Custom Setup 1 Class
on Assignment Marks Screen

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Enter-Marks-Assignment

You can enter marks for an assignment that applies to the whole class from the Assignment
Marks screen. The marks given for assignments are calculated in students' averages unless you
choose to exclude a specific assignment. GradeBook does not include an assignment in students'
averages until a mark is entered for it or the assignment is designated missing. You must have
shared your GradeBook with other teachers before they can enter marks for an assignment for
you.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. Onthe Assignment Marks screen, on the left side of the screen, in the Points field, notice
the number of possible points for this assignment.
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3.

In the Mark column, enter a mark for each student.

Note: Use the <Enter> or <Tab> keys to move down each column. Use the arrow
keys to move across the screen to the next column.

Note: To save time, you can enter a default mark for an assignment for all
students, and then change individual student marks as necessary.

Note: When making an entry for the first student on the roster, you have the
option to Copy Marks or Clear Marks in any column. If you click Copy Marks in
the first field in the column, the value copies to all fields in that column. If you click
Clear Marks in the first field in the column, the value is cleared from all fields in
that column. Copy Marks does not overwrite values entered previously, but Clear
Marks deletes all values in the column.

Note: You can change the weight of an assignment, if desired. If you set the
weight of an assignment to zero, a warning message displays under the Weight
field informing you that the students’ marks will be displayed unless you select the
Exclude from student averages? check box to hide marks.

Note: If you linked the assignment to a VirtualClassroom activity, the # Tries
column displays how many times a student has submitted the activity for grading,
and the Status column displays the student’s progress on the activity. If a student
has not yet viewed the activity, the status column is blank. An assignment status
of Graded provides a link to the Activity Grading screen for VirtualClassroom.
(For more information, see ProgressBook VirtualClassroom Teacher Guide.)

You can perform any of the following optional steps while entering assignment marks:
a. To mark an assignment as missing for a student, leave the Mark field blank, and in

the Missing column select the check box.

Note: Using this option instructs GradeBook to calculate the assignment as zero
(0) in the student’s average and ensures that the assignment is included on the
Missing Assignment Report.

b. To mark a student’s assignment as late, in the Late column, select the check box.

Note: Using this option does not affect the student’s average and ensures that the
late assignment displays on the Student Progress Reports.

c. To exclude the marks for an assignment, in the Exclude drop-down list, select the
appropriate option.

d. To exclude the assignment marks from all students’ averages, on the left side of the
screen, select the Exclude from student averages? check box.

e. To enter a comment regarding an individual student’s mark for this assignment, in the
Comments column, type the comment.

Note: In any column, after entering text or a mark, you can click in the first
field, and then click Copy Marks to apply the text or mark to all of the students
in the grid. Click Clear Marks to delete all text or marks in the column.
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5. Click Save.

Note: You can hover a cursor over a student’s name to reveal the average; year
to date (YTD) average (if year to date grade calculations were enabled for the
report card used in the class); date of birth; district and system identification
numbers; grade level; and group assignment, if applicable.

Note: Clicking on the student’s name will take you to the Progress tab of the
Student Profile screen. Save your grades before navigating to the Student
Profile screen.

Note: When you are on the Assignment Marks screen and you have a Default or
Custom Setup 1 class selected and switch to a Custom Setup 2 class in the
current grading period, then GradeBook takes you to the Assignment Marks
screen for that class and defaults to the first assignment on the Class
Dashboard.

-y n o GradeBook | Help | Sign Out
ProgressBook,| - Assignment Details GradeBook | Help | Sign Ou
| APPLIED SOCIAL STUDIES 2 - | s 713 Chapter 15 Quiz_ ~
= Save
W Standards || Marks |
S Student Mark  Missing late # Tries Exclude Comments Status
Date Assigned: Addis, Thomas 2o} O O 1 [ v [ ] Graded
e Adler. H 1 v Viewed
62512014 ] = a‘na | ‘ E_I Copy Marks | ‘ | ‘ fewe
= Cabuk. Hilary 1 [ v [ ] Graded
\71312014.‘ o Koski, Lauren 15 .3 Clear Marks 1 [ v] [ ] Graded
e : MacBoyle, Brian 20 ) ) 1 [ v [ ] Gradsd
At Reilly, Timothy O O 1 | vl | Graded
G Rideskil. Youseff 18 | | 1 [ v [ ] Graded
Llict]ils Roble. Katherine ] O O 1 [ V] [ | Submitted
g Rothermel Meghan [ |  [J O 1 [ v | Started
Rueter,_ Laura 18 O O 1 [ v [ | Graded
Post the marks to the web?- Safavi_Joshua 10 O O 2 v Deducied 2 points for redo Graded
: Sawayda, Aubrey. v
Exclude from student averages?: [ Sl T L] U U | ‘ | ‘
Schweigert Michael [ | O O 1 [ v [ ] Partial
Si, David 17 O O 1 [ v [ ] Graded
Add an Assignment Smelzer. Zachary [ O O 1 [ V] [ ] Redo
B Student Mark  Missing Llate # Tries Exclude Comments Status.

Delete the Assignment

Set Class Assignment Default Marks for a Default or Custom Setup 1 Class

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/DCS1-Set-Assignment-Default-Marks

To save time, you can set a default mark for an assignment for all students and then change only
those marks that are different. You can set a default mark only on the Assignment Marks screen
for a Default or Custom Setup 1 class.

1. Onthe Assignment Marks screen, in the Set all to the following default mark field, type
the default mark.

2. Forthe Override existing marks? options, select the appropriate setting.
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3. Click Go.

In the Mark column for all the students, the default mark displays.

Set all to the following default mark: |2

Owverride existing marks? O Yes (I Mo

4. Click Save.

Enter Class Assignment Marks for a Custom Setup 2 Class on
Assignment Marks Screen

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Enter-Marks-Assignment-Marks-Screen

You can enter separate marks for each selected assessment for a standards-based assignment
on the Assignment Marks screen, GradeBook Grid, or Progress By Student screen. The
marks given for assignments are calculated in students' averages unless you choose to exclude
a specific assignment or do not use a calculation. GradeBook does not include an assignment in
students' averages until a mark is entered for it or the assignment has been designated missing.
You must have shared your GradeBook with other teachers before they can enter marks for an
assignment for you.

1. On the Class Dashboard, in the Assignments list, select the assignment for which you
want to enter marks.

2. Onthe Assignment Marks screen, under the description of the assessment, if points are
being used as the mark type for the assignment type, notice the number of possible points.

Note: If no assessments were selected on the Assignment Details screen, the
Save button is disabled on the Assignments Marks screen, and a message
displays stating that marks cannot be saved because there are no assessments
selected.

3. In each assessment column, enter a mark for each student.

Note: If a class uses more than one report card, the assessments are grouped by
report card in their report card sequence order with the name of the report card
above the assessment columns, and a gold divider line separates assessments
from different report cards.

Note: If you selected a default assessment on the Assignment Details screen
for a point assignment type, the default assessment’s column heading is grey, and
the points entered for the other selected assessments total in the default
assessment field. However, if on the Assignment Details screen you made the
default assessment’s point value a different value than the sum of the
assessments, totaling is disabled on the Assignment Marks screen for that
assignment.

Note: If on the Assighment Marks screen you do not want the sum to equal the
other assessments, the point value for default assessment is editable.
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Note: When you enter marks for an assessment, you can enter numeric values
between -1,000 through 2,000 and up to two decimal places.

Note: When entering marks for the first student on the roster, you have the option
to Copy Marks, Duplicate or Clear Marks. The Copy Marks and Clear Marks
options applies to all of the students for that assignment or assessment. The
Copy Marks and Clear Marks options can also be used in the Missing, Late,
Exclude and Comments column. When you use the Copy Marks option, the
option does not override previously entered marks, exclusions or late flags;
however, if a student was previously entered as Missing the assignment, the
Copy Marks option overrides the Missing indicator.

Note: The Duplicate option is available for any cell in the first row, except the
last. When you click Duplicate, it duplicates the mark entered to all additional
assessments to the right, and it does not override previously entered marks.
When you hover your cursor over Duplicate, a tool tip displays, and the column
that is to be duplicated, is highlighted in yellow.

Note: In the first assessment column, you can also click the duplicate icon to
duplicate the mark entered to all additional assessments for this student.

Note: When entering marks for the first student on the roster, you can duplicate
the mark for every student’s assessments by entering the mark for the first
student in the roster, clicking Copy Marks and then clicking Duplicate.

Note: You can use the arrow keys to navigate on the page. Also, the Enter key
moves the cursor down the same column, and the Tab key moves across the row.

Note: If you linked the assignment to a VirtualClassroom activity, the # Tries
column displays how many times a student has submitted the activity for grading,
and the Status column displays the student’s progress on the activity. If a student
has not yet viewed the activity, the status column is blank. An assignment status
of Graded provides a link to the Activity Grading screen for VirtualClassroom.
(For more information, see ProgressBook VirtualClassroom Teacher Guide.)

4. For each assessment, continue entering a mark for each student.

Note: On the Assignment Marks screen if you enter points for an assessment,
which are higher than the possible points for the assessment, the points are
shown in red, so you notice the inconsistency. The extra points are calculated into
the student’s grade as extra credit.

5. You can perform any of the following optional steps while entering assessment marks:
a. To mark an assignment as missing for a student, leave the Mark field blank, and in
the Missing column select the check box.

Note: Using this option instructs GradeBook to calculate the assignment as zero
(0) in the student’s average and ensures that the assignment is included on the
Missing Assignment Report.

b. To mark a student’s assignment as late, in the Late column, select the check box.
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Note: Using this option does not affect the student’s average and ensures that the
late assignment displays on the Student Progress Reports.

c. To exclude the marks for an assignment, in the Exclude drop-down list, select the
appropriate option.

d. To exclude the assignment from all students’ averages, select the Exclude from

student averages? check box.

e. To enter a comment regarding an individual student’s mark for this assignment, in the
Comments column, type the comment.

Note: In a comment field, you can enter a comment up to 1,000 characters, and if
a comment is entered, you can use the arrow keys to move the cursor through the
comment; however, if a comment is not entered when you use the enter keys, the
cursor moves to the next field in the following row.

6. Click Save.

Note: If your assignment marks do not save, you receive an error message on the

screen that the marks did not save.

Note: On the Assignment Marks screen when you hover over a student’s name,
a tool tip displays with the student’s Average, Birthdate, District ID, System ID,
Grade Level, and Group, if applicable.

Assessments are grouped by pefault
report card name.

Dashboard / 5 Day / Grid

) ProgressBook..
) GradeBook'

assessment

is gray

Point value for the default
assessment is editable if you

do not want it to total the Other@raca Book | Special Services | Help | Logout

assessments.

