SPREADSHEET/ GRADEBOOK

Setting up your Preferences (Preps)

Your Preferences must be set-up before using the gradebook.

ey ol Basic Demaographics Other Features
Ay Shudont
1) Click on Setup Options Nams || Phane |,_| Bi %Iﬂj_ﬂ 5. |contact
Fo— — 1 2) Click on Preferences
X ] ] = ety ions
)\ | ==
o o [ = |
|_| \ |_|_|_|_|— |— Preferences . nra |
FI \\ FFFFF ||: G te Alpha Cl S [ o |
] enerate Alpha Class Sequence § Inry |
[ I
FI \ |I:|’:|,:|,:||: : F Select Attendance Date o :_
My Classes Aftendance |[ ::
[ [ o |
preasshest| { — il
| T | | _Info |
S IS - n:arkOEntry | | ,—l ,— ,—— | |
__ Setup Options | I I .l —

My Options Tab

Posting Type MUST
be set to Report Cycle

Mark Calculation Method
MUST be set to Total Points

Seating Plan Setup
Edit User Praofile

V758
Y
\& tly Options l My Comments Option] iy Preps l My Comments l School Mark Scale
Mark Calculation Method Posting Type Other Settings \
|T0ta| Prints ﬂ & ReportCycle ¢ Cumulative Allow Shared Access to Student Progress
I When this hox is checked, another teacher reviewing

I Use Assighmentweights  (Points the academic progress of a student you bath

Elergegtarl)(/ ( ) teach may view the mark received in your class.

Gradeboo :

hould b IV Use Assignment type weinhts  (Percentages) Rounding Marks
shou € Fo — IV The systerm rounds decimal values ta whole All 3
set-up using se Lalegonwelghts numbers when posting marks for official reparting. Options
Percentages Check this hox to round marks to the nearest L are
T Vi e Gl e whale number. {ie. 92.53 =93 and 88.47=88)
R ¥ g Uncheck this box to truncate (drop) decirmal Requu'ed
I TAGE% Include YWeight (Do not select) values. (ie. 7TAB4=75]
Count Blank Marks as Zeros
Default order of Azsignments by due date [ Checkthis boxto count blank marks as zeros in
|Ascending ﬂ calculating average marks for a student.
. ) ) Uncheck this box to consider the student exernpt
Mumeric Scare Default 100 Default Display Assignment 60 TiEE 1D S SRS e ek s ke
Failure Threshald 70 Delete Assighments at Year End K
Q i .
&’ View Report cycle Delete Assignments at
Weights MUST be M Year End MUST be V]
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Before setting Preferences you need to determine:
¢ Which method fits my course syllabus grading scale? (Tests count %,
Class work counts %, Quizzes count____ %, etc.)
e Can | explain my grading method to parents and administrators?

CHPreferences (TA) ol x|

T z A - f f My Preferences: Seating Plan Setup

Edit User Profile

My Options l My Comments Option] Wy Preps 1 My Comments l School Mark Scale l
Mark Calculation Method Posting Type Other Settings
[Tatal Paints ~| & Repotcycle ¢ Cumulative Allow Shared Access to Student Progress

[+ \When this boxis checked, another teacher reviewing
the academic progress of a studentyou hoth
teach may view the mark received inyour class.

I~ iUse Assignment type weights: Founding Marks
Cat ) ¥ The system rounds decimal walues to whale
=230 numbers when posting marks for official reparting.

Check this box ta round marks to the nearest
whole number. (ie 9253=93 and 88.47=188)

[¥ArEe Assignment mreights

W iew Report Cytle Vielghts Uncheck this box to truncate {drop) decimal
I~ TAvE% Include YWeight values. (ie. 75.84=75).
Count Blank Marks as Zeros
Default order of Assignments by due date [+ Checkthis hoxto count blank marks as zeros in
|Ascending j calculating average marks for a student
Mumetic Score Default 100  Default Display Assignment ] #;;qh;cekaﬂ;l:eiixr;?a;toi?mierrn:ri:iaet'ubc:::}:xempt
Failure Threshold 70 Delete Assignments at Year End ¥

Mark Calculation Method: “Total Points” (default)