CEET Save

/ pd Assignment Marks
Class: ETTES -Qz /v12’23Wm|ngTest Sentence Structure ~

| want to v

/
e g ST / /
Writing Test 7:(ence Structure / /
Due Date: 12/23/2011 Post marks to Parent Access [
Assignment Type: Hoplework Assigned Date: 12/23/2011 Weight: 1 Exclude from students’ averages []
C Report Card{ 2nd Grade Report Card / / fnd Grade
understands | understands | @derstands  Understands
Student nouns verbs sentences vs LA, cruation  parts of speech [Missing|Late | # Tries Exclude Comments Status
Paints (5) ponis ) | Phiases m@ym 5] Points (5)
Dotterer, Mary 5 > 5 v 5 5 [&] || o1 ~| [Great Job! Graded
Dotts, lesha [a ) 5 [@©) D) 5 = s v [Great Jobt Graded
Doud, Brian 4 » 4 10 4 4 == v Graded
Dougherty, Anna = B [l v Started
Doughtry, Julia 4 = 4 10 4 4 [&] B 1 v Graded
Douglas, Ethan 2 O (=] v Started
Drab, James o (=] (=] ~ Viewed
Drabick, Molly 2 O (=] v Viewed
Draiss, Brendan o (=] (=] ~ Viewed
Drake, Colin o o o ~ Viewed
Dramble, Thomas| = (=] (=] At
Dranuski, Austin = o o At
Draper, William 2 ] (=] v Partial
Dravecky, Rachel 2 ] ] hd
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GradeBook Grid

For a Default or Custom Setup 1 class, the GradeBook Grid provides a traditional view of
assignments and marks in the GradeBook. For a Custom Setup 2 class, the GradeBook Grid
provides a traditional view of multiple standards-based class assignments, their assessments and
marks. For a Default or Custom Setup 1 class, you must enter marks individually by assignment
for each student. The GradeBook Grid displays a separate column for each assignment. At the
top of the grid, each column displays with the abbreviation for the assignment type, due date and
assignment description. When you hover your cursor over the column heading, a tool tip displays
with the assignment's name, assignment's points and assignment's weight.

For a Custom Setup 2 class, you can enter marks for multiple standards-based class assignments
and their assessments on the GradeBook Grid. The GradeBook Grid displays a separate
column for each assessment to which an assignment is mapped, so marks can be entered for
each. On the top and bottom column headers, assessments for the same assignment are grouped
together by color and separated from other assignments’ assessments by a gold divider line to
distinguish between the assignments. At the top of the grid, each column displays with the
abbreviation for the assignment type, due date, and assignment description. When you hover your
cursor over the column heading, a tool tip displays with the assessment’'s name, assessment’s
points, if the assignment type uses points, and assignment's weight.

Icons, symbols, codes, and colors display on the GradeBook Grid to help you identify missing,
excluded, and late assignments, as well as the status of assignment marks and student progress
alerts. “Icons, Symbols, Codes and Colors Used on the GradeBook Grid” displays icons, symbols,
codes, and colors used on the GradeBook Grid.

Note: If a Data Entry Symbol displays in the chart below, you can enter those

symbols as appropriate on the GradeBook Grid. Other icons and colors are for
display only.

Icons, Symbols, Codes and Colors Used on the GradeBook Grid

Data Entry Display N
Symbol Codellcon Color Description
? ? Aqua Missing
d Yellow Past due
t t Light Late
Beige
! ! Excluded
I T Excluded but posted to Web
L Excluded as lowest mark
L! Green Excluded as lowest mark but posted to Web
L Yellow Student progress alert regarding an assignment was sent.
- Green Student progress alert regarding an assignment was viewed in
il ParentAccess.
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Icons, Symbols, Codes and Colors Used on the GradeBook Grid

Data Entry Display
Symbol Codellcon

Color Description

VirtualClassroom Quiz

VirtualClassroom Discussion

Display setting preferences can also be modified at the bottom of the GradeBook Grid screen.
Different preferences can be set for each class.

The YTD (Year to Date) Avg Marks displayed in
column displays if the year to red indicate that
date grade calculation has the student earned
been enabled for the report Click the number to more than the
card used in the class. view and print a list possible points for
A ‘ PragressBoob of mlsslng the assignment_ Grade Book | Help | Logout
‘ assignments.
. +‘ GradeBOOk‘ | 9 Grade Book Grid
/ \
Student Avg |r Avg\ Ms | Att ET“Y_‘ ,_9'15 !"‘z'l“ ,%.Z! gT‘f‘:m “;!:%‘Esm- ?’E -
|Adamezyk, Jennifer 80.45 B- 177/220 | 84.62 (B) g E ] % o] 36| [EH] 4 E
Nader, Adelaide 95.45 A 210/220 | 89.85 (A) 7 [0 ] 43 ] [0 ] a5 | 20 | (@) ]
Nadig. Cheridan 86.82 B+ 191/220 | 8553 (B) & B ] B9 ] B ] El ] 2] B
Pruc_Shannon sa.64D+ 151220 | saaz e (1) [ B ] 45 ] ] ] 1] 65 ] ]
Randjekovic. Christina | 85.00 B 187/220 | 86 27 (B) [ [0 ] 6 ] E 9] 2] ER B
Reesey. Kathryn 91.82 A- 202/220 | 87.48 (B+) [# b ] 4z | Bl a1 ] 22 ] 76 ] El
Rencic_Carolyn 95.00 A 200/220 | 86.34 (5) 3 [0 ] [ ] [0 ] a5 [19 ] [r1] B ]
Retherford. Jonathon 85.91 B 189/220 | 83.01(B) El B ] b ] 5 ] N 68 | B_]
Revall Daniel 95.00 A 209/220 [\§8.72 (B3/ 3 b ] 3 ] Bl a5 | 21 ] [re ] ]
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GradeBook Grid for an Assignment with Assessments

Navigate GradeBook Grid

The Web site banner at the top of the GradeBook Grid provides several elements for navigating
classes, grading periods, and GradeBook views. You can select an individual grading period in
the Period list or select All to view all of the assignments for the school year. You can also select
any of the available options in the View list to filter the display of information on the GradeBook
Grid. For example, to view class attendance codes for a student for each day, select Period
Attendance in the View list. If you are using standards-based report cards, options are available
in the View list to filter assignments by report card and interim assessments.

For GradeBooks with numerous assignments, page numbers display near the top-right corner of
the grid. Select a page number to navigate to the correct page in the GradeBook.

The class roster is located on the left side of the GradeBook Grid, followed by a column that
displays the student's current average, possible points, and earned points to two decimal places.
For example, 83.27 B 204.5/245. The other columns display year to date average (if year to date
grade calculations have been enabled for the report card used in the class), missing assignments,
daily attendance, and daily comments.

ProgressBook GradeBook Teacher Guide: Getting Started 87



Assignments and Marks

Numerous elements on the GradeBook Grid display additional information. For example, hover
your cursor over an assignment type abbreviation at the top or bottom of a column to display the
assignment or assessment name, possible points (if applicable), and assignment weight. If your
school uses VirtualClassroom and you link an assignment to an online quiz or discussion, [ or

(respectively) displays in the column header by the assignment name. Click the icon in order
to view the activity.

Hover over a mark to display the name of the student and the assignment or assessment. Hover
over a student’s name to reveal the student’s birth date, district and system identification numbers,
grade level and group assignment, if applicable. You can click a student's name to open the
Student Profile screen to view personal and contact information, progress, attendance, and
schedules.

Click the number in the Ms (missing assignment) column for a student to view missing assignment
details or print a list of missing assignments.

Hover your cursor over an attendance code in the Att column for a student to display multiple
attendance codes.

Average Points, Possible Points, Average Percentage, Assignment Weight, and Post Marks to the
Web display directly under the list of students near the bottom of the grid.

It may be necessary to select
a page link to navigate to the
correct assignment or

Use the View option to filter the assessments
that display or to view period attendance.

'- s Bool; nent on another ... Book | Help | Logout
A.-,.‘ - [z screen.
S GradeBOOk Grade Book Grid
Dashboard c\agg_ (=Tl Q2 ~ EERVE Dated Assignments - All Y
|
Save 12

e e % DN = E 5
Euza 72 - s - s - S+ v 0o - 0 -
Dawood
e Zl s - [s- |s ] s- | o- |s-
Day_James Z| s ~ s - 5 ~ S+ v S+ v St v
JD;% | s - s - 3 - ] [ 5+ = s -
Deem Jordan Z| s ~ s - s - 4 u - ES u -
Denes. Clair [# 8 = S - S - El S+ v S+ v S+ ¥
E(]r‘uea‘gan Z| s - s - s - B S+ v & - 5t -
Diem, Steven [ s - s - s - ] o - o - o -
i | s - s - s - 5~ s~ S -
Dietrich
e Zl s - | s |- ] o |- |-

GradeBook Grid View Options and Navigation for a Standards-Based Class
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Use the View option to filter the
assignments that display or to view
period attendance.
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GradeBook Grid View Options and Navigation for a Traditional Class

Enter Class Assignment Marks on GradeBook Grid

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Class-Marks-GBG

You can enter each mark individually for each assignment or assessment for each student on this
screen, or when entering marks for the first student on the roster, you can use the option to either
Copy Marks or Clear Marks for all of the students for that assignment or assessment.

The Copy Marks option does not override previously entered marks and late flags. However, it
does override Missing and Excluded indicators for students who were previously marked and
saved as Missing the assignment or Excluded from the assignment. If you want to retain Missing
and Excluded indicators for specific students, enter the flags again prior to using the Copy Marks
option, then click Save.

The Clear Marks option overrides all previously entered marks, Missing indicators, and Excluded
indicators; however, if a student was previously entered as Late for the assignment or assessment
and the assignment or assessment had a previously entered mark, the Clear Marks option
overrides the mark, but it leaves the Late indicator.

When entering marks, you can use the Tab and Enter keys to navigate on the page. The Tab key
moves the cursor across the screen from left to right. When the cursor reaches the end of a row,
it moves down to the first mark field of the next row.The Enter key moves the cursor down the
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screen from top to bottom. When the cursor reaches the bottom of the Marks column, it returns
to the top of the column. You can also use the arrow keys to navigate on the page.

1.
2.

On the Teacher Home Page or Class Dashboard, click GradeBook Grid.

If you entered the GradeBook Grid from the Teacher Home Page in the Class drop-down
list, select the class you want to view. If you entered from the Class Dashboard, in the
Class drop-down list, that class displays.

In the Period drop-down list, ensure the current reporting period displays.

In the View drop-down list, select the appropriate assignment or assessment view to
display.

Click Go.

Note: For a Default or Custom Setup 1 class, if the assignment name does not
display under the date at the top of the assignment column, hover over the
assignment abbreviation to display the description and identify the correct column
in which to enter marks.

Note: For a Custom Setup 2 class, hover over assignment type abbreviation to
display the assessment and identify the correct column in which to enter marks.

In the assignment or assessment field for each student, type the appropriate mark.

Note: You can enter a mark for the first student on the roster and use the Copy
Marks option.

Note: For classes using the Custom Setup 2 grading scale, Missing and Excluded
applies to the entire assignment, so entering the ? or ! symbols to one
assessment to which the assignment is mapped automatically enters it for all
assessments for that assignment.

Note: To enter numeric assignment marks quickly, use the number keys and the
<Enter> key on the Number Pad area of the keyboard to move from field to field.

Click Save.

Note: If the school sends student progress alerts and parents subscribe to them,
a yellow alerticon /1 displays next to an assignment that was posted to

ParentAccess and marked as missing or received a low mark. After a parent
views the alert, the icon turns green A\ .
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. Student Progress Alert Icon ’

Standards Based Grid

The Standards Based Grid provides a view of a student's progress by assessment. You can view
all the students in a class or only students in a specific class group.

Note: On the Standards Based Grid screen, students display in the order you
selected on the Class Roster screen, if applicable. If you hid a student on the
Class Roster screen, the Standards Based Grid screen hides the student.

You can also hover your cursor over attendance codes and comment icons to display additional
information. You can also click in the heading column, and the assessment window opens that
groups together students that receive the same mark for that assessment. To view the class on
the Standards Based Grid, it must meet the following setup requirements:

¢ Use the Custom Setup 2 grading scale option for standards-based report cards
e Be associated with a report card
* Assignment types must be associated with the class.
And, if class groups are used, the classes in the group must meet the following requirements:

* Be scheduled in the same grading periods

* Use the same grading scale method

* Use the same grading scales

* Use the same report card assessments

* The assignments must use the same assignment types.

* The assessments must use the same calculation methods.
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Several options are available for viewing assessments for report cards and interims associated
with a class. In addition to entering assessment marks for assessments that are not calculated
from the GradeBook, you can click on a link, except for a comment link, and the Progress By
Student screen opens. When you are finished on the Progress By Student screen, you can click
on the Return to Standards Based Grid link on the left side of the screen under the banner. See
“Progress By Student.” Also, when you click on the comment link, the Daily Comments window
opens, and you can enter a daily comment for the student. See “Enter Daily Comments.”

View groups within the class.

View report cards and interims associated The mark represents the student'’s current
with the class. progress for the assessment. Click the
Click the number to view and print alist ~ assessment mark to open the Progress By
of missing assignments. Student screen.
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This number represents the number of You can enter marks only for assessments that use the
assignment marks that have been entered for None calculation option, which is selected on the Grading
assignments, not counting excluded Scale Setup screen, but displays as Manual under the
assignments, associated with the assessment name.

assessment. Click the number to open the
Progress By Student screen.
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View Assignments and Marks Associated with Assessments on the Progress By Student
Screen

Navigate Standards Based Grid

The website banner at the top of the Standards Based Grid provides several elements for
navigating classes, grading periods, groups within a class and report cards. If you entered the
Standards Based Grid from the Teacher Home Page, select the class you want to view in the
Class drop-down list. If you entered from the Class Dashboard, that class displays in the Class
drop-down list. You can click Dashboard at any time to return to the Class Dashboard of the
class that displays in the Class drop-down list. The current grading period displays in the Period
drop-down list by default. You may view a different grading period, if desired.

You can further narrow your view of students and assessments by viewing only the students in a
specific class group. The default option in the Group drop-down list is All. To view all the
assessments associated with a specific report card or interim, select the appropriate report card
in the Report Card drop-down list. Report cards display in the list before interims. The default
option in the Report Card drop-down list is All. When this option is selected, all the assessments
for all the associated report cards display on the screen and are separated by a thick blue rule.
The assessment name displays at the top of each column. You can hover over the assessment
name to reveal the full description. You can also click in the heading column, and the assessment
window opens that groups students together who receive the same mark for that assessment. The
calculation method selected for the assessment on the Grading Scales Setup screen displays in
parentheses directly under the assessment name.

The class roster is located on the left side of the Standards Based Grid, followed by columns that
display the number of missing assignments, daily attendance codes, daily comments and
assessments. If the student has withdrawn from the class, a red W displays next to the student’s
name. When you click a link, except for the missing assignment, attendance and comment link,
the Progress By Student screen opens. When you are finished on the Progress By Student
screen, you can click Return to Standards Based Grid on the left side of the screen under the
banner.

ProgressBook GradeBook Teacher Guide: Getting Started 93



Assignments and Marks

Note: On the Standards Based Grid screen, students display in the order you
selected on the Class Roster screen, if applicable. If you hid a student on the
Class Roster screen, the Standards Based Grid screen hides the student.

If there is a number in the Miss (missing assignment) column next to a student, click on it to open
the Missing Assignments window. You can view the assignment date, type, assignment name,
possible points, and any comments, if any were entered.

Hover your cursor over an attendance code in the Att (attendance) column to display multiple
attendance codes.

Hover your cursor over @ to see a comment that was already entered, or click B to open the
Daily Comments window, and enter a daily comment about the student.

To view multiple assessments used by the specified report card or interim, use the scroll bar at

the bottom of the screen or use these icons 6 or 6 to navigate across the grid to the correct
assessment. Assessments that do not receive marks—subheadings used on report cards or
end-of-year placement assessments—do not display on the grid.

You can enter marks only for assessments that do not use calculations in the mark type. Select
the appropriate mark or mark code in the list, or enter the mark in the field.

You can use the arrow, Tab key, and Enter key to navigate through manual entry fields on the
page. The Tab key moves the cursor across the screen from left to right. When the cursor reaches
the end of a row, it moves down to the first mark field of the next row. The Enter key moves the
cursor down the screen from top to bottom. When the cursor reaches the bottom of the Marks
column, it returns to the top of the column. You also have the option when entering marks for the
first student in the list to either Copy Marks, which does not override previously entered marks,
or Clear Marks for each assessment.

Marks that have already been entered for assignments display in the assessment column. The
mark represents the student's current progress for that assessment. The number that displays in
parentheses next to the mark represents the number of assignments, not counting excluded
assignments, for which the student has received a mark for that assessment. Click the
assessment mark or number to open the Progress By Student screen to view assignments and
marks associated with that assessment.

Enter Assessment Marks on Standards Based Grid

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Enter-Assessment-Marks-SBG

In classes that use the Custom Setup 2 grading scale option for standards-based report cards,
you can enter marks for one or more assessments for each student in a class but only for
assessments that use the calculation method None. This calculation method displays as Manual
under the assessment name on the Standards Based Grid. If the assessments use the following
calculation methods: Average, Last Achieved, Highest Achieved, Power Law, YTD Average, YTD
Last Achieved, YTD Highest Achieved, YTD Power Law, then you are not able to enter marks.

To view assignments associated with an assessment mark, click the assessment mark or number,
which does not include excluded assignments, in parentheses in the assessment column to open
the Progress By Student screen.
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1. On the Teacher Home Page or Class Dashboard, click Standards Based Grid.

2. Ifyou entered the Standards Based Grid from the Teacher Home Page, select the class
you want to view in the list. If you entered from the Class Dashboard, that class displays
in the list.

3. The current quarter displays in the Period list. You may select a different grading period,
if desired.

Select the appropriate class group in the Group list, if necessary.

Select the appropriate report card or interim in the Report Card list.

Note: The assessment name displays at the top of the column. You can hover
over the assessment name to display the full description. The calculation method
used for the assessment displays in parentheses directly under the assessment
name. Manual denotes that no calculations were used and that None was
selected as the calculation method on the Grading Scale Setup screen or
Assessments tab in the Report Card Builder. You can also click in the heading
column, and the assessment window opens that groups students together that
receive the same mark for that assessment.

6. Enter the appropriate mark or select the appropriate mark or mark code in the list for an
assessment for a student.

Note: The area available for entering marks is based on the mark type that was
selected for the assessment when the report card was created.

Note: You can use the Tab key to move from field to field in each row, and you
can use the arrow keys to navigate through manual entry fields on the page. You
also have the option when entering marks for the first student in the list to either
Copy Marks, which does not override previously entered marks, or Clear marks
for each assessment.

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Copy-Clear-Marks-Options-SBG
7. Click Save.

The message “Your changes have been saved” displays.
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e Group: All *  Report Card: All - e

EJ Copy Previous Reporting Period Marks

o D
o o
Dawood, Supta [ A+ @ A @) Z @ c- m ~| A
Day, James [ B @ B+ @ F @ c- m Ot 0 I Capy Marks
DeCapite, Jarred ra A+ @ A 3) c @) c- M 8 (0] Py —
Decrane, Jayla [# @) A @3 c- @ c- m S+ 0]
Deem, Jordan L A @ B @ c @ c- m 2_ M A
Denes, Clair 7 A @ A @ c @ o all ™ A m 'D
Diehl, Mary [# A+ @ A @ c @ c m ~ M AWM
Dielman, Xhesi [# A @ B @ c- @ c- m ~ A
Diem, Steven 7 A @ A @ c @ c - A
Dienes, Taylor ra A+ @ A 3 C @ c- m ~ A M
Dies, Melissa [z Ar @ A @ c @ G m - A
Dietrich, Kaylee [Zg A+ @ A @ c @ c- m ~ A
Dietrick, David [z A+ @ A @ c @ c- m - 1 A
D'Souza, Jack 3 Fg F @ F @ F @) F ] > F ]
D
o
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Copy Previous Reporting Period Marks on the Standards Based Grid

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Copy-Marks-SBG

On the Standards Based Grid, you can copy previous reporting period marks for assessments

that do not use calculations in the mark type.

1. On the Standards Based Grid screen, on the right side of the screen under the banner,

click Copy Previous Reporting Period Marks.

Note: Whatever marks each student had received from the previous reporting
period are copied into the current reporting period; however, previously entered
marks are not overwritten.

Note: Copy Previous Reporting Period Marks does not appear if all the
assessments use calculations in the mark type or if the screen is in the first
reporting period.

‘; sk ‘ | Grade Book | Special Services | Help | Lagout
wl GradeBook ~

Standards Based Grid

TS Groups All - Report Card: Al - e

CED Copy Previous Reporting Period Mar@

2. Click Save.
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Sort Assessments on the Standards Based Grid

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Sort-Assessments-SBG

On the Standards Based Grid, you can view groups of students that receive the same mark for
that assessment.

1. On the Standards Based Grid, click in the heading column of the assessment in which
want to view.

The assessment window opens, and a graph displays dividing the marks by color.

2. In the graph, hover your cursor over a mark's color to display the percentage of students
in the class receiving that mark for that assessment.