Posting Type: Selecting “Report Cycle” calculates on established Reporting Periods (default)

M Use Assignment Weights (Points)
e This method is the closest to hand calculating the student’s average.

e Allows weights for each assignment

Example:
Assignment Assignment Earned Possible
Assignment Type Weight Points Points
Cw1 Class work 1 95 100
Ccw2 Class work 2 80 100
(160) (200)
Quiz 1 Quiz 1 86 100
Quiz 2 Quiz 1 90 100
Test 1 Test 2 93 100
(186) (200)
Test 2 Test 2 91 100
(182) (200)
Totals 535 600
(799) (900)

(Weighted Earned Points / Weighted Possible Points) * 100

(799 / 900) * 100 = 88.777 or 89
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@Preferences (TA)

p My Preferences: Seating Plan Setup
Teacher Assistont — e e w——"

My Options lMyCommentsOptlon] hiy Preps ] My Corments 1 School Mark Scale I

Wark Calculation Method Posting Tvpe Other Settings

‘Tnlal Points ﬂ  Report Cyele ¢ Curnulative Allow Shared Access to Student Progress

¥ _When this box is checked, another teacher reviewing
the academic progress of a student you both
teach may view the mark received in vour class.

Rounding Marks

¥ The system rounds decimal values to whaole
numkbers when posting marks for official reporting.
Checkthis box to round marks to the nearest

¥ iUge Assignment type weights!

Categony weight

M Use Assignment Type Weights (Percentages)
e Checking this box weights each assignment type
e The spreadsheet will calculate each assignment type first, then average all assignment
type averages together
¢ Each assignment type MUST be used each reporting period to receive an accurate
calculation. Example: Class work 30% + Quizzes 25% + Tests 45% = 100%

Earned Possible
Assignment | Assignment Points Points

Assignment Type Type Weight Weighted Weighted
Cwi1 Class work 30 95 100
Cw2 Class work 30 80 100
Class work Average 175 200
Quiz 1 Quiz 25 86 100
Quiz 2 Quiz 25 90 100
Quiz Average 176 200
Test1 Test 45 93 100
Test 2 Test 45 91 100
Test Average 184 200
Totals | 535 | 600

1) Calculate Weighted Marks for each Assignment:
Earned Points Weighted / Possible Points Weighted
Class work: 175/200 =0.875
Quizzes: 176 /200 =0.88
Tests: 184 /200 = 0.92

2) Calculate Weight according to Assigned Weight:
Weighted Mark * Assigned Weight
Class work: 0.875 * 30% = .2625 or 26.25
Quizzes: 0.88 * 25% = .22 or 22
Tests: 0.92 *45% = 414 or41.4

3) Calculate Final Mark

Weighted Class work + Weighted Quizzes + Weighted Test
26.25 + 22.0 + 41.4 = 89.65
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THESE COMBINATIONS OF WEIGHTING ARE NOT RECOMMENDED:

1) Use Assignment Weights and Assignment Type Weights

iy Cptions | hily Comments Option ] iy Preps ] Wiy Comments ] School Mark Scale ]
Mark Calculation Method Posting Tvpe _ Other Settings
= o D

Using these together may cause
7 Ve ResmEnEane / an error in calculations.
¥ Use Assignrment type weights: DO NOT USEl

I Use Category weights

T T T T T T TS T T DI T T T O T
Check this box to round marks to the nearest
whaole number. (ie. 92.53=083 and 88.47 = 88)

lnchark thie how tn troneata fdrant dacimal

IV “iew Report Cycle Weights

2) Use Category Weights

Wy Options l My Comments Option] My Preps ] My Comments School Mark Scale
Mark Calculation Method Posting Type Other Settings
| ﬂ 'l ' Allow Bhared Access to Student Progress
D e —
I iuse A t hts: “ i ”
5@ Assionment welghts; If you select “Use Category weights”, you

V' Use Assignment ype weights / must be able to explain grading method to
¥ Usze Category weights

parents and administrators.