3. Close the assessment window.

1 Copy Pravisus Ritgering Pariod Marks
o : Click in the

—— 2 I ‘ T T — o COlu n
Day, James Fi c‘\: B @ F @ c 0 0 - B Comy Marh H
DeCapie, Jured | @ & \@ A @ ¢ | & w o Ton “: headlng O see
Decrans ! 7| ¢ \‘ v @ .-I ¢ o o : the assessment
Deem. Jordan s C 9 c @ C. @ C. ] 3+
Dveses, Clr 4 B " T ¢ @ e o [ sort

| iFd B @ A & c @] « " o |

F = c c @ o 5

I ra B 'l( A c @ I C m o |
Dienes. Tayker ’ B @ \ A @ ¢ a [T o
Dies, Meissa | = B @] \a @ ¢ | e w 0 |
Duatnch, rd i - " . - . - B

L7

el [ 171 overaiicrade v
CrSaza, Jack 2 r

Fp@

The assessment
window opens '3. ;
grouping the E 2
students B E
together that
received the e — S - —
same mark for Gk, Yo £ £

the assessment. Oay. somen
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Progress By Student

The Progress By Student screen provides a view of a student's progress by assessment and the
related assignments for all assessments associated with a specific report card or interim. To view
the class on the Progress By Student screen, it must meet the following setup requirements:

¢ Use the Custom Setup 2 grading scale option for standards-based report cards
e Be associated with a report card
* Assignment types must be associated with the class.
And, if class groups are used, the classes in the group must meet the following requirements:

* Be scheduled in the same grading periods.

* Use the same grading scale method.

* Use the same grading scales.

* Use the same report card assessments.

* The assignments must use the same assignment types.

* The assessments must use the same calculation methods.

If the class is not set up properly, various informational messages display directing you to the
appropriate screen to complete the setup.

On the Progress By Student screen, you can view all the assessments for all the report cards
associated with the class or class group, all the assessments used by a specific report card or
interim or only a specific assessment. Report cards display before interims in the Assessment
list and All is the default option. Once you have selected an assessment, all the related
assignments are listed below it. If a class assignment has been excluded from all student

averages on the Assignment Details or Assignment Marks screens, & displays in the Excl?
column for the assignment. The assessment name displays in red on the far left, and the student’s
average displays on the far right. If the assignment type uses points, then a percentage displays;
however, if the assignment type uses non-points, then a number displays.

In addition to entering marks for assignments associated with specific assessments, you can also
perform the following tasks:

* View class assignment details — Click the class assignment name in the Description
column to open the Assignment Marks screen and view assignment details and marks.

* Create and update individual student assignments
* Delete individual student assignments

* Enter overall marks only for assessments that do not use calculations in the mark type —
To enter a mark for an assessment that overrides all the individual assignment marks
displayed for that assessment, type the appropriate mark in the Current Mark field or
select the mark or mark code in the list, and then click Save.

The area available for entering marks is determined by the Graphical User Interface (GUI)
option associated with the mark type that was selected for the assessment when the report
card was created.
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Click the class assignment name to view assignment details and

marks on the Assignment Marks screen. Click to delete an individual student assignment.

Individual-student :ceignmnhf

Grade Book | Special Senvices |[Help | Logout

v
rogress By §

(GPE Math - Gr 2.4~ F'ermd: CULC e Dawood. Supta  +

Assessment] Al

2nd Grade Report Card
Overall Grade Average: 80%|(B-)

Miss?  Late? Excl? Post?  Del?

11/29/2011 [Torgy Test Test 20 1
1117/2011 Cthar 3 Test Test 30 1
1117/2011 |Adding by 2s Quiz 20 1 20
1
1

1111172011 [Test Test 50

11/8/2011 Practice Test HW 30
= Add a new student assignment

Ooio|o|g

Oeo|oo

ooio|o
sl s

!

Understands concepts for curreht work Average: 93.33% (A)

Excl? Post?  D¢l?

11/29/2011  ZH| Worksheet 464 HW  ~ 10 1
11/29/2011 [Tony Test Test 20 1
11/17/2011 Homework p 70 HW 10 1 10
1
1

O

11172011 Chapter 3 Test Test 10
1117/2011 |Adding by 2s Quiz 10

[ i
ENEN = |
1 o

Enter Assignment Marks on the Progress By Student Screen

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/CS2-Enter-Marks-Progress-by-Student

You can enter marks for one or more assignments associated with a specific assessment for each
student in a class. The class must use the Custom Setup 2 grading scale option for
standards-based report cards. You can also enter an overall mark for an assessment in the
Current Mark field across from the assessment name. But the option to do so is available only for
assessments that do not use calculations in the mark type. You may be able to type a mark in the
field or select a mark or mark code in the list.

For all assessments that do use calculations in the mark type, the calculation method used and
the calculated mark displays in red on the far right across from the assessment name on the far
left.

1. On the Teacher Home Page or Class Dashboard, click Progress By Student.

2. If you entered the Progress By Student screen from the Teacher Home Page, in the
Class drop-down list, select the class you want to view. If you entered from the Class
Dashboard, in the Class drop-down list, that class displays.

3. Inthe Period drop-down list, the current reporting period displays by default. You may
select a different reporting period, if desired.

Note: On the Progress By Student screen in the All reporting period, you cannot
edit the Current Mark.

4. In the Student drop-down list, select the appropriate student whose assessments you
want to view.

5. In the Assessment drop-down list, select the assessment for which you want to enter
assignment marks. All is the default option.
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6. In the Mark field, enter the appropriate mark, or in the Mark drop-down list, select the
appropriate mark or mark code for the appropriate assignment and assessment.

Note: The area available for entering marks is based on the mark type associated
with the assignment type.

Note: You can use the <Tab> key to move from field to field in each row.

In the Comments column, enter a comment regarding the assignment mark, if desired.
To mark the assignment as missing, select the Miss? check box.
To mark the assignment as late, select the Late? check box.

10. To exclude the assignment from the student’s average, select the Excl? check box.
Note: If a class assignment is excluded from all students’ averages on the

Assignment Details or Marks screen, in the Excl? column, an excluded symbol
displays for the assignment.

11. Click Save.

i Grade Book | Special Senvices | Help | Logout
ProgressBook..
A+ ‘ GradeBook '~/
Dashboard PR ccing - Gr 02 1 ~ [EESRORE 1 - [

PR pcsessment Applies reading strategies as presented

Your changes have been saved.
Applies reading strategies as presented Average: 100% (A+)

101272011 Book Report Test 10 1 10 Good Job |l = = v
‘ = Add a new student assignment |

Create Individual Student Assignment

In classes that use the Custom Setup 2 grading scale option for standards-based report cards,
you can create an individual assignment that is unique to a student on the Progress By Student
screen. You can create an assignment for an assessment that is already associated with existing
assignments or for an assessment that is not yet associated with any assignments.

1. On the Teacher Home Page or Class Dashboard, click Progress By Student.

2. If you entered the Progress By Student screen from the Teacher Home Page, in the
Class drop-down list, select the class you want to view. If you entered from the Class
Dashboard, in the Class drop-down list, that class displays.

3. Inthe Period drop-down list, the current quarter displays by default.You may select a
different grading period, if desired.

4. In the Student drop-down list, select the appropriate student for whom you want to enter
an assignment.

5. Inthe Assessment drop-down list, select the assessment for which you want to enter an
assignment. All is the default option.
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Note: If the assessment you want to associate with the new assignment you are
creating does not display on the screen, click the Add a new student
assignment link at the bottom of the screen. On the Add an Assignment
window, you can select the assessment with which to associate the new
assignment and proceed with step 7.

6. Under the appropriate assessment, click Add a new student Assignment.

On the Add an Assignment window, at the top of the window, the class, student, and
assessment displays.

7. Nextto the Due Date field, click the calendar to select the date that the assignment is due
or type it in the field. Today's date is the default.

8. In the Description field, type the name of the assignment.

Note: An error message displays if you do not enter a name in the Description
field.

9. Inthe Assignment Type drop-down list, select the appropriate type of assignment. The
first assignment type in the list is the default option.

Note: Only the assignment types associated with the class are available.

10. Click Save.

Add an Assignment

Class:  Math - Gr 02: 01
Student:  DilMino, Nadja
- Und

Date Due:  09/30/2010 (4
Description:  Worksheet 46A

Assignment Type:  HW |

Points Possible:

Weight: £
Post as HW to Web? ¥

Mark:

Comments:

Missing?:

oo

Late?:
Exclude?:

oo

Post Mark to Web?-

11. You can perform any of the following optional steps while creating an assignment:
* If this is a point assignment, in the Points Possible field, enter the value of the
assignment. If this is a non-point assignment, the Points Possible field is disabled.

Note: Assignments associated with assessments that use the Power Law
calculation method must have the same point value and a weight of 1.
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To change the weight of the assignment, in the Weight field, enter a number other
than 1.

To post the assignment description and due date to ParentAccess, select the Post as
HW to Web? check box.

If this is a point assignment, in the Mark field, enter a mark for the assignment. If this
is a non-point assignment, the Mark field is disabled.

In the Comments text box, enter a comment regarding this assignment.
To indicate that the assignment is missing, select the Missing? check box.
To indicate that the assignment is late, select the Late? check box.

To exclude the assignment from the student’s average, select the Exclude? check
box.

To post the marks for the assignment to ParentAccess, select the Post Mark to
Web? check box.

B ProgressBook.
2 d GradeBook |~/

Grade Book | Special Senvices | Help | Lagout

Progress By Student

Class: Period: SO S Davood. Supta  ~

Action:
Assessment: Al - Save

2nd Grade Report Card T

Overall Grade Average: Unable to calculate
Date Description Type Points  Weight =~ Mark Comment Miss?  Late? Excl?  Post? Del?