‘ TTHCheck this BoX 10 fruncate (aropy decimal

¥ “iew Report Cycle YWeights
™ TAVG% Include YWeight

values. (ie 75.84=75).
Count Blank Marks as Zeros

Explanation of ‘My Options’ Tab

View Report Cycle Weights: Activates a field on the Prep detail screen that will allow the
teacher to view report cycle weights as set by the school.

TAVG% Include Weight: The recommendation is to not use this option.

Default order of assignment by due date: Select ascending or descending. Ascending
will display by due date the oldest assignment first. Descending will display by due date
the most recent assignment.

Numeric Score Default: This should be set to 100 in North Carolina. This is the max score
when adding a new assignment. No marks higher than 100 should be used in the
gradebook.

Failure Threshold: Enter the lowest passing mark. This causes all failing marks to appear
color-coded in the gradebook.

Default Display Assignment: Determines the number of assignments that will display in the
gradebook. The fewer assignments to display, the faster the spreadsheet will open.

Delete assignments at Year End: It is recommended that you check this box to delete
assignments at year end. This will enable you to begin the school year with new options.
Other Settings:

+ Allow Shared Access to Student Progress: Administration requires that you select this
option - This will allow all teachers who are teaching the same student to view the
academic progress of that student.

¢+ Rounding Marks: Administration requires that you select this option - This will allow
standard mathematical rounding of all officially reported marks.

¢+ Count Blank Marks as Zero: Administration requires that you select this option —
Checking this box counts ALL blanks in the spreadsheet as zeros. Un-checking this
box will show blanks as an exemption from the assignment in the spreadsheet.
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My Comments Option

22 0] X
- My Preferences: Seating Plan Setup
T AMW Edit User Profile
My Options Wy Comments OptiunEI Wy Preps My Comments

] School Mark Scale l
Options to usehide additional fields in My Comments

I Use Category

[~ Use Suhject

[ Use Level \

Recommended: Leave unchecked so all
p comments are available for all courses.

Help
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My Preps Tab Deleting Preps

Follow Numeric Order

@Preferences (A

My Options ] My Comments Option My Preps 1

CIil:kADDmcrealeanewnren.TnviewnW 1) Selectlng Prep DeSCI’Iptlon
+ The detail of a Prep Description O _

MUST be deleted before the Prep FRSTIREE
Description can be deleted.

[
[
+ Previous year’s Preps should be |
[
\
[

2) Click Detall

deleted before adding new preps.

Detail | ADD| DEL

5) C||Ck Ewep Lietail L) %]

Delete to Enter Descrimiunufprep:|Pre-AIgebra
remove Prep Classes Prep Category
Selectclasses Categary Default? .
Prep \ITDC?(DU-HE-NQ?-D-IJ-IJ-H 5 T—— F A 4) Click Delete to remove
Classes | i / Prep Category
—  r
Report | .
(Cyc?es willbe | | < 7
- ,— =
removed Select Classes | Delete B
When you %] Add Delete
deselect RE‘:’;":\:’Z‘“’S Report Cycles o e eeaon ssignment el )
classes.) [YL- 15t wks [18.28 = [Classwork | i ] 3) Click Delete to
[¥L- znd 9 whks |18.25 iz r
[YL- 3rd 8 wks [18.25 Test r rem_ove ALL Prep
[VL- #th 9 wks [15.25 r ASSIgnment TypeS
[¥L - Exam |25 r~
| | hd v
add | Delete

2R
f

6) Click Save

then Exit
Myoptions | My Gomments Ogtion My Preps Mycomments | School Mark Scale |

Click ADD to create a new prep. To view or change a prep, select the prep and .

Frep Deseripton 7) Click Delete to remove Prep

[Math

|Pre-Algebra

|

[

|

[ /

| /

| /

|

Detail | ADD | DEL
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Elementary Preps

=i

- r My Preferences:
Teacher Apsistont ————=

My Preps

Click ADD to create a new prep. To view or change a prep, select the prep and press the Detail button.

+ Before Adding New Preps, refer to — =
Deleting Preps.

+ New Preps should be created each
school year. /

¢ DO NOT USE THE SHELL OF //
PREVIOUS YEARS INFO.