1/6/2012 Problems 5-15 Page 75 HW 5 1 4 [F] =] |

(0110412012 1| Additional Math Facts o | 10 | 1 |8 B ] ] ] X )

12/21/2011 Chapter Test Test nia 1 5+ - || || ||

12/15/2011 Problems 5-15 Page 70 HW 3 1 5 ol 0 Ol

12/14/2011 Chapter Quiz. Quiz nia 1 S - = =] =

= Add a new student assignment

Understands concepts for current work Average: Unable to calculate
Date Description Type Points  Weight ~ Mark Comment Miss? Late?  Excl? Post? Del? £
1/6/2012 Problems 5-15 Page 75 HW 5 1 4 [ = 0
12/21/2011 Chapter Test Test nia 1 0 - ] ] =
12/15/2011 Problems 5-15 Page 70 HW 5 1 5 [ [ ||
12/14/2011 Chapter Quiz Quiz nia 1 s - [ [ [l
= Add a new student assignment
Knows math facts for current work Average: Unable to calculate
Date Description Type Points  Weight ~ Mark Comment Miss?  Late?  Excl? Post? Del?
1/6/2012 Problems 5-15 Page 75 HW 5 1 4 (] = 0
12/21/2011 Chapter Test Test nia 1 5 - |l |l IFl
12/15/2011 Problems 6-15 Page 70 HW 5 1 4 [ A [l M
12/14/2011 Chapter Quiz Quiz nia 1 s - [ [ ||

= Add a new student assignment

Note: To delete an assignment, in the Assessment drop-down list, select the
appropriate assessment with which the assignment is associated, and then click
Xin the Del? column for the assignment you want to delete. The assignment no
longer displays on the screen and is no longer included in the grade calculation
for the assessment with which it was associated.
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Enter Individual Student Assignment Marks on Progress By Student
Screen

You can enter marks for one or more assignments associated with a specific assessment for each
student in a class. The class must use the Custom Setup 2 grading scale option for
standards-based report cards. You can also enter an overall mark for an assessment in the
Current Mark field across from the assessment name. But the option to do so is available only for
assessments that do not use calculations in the mark type. You may be able to type a mark in the
field or select a mark or mark code in the list.

For all assessments that do use calculations in the mark type, the calculation method used and
the calculated mark displays in red on the right across from the assessment name on the left.

1.
2.

10.

11.

On the Teacher Home Page or Class Dashboard, click Progress By Student.

If you entered the Progress By Student screen from the Teacher Home Page, select the
class you want to view in the Class list. If you entered from the Class Dashboard, that
class displays in the Class list.

The current quarter displays in the Period list by default. You may select a different
grading period, if desired.

Note: On the Progress By Student screen in the All reporting period, you cannot
edit the Current Mark.
Select the appropriate student whose assessments you want to view in the Student list.

Select the assessment for which you want to enter assignment marks in the Assessment
list. All is the default option.

Enter the appropriate mark or select the appropriate mark or mark code in the list for the
appropriate assignment and assessment.

Note: The area available for entering marks in the Mark column is based on the
mark type associated with the assignment type.

Note: You can use the <Tab> key to move from field to field in each row.

Enter a comment regarding the assignment mark in the Comments column, if desired.

To mark the assignment as missing, select the Miss? check box. Using this option
instructs GradeBook to calculate the assignment as zero (0) in the student’s average, and
ensures that the assignment is included on the Missing Assignment Report

To mark the assignment as late, select the Late? check box. Using this option does not
affect the student’s average and ensures that the late assignhment displays on the Student
Progress Reports.

To exclude the assignment from the student’s average, select the Excl? check box.

Note: If a class assignment has been excluded from all students’ averages on the

Assignment Details or Marks screens, &) displays in the Excl? column for the
assignment on the Progress by Student screen.

To post the marks for an individual assignment to ParentAccess, select the Post? check
box.
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Note: Only individual student assignments have the Post? column option check
box available on the Progress By Student screen. To post a class assignment to
ParentAccess, check the Post the marks to the web? check box on the
Assignment Details or Assignment Marks screen.

12. Click Save.
The message “Your changes have been saved” displays.
Note: To enter a mark for an assessment that overrides all the assignment marks

displayed for that assessment, select the appropriate mark in the Current Mark
list, or enter it in the field and click Save.

Grade Book | Special Semvices | Help | Logout

Progress By Student

GFERR Reading - Gr 02:1 ~ F‘Ermd: Gy Dawood, Supta >

2nd Grade Report Card
Overall Grade Current Mark: -
Description Points  Weight Mark Comment Late?
10/4/2011 Vocabulary chapter 3 HW 10 1 s | O O 0
|+ Add a new student assignment A-

Recognizes vocabulary Average: 1]
Weight

Description Points Comment Late?

10/4/2011 Chapter 2 Test
| = Add a new student assignment

Demonstrates comprehension Average: 1]
Date Description Type Points  Weight Mark Comment Miss?  Late? Excl? Post? [d
10/4/2011 Chapter 2 Test Test 25 1 |5 | 0 0 0 v | —
| = Add a new student assignment
Applies higher level thinking skills Average: 92% (A-)
Date Description Type Points  Weight Mark Comment Miss?  Late? Excl?  Post? Del?
10/4/2011 Chapter 2 Test Test 25 1 \e3 | 0 0 0 v

|_# Add a new student assignment |

Assignment Maintenance Screen

The Assignment Maintenance screen lets you view a list of your assignments for a particular
class/reporting period combination and perform basic maintenance from one screen. You can

perform the following tasks on this screen:

* Filter the list of assignments by selecting the assignment type you want to view in the

Assignment Type drop-down list.
* Display only deletable assignments by clicking Show Deletable.

Note: Assignments that have Marks; are Shared, Excluded, or Missing; or are
linked to a VirtualClassroom activity (noted in the Activity column) are not
deletable.

* Delete assignments by selecting the check box in the Delete column that corresponds to

the assignment(s) you want to delete, then clicking Delete “x” Assignments.
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Change your selections for posting marks to the web and/or posting the assignment to
the homework planner by selecting or de-selecting the appropriate check box(es) in the

Post Marks and Post Planner columns.

Note: As soon as you select or de-select a check box in either of these columns,
the assignment automatically saves, and a confirmation message displays.

Return to the Class Dashboard by clicking the Dashboard link.
View the Assignment Details screen by clicking the name of the assignment.

ok

Dashboard

Fierey: Assignment Typei{ Choose an Assignment Type |~}

te  Due
975
8/26
8/26
8/25
8/25
8/22
a1
i
819
819

Qz
HW
HW
Qz
HW
HW
Qz
HW
HW
Qz

Actions: ] Delete Assignments —

Select Assignments to Delete:

Type

Alegbra Quiz - Sept
Practice Questions C
Workbook pages 16-20
Quiz 2

Workbook pages 11-15
Workbook pages 6-10
Quiz 1

Workbook pages 1-5
Practice Questions B

v ALGEBRA 2 HONORS

Name

GradeBook | Help | Logout

=———>  Show Deletable

Post Marks Post Planner Marks#Shared Excluded Missing Activity

L'
L'
2 v
v
U4
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Interim and Report Card Grades

The Interim/Report Card forms sent to students' parents are custom designed by the GradeBook
system manager, but teachers enter the grades that appear on these forms. You can enter grades
by student, class, or class group. If your report card has a large number of assessments, you may
want to select students individually to enter grades.

Enter Interim/Report Card Grades by Student

To view a video of this procedure, go to:
http://www.progressbook.com/Videos/GB/Enter-Report-Card-Grades

On the Interim/Report Card forms, you can use the <Enter> or <Tab> key to move from field to
field.

1. On the Teacher Home Page or the Class Dashboard, click Enter Interims or Enter
Report Cards.

2. Onthe Interim Entry screen or Report Card Entry screen, select the appropriate class or
class group in the Class list. If you accessed this screen from the Class Dashboard, you
do not have to select the appropriate class or class group.

Note: Select All Classes to enter grades by student and to include all subjects for
which you have that student at the same time.

3. Optional: In the second drop-down list under Classes, select a grade level by which to
filter students.

4. Select the correct interim or report card in the Rpt list. More than one interim/report card
may appear in the list.

5. Click the appropriate student in the list of students on the left side of the screen.
Note: You can click on a student's name to open the Student Progress window,
which displays assignments grouped by assessment or assignment type;

individual assignment weights; marks; missing, late, or excluded assignments, if
any; and comments.

6. Select the check box above the current quarter.

7. Click E] to automatically calculate and populate the grade using the marks previously
entered in the GradeBook.
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GradeBook | Help | Sign Out

n-ogreséB%k - Report Card Entry

Diem, Steven
Comment

Steven Diem Rpt: 2nd Grade Report Card |~ ®
EEzsEs Check the columns to calculate, then press the = button.
AllClasses v Class Assessment o Click here to calculate the averages
Grade Level Reading - Gr 02 Overall Grade -
ID: 999831036 Aol h il ted
02 o Avg: Mark: pplies phonics skills as presents -
Points: 0/0 Applies reading strategies as -
Deem, Jordan HR Absent: 0 Tardy: 0
Deemer. Cherine Per Absent: 0 Tardy: 0 Recognizes vocabulary -
Denes, Clair Reads fluently -
Dew, Jessica Demonstrates comprehension -~
Dewan, Sasha
Dewey, Jacob Applies higher level thinking skills -
Deyiing, Michael Math - Gr 02 Overall Grade - B
Dial, Carla ID: 999891036 = B . -
Dick. Erin Avg: 89.09 Mark: B+ —_— -
Diehl, Mary Points: 49/55 Knows math facts for current work -
Dielman. Xhesi HR Absent: 0 Tardy: 0 = 5 =
Per Absent: 0 Tardy: 0 Applies problem soling skills -

Comment#2

Note: For secondary (traditional) interim/report cards, the YTD Average displays
under the Points if YTD calculations were enabled for the interim/report card.

Note: For standards-based interims/report cards, GradeBook automatically
populates the grade for each assessment. If an assessment grade remains blank,
no assignments were mapped to that assessment during the grading period.

8. To override the automatically calculated interim/report card grade, select the grade and
change it.

9. If you have to manually enter marks for assessments for each student, click the
Assessment name to view a list of valid codes and respective descriptions.

10. Close the Valid Marks window.

Note: Valid mark types were previously entered by the GradeBook system
manager.

Note: You can enter an unlimited number of different mark types for a student’'s
interim/report card; however, the system may perform slowly if numerous mark
types are entered.

11. Select the appropriate code(s) from the list for each student.

12.If @ displays in the Reporting Period column, click it to open the Comment window,
and perform the following:

a. Enter a free-form comment.
b. Click Update.

The Comment window closes.

Note: If you have entered a free-form comment, once you have refreshed the
screen, you can hover your cursor over = to display the comment.

13. Click Save Next to save the grades for that student, and proceed to the next student, or
you can click Next or Previous to change students without saving grades.
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Note: If your district administrator enables threshold override for this report card,
and the student’s grades are below the minimum or above the maximum
threshold, a warning message displays to inform you that the grades are subject
to rounding and that any grades below or above the administrator defined
threshold(s) will be rounded up or down to the respective threshold.

Continue to perform step 5 through step 13 for each student.

Note: You may use the @ @ icons to jump to the top or bottom of the list if the
class includes a large number of students.

Note: A red outline appears around the field
saved.

if the grade has not been

Enter Interim/Report Card Grades by Class

On the Interim/Report Card forms, you can use the <Enter> or <Tab> key to move from field to

field.
1.

On the Teacher Home Page or the Class Dashboard, click Enter Interims or Enter
Report Cards.

On the Interim Entry screen or Report Card Entry screen, select the appropriate class
or class group in the Class list. If you accessed this screen from the Class Dashboard,
you do not have to select the appropriate class or class group.

Optional: In the Grade Level drop-down list, select a grade level by which to filter students.

Click Show All Students under the Classes area.
Note: To enter grades by student, click the appropriate student in the list.

Select the correct interim or report card in the Rpt list. More than one report card may
appear in the list.

Note: Only the report card(s) associated with the students in the class or in the
classes included in the class group display in the list.

Note: In class groups, teachers can enter grades only for the students associated
with the selected report card.

Note: You can click on a student's name to open the Student Progress window
which displays assignments grouped by assessment or assignment type;
individual assignment weights; marks; missing, late or excluded assignments, if
any; and comments.

Select the check box above the current quarter.

Click E] to automatically calculate and populate the grade using the marks previously
entered in the GradeBook.
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Note: For secondary (traditional) report cards, the Year to Date (YTD) Average
displays under the Points if Year to Date calculations were enabled for the report
card.

Note: For standards-based report cards, GradeBook automatically populates the
grade for each assessment. If an assessment grade remains blank, no

assignments were mapped to that assessment during the grading period.

To override the automatically calculated interim mark, select the mark, and change it.

If you have to manually enter assessments for each student, click the Assessment name
to view a list of valid codes and their respective descriptions.

10. Close the Valid Marks window.

Note: Valid mark types were previously entered by the GradeBook system
manager.

Note: You can enter an unlimited number of different mark types for a student’s
interim/report card; however, the system may perform slowly if numerous mark
types are entered.

11. Select the appropriate code(s) from the list for each student.

12.If B displays in the Reporting Period column, click it to open the Comment window.
a. Enter a free-form comment.
b. Click Update.

The Comment window closes.

Note: If you have entered a free-form comment, once you have refreshed the

screen you can hover your cursor over @’ to display the comment.
13. Click Save.

Note: If your district administrator enables threshold override for this report card,
and any of the students’ grades are below the minimum or above the maximum
threshold, a warning message displays to inform you that the grades are subject
to rounding and that any grades below or above the administrator defined
threshold(s) will be rounded up or down to the respective threshold.

Note: When entering grades by class, click the name of the student to open the
Student Progress window. Assignments display grouped by report card
assessments in classes that use the Custom Setup 2 grading scale option.

Note: You may use the @ @ icons to jump to the top or bottom of the list if the
class includes a large number of students.
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ProgressBook | - Report Card En

radeBook

Dashboard

Classes:
All Classes

Grade Level:
Math - Gr 02- 01

** Show All Students ™
DiMino, Nadja

Dipalis, Taylor

Divish, Keiara

Duffy, Brendan
Householder, Morgan
Howard, Jack

Hujarski, Kyle

Hula, Bach

Huller, Julia
Humerickhouse, Emma
Humphrey, Eric

Hunt, Jaymie

Hunter, Lauren
Huppert. Elise

Math - Gr 02

Check the columns to calculate, then press the = button.

Student

o Nadja
999834286

Avg: 89.39 Mark: B+
Points: 219/245

HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

Avg: 91.43 Mark: A-
Points: 224/245

HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

sh Keiara
99044929
Avg: 92.65 Mark: A
Points: 227/245
HR Absent: 0 Tardy: 0
Per Absent: 0 Tardy: 0

Assessment
Overall Grade

Understands concepts for current work

Knows math facts for cument work
Applies prablem salving skills
Comment

Comment#2

Owerall Grade

Understands concepts for current work

Knows math facts for current work
Applies problem solving skills
Comment

Comment#2

Overall Grade

Understands concepts for current work

Knows math facts for cument work
Applies problem solving skills
Comment

Comment#2

Rpt:

Q1

2nd Grade Report Card ~ @

Grades

B
Q2 Q3 4
B+ ~

S+ v

St v
S+ -

Note: A red outline appears around the field A

saved.

W

if the grade has not been
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Seating Chart

You can create a visual reference of a classroom’s physical arrangement in a seating chart that
includes information about each student.

Create a Seating Chart

You can create a visual reference of a classroom’s physical arrangement in a seating chart that
includes customized information about each student. GradeBook provides numerous options for
adjusting the color and size of desks, displaying students' pictures on desks, taking or displaying
attendance, and displaying comments and attendance.

1. On the Teacher Home Page or Class Dashboard, click Seating Chart.

2. On the Seating Chart Main Settings screen, type a name for the seating chart in the
Enter a name for the seating chart field.

3. Select the appropriate class in the Select the Class, Class Group, or Homeroom field.
4. You may perform any of the following optional steps when creating a seating chart:

* To create a comment that displays on the printed seating chart, type a comment in the
Enter comments for printing field.

* To display additional information for each student, select any of the following options:

- Show Comments — Displays individual student comments, if any, on the student
desk.

- Show HR Attendance — Displays daily attendance code on the student desk.

- Show Student Pictures — Displays a picture of the student on the desk, if
available.

* To enlarge the size of the desk, hold the <Shift> or <Ctrl> key while clicking on a
corner of the desk and dragging the mouse until the desk is the desired size.

* To change the color of the desk, click and drag the red, green or blue slider bars to

tt

the desired color. The default desk color is white.

* To change the color of the text on the desk, select Black or White in the Choose a
color for desk text. The default desk text color is black.

* For Set attendance options, select one or both of the following options:
- Allow homeroom attendance to be taken with this chart
- Allow period attendance to be taken with this chart
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* GradeBook automatically generates the number of rows in the seating chart based on
the number of students on the class roster. To set the number of desks to display in
horizontal rows or vertical rows, on the Seating Chart Desk Arrangement screen,
type a number in the Enter the number of desks across field OR the Enter the
number of desks down field. The desk arrangement is determined by the number of
desks per row across or down but not both.

5. Click Save Next.

Grade Book | Help | Logout

Seating Chart

Seating Chart: - Ii‘ EEE

o= 55800k
A+ GradeBook '~

Main Settings

Enter a name for the seating chart: Geometry

Enter comments for printing:

Select the Class, Class Group,

©  GEOMETRY: -
or Homeroom:

Choose the information to display [~ Show Comments
for each student: ) show HR Attendance

Set the student desk size and color:

(To size the desk, hold the Shift or Cirl key down
then click and drag the mouse over the desk)

ft

Choose a color for desk text: g gack @ White

N I I N N

Set attendance options:  [] Allow homeroom attendance to be taken with this chart
[C] Allow period attendance to be taken with this chart
(Pericd sttendance is not available for homercoms.)

~

6. Select the appropriate order of desks in the Choose the order for assigning the seats
list.

7. Click Arrange Desks.

h Grade Book | Help | Logout

24 GradeBook |~

Seating Chart

Seating Chart: [ EEE

Desk Arrangement

This utility will rearrange the desks based an the options that you choose

Enter the number of desks across: 4

OR

Enter the number of desks down:

Choose the order for assigning seats: [SEEEIRORERgbra eIl
Arrange Desks

The desks display on the Seating Chart screen.
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Customize a Seating Chart

Once you have created a seating chart, you can customize it by using the buttons on the toolbar
displayed on the Seating Chart screen. To see a description of the icon, hover your cursor over
it. “Seating Chart Icons and Descriptions” displays the icons with their definitions.

Seating Chart Icons and Descriptions

seating chart

Icon Description Icon Description

Create a new seating chart Add students to the seating
Dl +E| chart

Edit the seating chart setup Add empty desks to the
|,@ +I:I seating chart

Display the seating chart Add labels to the seating
mm| * chart
oo abc

Auto arrange the desks Take daily attendance
N v

Manually arrange the Take period attendance
Iﬁj desks 1|Ir,,|

Edit or add comments, and Print the seating chart
ﬂ edit or delete items on the |@‘

ProgressBook GradeBook Teacher Guide: Getting Started
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Reports

A variety of Classic and Report Builder reports are available in the Reports list on the Teacher
Home Page and Class Dashboard. Depending on what type of grading scale setup, such as
Default, Custom Setup 1 (for traditional grading style), or Custom Setup 2 (for standards-based
grading style), is used in your class may determine which type of report you can use. “Types of
Reports and Corresponding Grading Scale Setups” displays the type of reports that will work with
which type of grading scale setup.

Reports
Class Progress Report v
Click to display criteria selection
Run screen for the selected report.
Types of Reports and Corresponding Grading Scale Setups
Report Defaul;::udp(;ustom Custom Setup 2
Classic Reports
Class Progress Report Yes No
Class Roster Yes Yes
Gradebook Summary Report - Elementary Yes Yes
Homeroom Roster List Yes Yes
Lesson Plan Report Yes Yes
Missing Assignment Report Yes No
ParentAccess Login Activity Report Yes Yes
Period Attendance Report Yes Yes
Post Homework & Marks To Web Audit Yes No
Student Progress Report Yes Yes
Student Progress Report by Assessments No Yes
Student Progress By Assignment Type Yes No
Report Builder Reports

Class Assignment Marks Yes Yes
Class Progress Standards Based No Yes
Homework and Marks Posted to Parent Yes Yes
Access
Missing Assignments Standards Based No Yes
Report Card Marks Yes Yes
Student Demographics by Class Yes Yes
Student Progress By Assignment Type No Yes
YTD Final Grade Yes No
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Classic Reports

The report criteria selection screens provide a list of available classes from which you can select
one or more. Where this option is available, you can also select individual students from the class,
if desired. See “Types of Reports and Corresponding Grading Scale Setups” on which type of
grading scale setup will work with Classic reports.

A common report parameter is date selection, either by reporting period or date range.

Naming conventions for reporting periods such as Quarter, Period, Marking Period, Grading
Period, etc., on the report criteria selection screens may appear differently in GradeBook because
they are defined by the school district.

To view and modify the report you must have the appropriate application installed on your
computer. Classic reports can be displayed in the following formats:

e HTML - Format can be viewed in a browser and saved. To edit, you must have HTML
editing software installed on the computer and/or knowledge of HTML code.

e PDF - Portable document file format that cannot be edited. To view the report you must
have Adobe Reader installed on the computer.

¢ Excel — Format provides full functionality of Microsoft Excel. To view, edit, or save the
report in this format, you must have Excel installed on the computer.

* RTF - Formatted document file type that can be edited. To edit the report, you must have
a word processing software installed on the computer.

* TIFF - Large graphic file format that may take longer to open than other file types and
cannot be edited.

When you have selected the appropriate report parameters on the report criteria selection screen,
click Run the Report or Submit to display the report. All reports open in a separate browser
window. After you have viewed the report, close the report window and return to the report criteria
selection screen. Classic reports cannot be deleted.

Note: Reports open in a separate browser window, which may display behind
GradeBook. If you cannot see the reports, check the pop-up blocker setting in
your browser. If the pop-up blocker setting is enabled, disable it for the
GradeBook website.

To print the report, you must select the print option from within the software application in which it
is displayed.

Class Progress Report

This is a Classic style report, which now only works for traditional classes using the Default or
Custom Setup 1 grading scale. If you are trying to run a report for a class using standards-based
grading, please use the Report Builder report. The Class Progress Report displays assignment
marks, assignment type averages, and overall averages for all students in a class. You can print
this report using student numbers instead of names to ensure anonymity in the classroom. This
report is also a good option for printing a paper backup of your GradeBook.
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Class Roster Report

The Class Roster Report lists the students in a class. You can run one Class Roster Report for
multiple classes.

Gradebook Summary Report - Elementary

The Gradebook Summary Report — Elementary lists students’ marks including letter grades and
percentages for all their classes. The report also displays daily attendance.

Homeroom Roster List Report

The Homeroom Roster List Report displays the physical location, teacher and list of students
assigned to a teacher’'s homeroom. Most teachers have a single homeroom from which to choose.
However, kindergarten teachers with morning and afternoon classes will have two homerooms.

Lesson Plan Report

The Lesson Plan Report options allow you to print lesson plans for a range of dates with or without
the academic standards. In addition, several options are available for reporting the number of
times academic standards have been reinforced by the lesson plan.

Missing Assignment Report

This is a Classic style report, which now only works for traditional classes using the Default or
Custom Setup 1 grading scale. If you are trying to run a report for a class using standards-based
grading, please use the Report Builder report. The Missing Assignment Report lists missing
assignments by student or assignment. To include assignments in this report, you must have
designated assignments as missing on the Assignment Marks screen.

ParentAccess Login Activity Audit

The ParentAccess Login Activity Audit allows teachers to monitor the last time parents and
students logged in to ParentAccess. Another option displays the parents and students who have
never logged in to use ParentAccess.

Period Attendance Report

The Period Attendance Report provides teachers with numerous options for presenting summary-
and detail-level period attendance data. Three detailed report versions display attendance
information using a variety of grouping and filtering combinations. A summary report version
displays attendance information by teacher, class, and student. The Basic Details — Two Column
report version does not allow filtering.
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Post Homework & Marks to Web Audit

This is a Classic style report, which now only works for traditional classes using the Default or
Custom Setup 1 grading scale. If you are trying to run a report for a class using standards-based
grading, please use the Report Builder report, Homework, and Marks Posted to Parent Access.
The Post Homework & Marks to Web Audit for Default and Custom Setup 1 classes displays
assignments for one or more class by date, assignment type, and whether or not marks were
posted to ParentAccess.

Student Progress Reports
The following are variations of Student Progress Reports:

* If you want to run a basic year to date progress report, see “Student Progress Report.”

* If you use standards-based report cards and want to display student progress by report
card assessments, see “Student Progress Report by Assessments.”

* If you want to display a student’s averages by assignment type, see “Student Progress
Report by Assignment Type for Default and Custom Setup 1 Classes.”

Student Progress Report

The Student Progress Report displays a student’s cumulative performance; year to date final
grade if the year to date grade calculation has been enabled for the report card used in the class;
assignment details, including missing and late assignments, and assignment weights if they are
used; and absence information based on the features selected. This report can be used in place
of interim report cards and for Parent/Teacher conferences.

Student Progress Report by Assessments

When using standards-based report cards, this report is particularly useful because it displays
student progress by report card assessments. Assignments display under each report card
assessment to which they are mapped. You can use this report in place of interim report cards
and for parent-teacher conferences.

Student Progress Report by Assignment Type for Default and Custom Setup 1
Classes

The Student Progress by Assignment Type Report displays the student’s overall averages,
averages by assignment type, as well as period attendance.

Report Builder Reports

Report Builder reports offer numerous filter options for defining customized class assignment
mark; report card grade; student demographic information; student progress by assignment type;
class progress; missing assignments; and homework and marks posted to ParentAccess; as well
as numerous column options for displaying the results. Once you have selected the desired
settings, you can save the report with those settings to use in the future. See “Types of Reports
and Corresponding Grading Scale Setups” to learn which type of grading scale setup will work
with Report Builder reports.

The following reports are available:
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¢ Class Assignment Marks — For a Default or Custom Setup 1 class, the report displays
class assignment mark information for individual or multiple classes in individual or
multiple reporting periods. For a Custom Setup 2 class, it displays class assignment
assessment mark information for individual or multiple classes in individual or multiple
reporting periods.

* Class Progress Standards Based — Displays assignment type averages, assignment
assessment marks and class averages for an individual class in a reporting period. This
report is also a good option for printing a paper backup of your GradeBook. If you are
trying to run a Class Progress Report on a class using traditional grading, please use the
Class Progress Report in the Classic Report list.

* Homework and Marks Posted to Parent Access — Displays assignments and
assignment types for individual or multiple classes within a date range with an indication
of whether or not marks are posted to ParentAccess.

* Missing Assignments Standards Based — Displays missing assignment information for
individual and multiple classes in individual and multiple reporting periods. To include
assignments in this report, you must have designated assignments as missing on the
Assignment Marks screen. If you are trying to run a Missing Assignment Report on a
class using traditional grading, please use the Missing Assignment Report in the Classic
Report list.

* Report Card Marks — Provides numerous options for presenting report card information
for individual or multiple class(es). For example, you can apply specific filter options to
create a report that displays students with grades above or below a grade threshold.

* Student Demographics by Class — Provides numerous options for displaying student
demographic information for individual or multiple classes, class groups or homerooms.

* Student Progress By Assignment Type — Displays the students’ overall class
averages, averages by assignment type with total points earned out of total points
possible, as well as period attendance for individual and multiple classes in individual or
multiple reporting periods.

¢ YTD Final Grade — Provides numerous options for displaying year to date grade
information for students in a class or class group. The YTD Final Grade Report can only
be used on classes where the YTD Grade calculation has been enabled on the report
card for the class.

Naming conventions for reporting periods such as Quarter, Period, Marking Period, Grading
Period, etc., on the Report Viewer screen are defined by the school district.

The appearance of this icon < in the top right corner of the banner indicates that the report is

a core report—provided by GradeBook—or a user-defined version of a core report. This icon does
not display for add-on reports—reports that have been customized and then uploaded by your
support staff.

Once you have generated the report, numerous features are available:
« To view the report, click View Report or | View Report |.

* To show report headers, required parameters, optional filters and columns, click =

-

Show Setup. To hide this area, click “*= Hide Setup.
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To save the report with the selected parameters, filters and columns, click ~ Save

Setup As. On the Save Setup As window in the New report name field, type the unique
report name, and in the New description field, type the description of the report. Then,
click Save.

To navigate to a specific student on the report, click to open the Document Map

pane, and click the student's name. This feature is only available when using Internet
Explorer.

To view a specific page in the report, use these icons N

page or last page, or use these icons 4 14 to navigate to the previous page or first
page. You can also type the page number in the field, and then press <Enter>.

to navigate to the next

To view a report in a smaller or larger size, select the desired percentage in the list that
represents the display size. This feature is only available when using Internet Explorer.

To search for a word or phrase in the report, type it in the blank field next to Find, and
then click Find. Click Next to search for the next instance of the word or phrase. This
feature is only available when using Internet Explorer.

To export a report to a specific file format, select the desired format in list, and then click
Export. When you are prompted, click either Open or Save. If you select Open, the
report opens in the software application associated with the file format you selected. You
must have the appropriate application installed on your computer to read and modify the
report file. The following file formats are available:

* XML file with report data — Extensible Markup Language file format includes only
data; no page formatting, headers, footers, lines or graphic images. This file format
can be viewed in a Web browser.

¢ CSV - Comma-separated values file format in plain text format.

* Acrobat (PDF) file — Portable document file format that can only be viewed and not
edited. This file format can be viewed in Adobe Reader.

e  MHTML (web archive) — Short for MIME HTML file format and also referred to as
MHT. MHTML is a web page archive format used to bind images, Flash animations,
Java applets, audio files, etc. together with HTML code into a single file. This file
format can be viewed in a Web browser and is supported in the following browser
versions: IE 5.5 and later, Firefox 1.5 and later, and Safari 3.0 and later.

* Excel — Format provides full functionality of Microsoft Excel.

* TIFF - Large graphic file format that may take longer to open than other file types,
and cannot be edited.

¢ Word — Format provides full functionality of Microsoft Word.

To print the report, click % If you are prompted to install SQL Server Reporting Services
2008 ActiveX control, continue to install it on the computer so that you can print the
report. The print feature is only available when using Internet Explorer. If you are not able
to install the ActiveX control, proceed to export the report to an acceptable file format, and
then print the report from that software application.
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* To sort the columns in ascending or descending order, click E

Run

* To delete any report you have customized, click [ %] to the right of next to the

report name in the Reports list on the Class Dashboard or Teacher Home Page.
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ParentAccess

ParentAccess enables parents and students to view select GradeBook information. You have
access to view the information, so you can see exactly what parents see for each student. On the
ParentAccess Home screen, Today’s Comments display (if applicable), as well as a summary
of the student’s Grades, Homework, Grade Details and Daily Attendance with links to more
detailed information. On the left side of the screen, the navigation bar displays links to Student
Information, School Information, and Family Information.

| Lakeview City Schools

ProgressBook

AGrades
WFlanner
©schedule

& Atendance

= Activities
EReport Card
W:Course Request

@niews
& Calendar

W Class Information

Oy Account
2 student Prafile

Home Brett Shannon

Student ID: 999389804

Today's Comments

ALGEBRA 2
Thank you for helping the other students with this week’s assignments!

Gl’ades details. Homew k details

[ iomasork due
ALGEBRA 2 95354 92.98 A May 28 ALGEBRA 2 o
BIOLOGY HOMORS 9714 A 96.09 A May 29 ‘ BIOLOGY HONCRS o
CREATIVE WRITING 98.00 A+ 92.50 A May 29 | | CREATIVE WRITING °
| ‘ ENGLISH § HONORS ©

| @view all grades

! | @view all homework

ETY Attendance des

details

Grade Details

d y e
ALGEBRA 2 Bl Absence Type Count |
Date Assignment Mark T 5 '
y

May 29 Page 364-ALL 20120 T R 6

BIOLOGY HONORS Unexcused Absence 2
Date Assignment Mark
May 28 Chapter 15 1515 @View all attendance

| @ View all grade details

View ParentAccess

On the Class Dashboard, click View ParentAccess Web Site to open ParentAccess in another

window.

Classroom Administration

Seating Chart Lunch Counts

Daily Attendance by Seating Chart
Period Attendance by Seating Chart

Post Homework Post Class Information

Class Notifications

iew ParentAccess Web Site )
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Navigate ParentAccess

The Home screen of ParentAccess provides a summary of the student’s progress, which is
divided into Grades, Homework, Grade Details, and Daily Attendance sections.

Note: To view detailed information for any of these sections, click details or View
all [name of section].

On the left side of the screen, the navigation bar is divided into Student Information, School
Information and Family Information sections. The navigation bar remains visible as you
navigate through ParentAccess, and the link to the screen you are viewing displays with a dark
blue background to easily distinguish it from the other links.

At the top of the screen, in the upper-right corner to the left of Help, there is a downward arrow
next to the student’s name. When you click the arrow, you can select a different student from the
class.

Also, at the top of the screen, in the upper-right corner to the right of your user name, you can click
the downward arrow and then click Sign Out.

At the top of the screen to the left of your user name, there is a Help link, which provides online
help to ParentAccess users.

Navigation Click to Click to
Bar

Click to change students view Help sign out

Lakeview City Schools

Brett Shannon

= Home
Student ID: 999889804
ProgressBook
Current Today's Comments
Screen : A Home ALGEBRA 2
Ao Thank you for helping the other students with this week’s assignments!
WFianner
details details
O Seheduis Grades Homework
A pttendance L
EReport Card - _ -
| ALGEBRA 2 9535A 92.98A May 28 ALGEBRA 2 o
WCourse Request
| BIOLOGY HONORS 97.14 A 96.00 A May 29 BIOLOGY HONORS °
CREATIVE WRITING 98.00 A+ 92.50 A May 29 CREATIVE WRITING o
N
Aena ‘ ENGLISH 8 HONORS o
8 Calendar | @ View all grades

@ View all homework

Grade Details e Daily Attendance e

W Class Information

@y Account /s | (i
RS e s oo com ]
Date Assignment Mark Tardy 3 ‘
| May 29 Page 364-ALL 20120 P 6
| BIOLOGY HONORS | Unexcused Absence 2
Date Assignment Mark
| May 28 Chapter 15 15115 | Quiew all attendance

:Q\naw all grade details
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View Another Student in the Class

You can easily select another student in the class to view his/her progress.

1. On any screen, at the top of a screen, to the right of the student’s name, click the down
arrow.

2. In the list of students, select another student.
The screen updates to display that student’s information.

Note: The system remains on the same screen when you select a different
student.

Lake View City Schools Addis, Thomas |~

Addis, Thomas Hornis, Loren Richmond, Rachel Sadeghi, Nicole 8i, David
‘ Adler, Hana J Koski, Lauren Rideskil, Youseff Safavi, Joshua Smelzer, Zachary
sguilar Lairae h MacBoyle, Brian Roble, Katherine Sawayda, Aubrey
Cabuk, Hilary Ravada, Michael Rothermel, Meghan Schweigert, Michael
Seibert, Ashley

Diaconu, Adam Reilly, Timothy

Rueter, Laura

Lake View City Schools
— - Hana Adler
ProgressBook. Home Student ID: 999736235
Grades Homework
Acrades
Wrianner — MIARTE T —— -
4 sttendance ALGEBRA 2 HONORS 89.10B+ 86.308 Aug 1 ALGEBRA 2 HONORS [ 2]
ez APPLIED SOCIAL STUDIES 2 9240 A- 94.40 A Aug 1 BIOLOGY HONORS (]
ElReport Card
. BIOLOGY HONORS 9270A 9270 A Aug 1
ourse Request
FRENCH 2 85308 85308 Jul3 (W T, T
HEALTH 24808 84808 Jul3
@News
& Calendar @ View all grades

W Class Information

Grade Details detals Daily Attendance detais

@My Account
A student Profile ALGEBRA 2 HONORS Absence Type Count
Date Assignment Mark
— Tardy 3
Aug 1 Quiz 8.1 1315
Excused Absent 4
APPLIED SOCIAL STUDIES 2 Unexcused Absence 2
Date Assignment Mark
Jul 3 Chapter 10 Quiz 13015 Sz e

BIOLOGY HONORS
Date Assignment Mark

Aug 1 Chapter 22 Quiz 19720

@ View all grade details
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Sign Out of ParentAccess

It is recommended that you sign out of ParentAccess when you are finished viewing a student’s

information.

1.

From any ParentAccess screen at the top of the screen, click the downward arrow to the

right of your user name.
Click Sign Out.

The system returns to the login screen, and you are signed out of ParentAccess.

Addis, Thomas Help Teacherd__GB ~

@ Sign Out

Lakeview City Schools

Welcome to ProgressBook!

ProgréssBook

Sign In

Enter your login Information

[] Remember me

Signin | Forgotyour user name or
Password?

Create an account + Switch District
@ District Calendars
Sign Up

New it

Student Information

The Student Information section allows you to view a student’s information. The screens

available for viewing are as follows:

Home — Provides a summary of a student’s progress including daily comments appearing
at the top of the screen if a teacher posted a comment, sections for Grades for the
current reporting period, Homework due today or within the next 2 school days, Grade
Details for items due in the past 2 school days, and Daily Attendance information.
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* Grades — Provides detailed information about a student’s grades for a reporting period
including Course, Grade, and As Of date. The courses are links, so you can easily
navigate to the Grade Details screen to view a student’s assignments for that course.

= Grade Details — Provides detailed information about a student’s assignments for a
course. For traditional (high school) courses, the default view is by date, but you can
also view by assignment type. For standards-based (elementary) courses, the default
view is by standards, but you can also view by assignment summary and assessment
type. At the top of the screen, you can select the student’s other courses, and on the
right-hand side of the screen, you can select different reporting periods.

Note: Missing assignments display as 0/possible points and 0%, so
parents/students realize the missing assignment counts as a zero.

* Planner Screen — Provides detailed information about a student’'s Assigned Work
and/or Posted Homework.

= Assigned Work — When you create an assignment, if you select Post to the
homework web page?, the assignment displays in the student Planner under the
Assigned Work heading. If you tied the assignment to a VirtualClassroom activity, a
View Activity link also displays.

= Posted Homework — When you use the Post Homework feature, the homework and
associated links and/or attachments display in the student Planner under the Posted
Homework heading.

¢ Schedule Screen — Provides detailed information about a student’s schedule. You can
also emaiil the class’s teacher from the Schedule screen.

e Attendance Screen — Provides information about a student’s Daily and Period
Attendance with links to view detailed information for Daily and Period Attendance.

= Daily Attendance Screen — Provides detailed information about a student’s daily
attendance including Date, Absence Type, Reason, if a reason was entered,
Attendance Comments, if a comment was entered, and Arrival and Dismissal
Times, if they exist. The information displayed is live from Studentinformation if live
integration is enabled. The default view is by reporting period with links on the
right-hand side to view different reporting periods or a summary for the school year. If
Attendance Totals are enabled by your administrator, Total Absent and Total Tardy
display for each reporting period (but not for the Summary view). There is also a link
to view period attendance details.

= Period Attendance Screen — Provides detailed information about a student’s period
attendance including Absence Date and Absence Type. The information displayed
is live from Studentinformation if live integration is enabled. The default view is the
current reporting period. You can also view period attendance for another reporting
period. There is also a link to view daily attendance details.

* Activities Screen — If your school has enabled VirtualClassroom, the Activities screen
displays a list of the online activities you assign to the students, including due date and
status. The activity name serves as a link for students to access and work on the activity
when they are signed in to their account. When parents sign in to their account, they can
view online activities in read-only format.

* Report Card Screen — Provides detailed information about a student’s report card. If
your school uses more than one report card, such as an interim, in the Report Cards
drop-down list, you can select a different report card or interim to view. Click the View
Paper Report Card link to display a PDF of the student’s most recent report card. Click
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the View Paper History link to open the Report Card History screen, which lists report
cards from previous grading periods and previous school years. Click the name of a
report card to display it as a PDF.

School Information

The School Information section allows you to view the following:

* News — Provides a news selection screen in tile format where you select news for the
district or for the schools in your district

Note: If a district or school has information, the district's or school’'s name
appears in green.

* Calendar — Provides a calendar on which you select preferences to appear for event
categories, classes and schools

* Class Information — Provides a class selection screen showing all the student’s classes
in tile format.

Note: If a class has information, the class name appears in green, and if the
class’s teacher has uploaded a class logo, the logo appears on the right side of
the tile.

Family Information

The Family Information section provides the following links if enabled by the ParentAccess
administrator:

* My Account — Click to access the My Account screen where you can reset a student’s
ParentAccess password. (See “Change a Student's Password in ParentAccess.”)

¢ Student Profile — Click to view the school and demographic information on file for the
student whose ParentAccess account you are viewing. This information is read-only.

Change a Student's Password in ParentAccess
You can change a student’s password in ParentAccess in the event the student forgets it.
1. On the Class Dashboard, click View ParentAccess Web Site.

2. On the left side of the screen in the navigation bar, under Family Information, click My
Account.

The My Account screen displays a list of students in your class.

3. Onthe My Account screen, in the row of the student whose password you want to reset,
click Reset Password.

In the New Password field, enter the new password.
In the Re-enter New Password field, enter the new password again.
Click Update.

132 ProgressBook GradeBook Teacher Guide: Getting Started



ParentAccess

The Password has been changed message displays and, if the student has registered
an email address, a confirmation email is sent to the student.

Lakeview City Schools

Progress;ﬁ;é%'k_ My Account

My Students

A Home
AGrades
WFlanner Students
©Schedule
A teneants Use this page to reset passwords for students with accounts
Eachivities Name User name #
BElReport Card
WCourse Request 1 Thomas Addis addist 999550472
p § Hana Adler Hanarocks 999736235 G Reset Password

B Lauren Aguilar 999925305
8 Calendar
W Class Information 1 Hilary Cabuk Hilary 999591191 G Reset Passward
FAN . Adam Diaconu 899049777
&My Account -

Loren Homis 999963457,
A Student Profile

& Lauren Koski Lauren (C Reset Passwond
My Account
#  MyStudents = Reset Student Password My Account
Reset Password for H”ary Cabuk #A  MyStudents = Reset Student Password

New Password | sesseseeess  Passwoid is accepiable o Password has been changed

Re-enter New Password +/ Passwords match

ParentAccess Alerts Overview

Alerts are email messages regarding student progress sent to the email accounts of parents and
students who have subscribed to the alerts. The school district can set up various alerts by school
building to provide parents and students with options. Parents and students can then subscribe to
the desired alerts on the Alerts screen in ParentAccess. The alert is sent directly to the specified
email account(s); however, the parent or student must log in to their ParentAccess account to view
details of the assignments related to the alert.

Teachers know that an alert about a student's progress has been sent when this icon /!, displays

in yellow next to an assignment on the GradeBook Grid. The icon 3 appears green to denote
that the alert subscriber has logged in to ParentAccess.
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