II Detail | ADD| DEL

1) Click Add

Ll

— 2) Enter title/description (keep it simple)

T Prap Datail k

Al Classes —

3) Click Select
Classes button

Select Classes

H
]
o
0
0
o

Add | Delete

4) Click under Assign? to
select courses to add to prep

43 |4th Grade oo
e Do not select the top Course 43 |Math 4 0 o |02 Al Classes
Code OOOOS3 or 4 or 5 OR 43 |Lang Artsd 0 j0 j03 Al Classes

43 |Reading 4 1o o fo [o4]al Classes

9982G3 or 4 or 5 NO Report 43 |Science 4 ] 0 jo |0 joajAl Classes
Card Marks are issued for 43 |Soc ot 0 |0 |05 |All Classes

these grade level courses.
e You may select more than
one
e |[f already assigned to a
prep, you will see a check
and not be allow to select it

EEERERERENEN NSNS NSNS

5) Click OK
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6) Click Add, Type a Category
name (Academic, General, etc.)

Crg|Prep Detail

Al Classes

200154(43)-Math 4-0-0-0-02
101051(43)-Lang Arts4-0-0-0-03
101054(43)-Reading 4-0-0-0-04
300154(43)-Science 4-0-0-0-05
400154(43)-Soc 5t 4-0-0-0-05

7) M to select the
Default Category

Select Classes

- 15t 8wks
- 2nd 3 whs
- 3rd B wks
- 4th 3 wks

8) Click add

A AN S8

\

Report Cycle is populated from course
length data contained in NCWISE

9) Click under Assign? to
select assignment types to
add to preps. ltis
recommended that you
select the following
Assignment Types:

® Classwork

@ Participation

® Quiz

@ Tests

ClasswarkiClass Quizzes

ClassworkiHomewark

ClassworkiHomewarkiGuizzes
Community Service .
Composition 10) Click OK
Concers /
Current Events

(I

“ra|Prep Datail

All Claysses

11) Place a M by the
Assignment Type you wish
4 to set as Default OR select
assignment type when
creating assessments.

200154(43)-Math 4-0-0-0-02
101051(43)-Lang Arts4-0-0-0-03
101054(43)-Reading 4-0-0-0-04
200134(43)-Science 4-0-0-0-05
400134(43)-50c 5t 4-0-0-0-05

(N

Select Classes

12) Type the Assignment
Type Weights as
recommended by WSFCS:
@ Classwork = 30%

@ Participation = 10%

® Quiz = 25%

@ Tests = 35%

35

Lol m

L

14) Click the
door to Exit

13) Click the
disk to Save
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Middle & High School Preps

Teachers with year-long and block courses MUST
c E u ﬂ / EN set-up separate preps for each course length.
+ Before Adding New Preps, refer to ‘Deleting Preps.’

+ New Preps should be created each school year.
¢ DO NOT USE THE SHELL OF PREVIIOUS YEARS INFO.

D pafapa - Seating Plan Setup
A £ 2 U (A Edit User Prafile

My Qptions My Comments Option My Preps My Comments School Mark Scale

Click ADD to create a new prep. To view or change a prep, select the prep and press the Detail button.

Prep Description

ﬁh Preps are attached to User Logins. i

Do not let anyone set-up a ‘prep’ for | :

you. You must be logged in as | 1) Click Add
[
[
[

yourself. If a school level user
navigates to your options and your
preps and sets them up, you will not be o

able to see them. B

2) Enter title/description (keep it
simple, example: World History, Algebra,
Math, English 1)

75 Il
English Il Honors 4) Click under Assign? to select courses
to add to prep

e You may select more than one
= e If already assigned to a prep, you will

3) Click Select Classes | @ see a check and not be allow to select it
button
\ 103440 03 i
ournalismm 0 Jo j1 joz .
3120 02 [Journalism fo o |2 Joz High School:
elect Classes | Delete 103120 01 |Jaurnalism Jlo Jo 1 To3
103121 01 |Mewspaper lo Jo Jz |o3 SeIeCt ONLY Current
103150 01 |Mewspr HR 0 [Wa—loa] Semester Courses
102355 04 |Eng 3 HN 1 o o ot
102355 05 |Eng 3 HN 2 Jjo Jfo Jo1
J
5) Click OK

Calculated Report Cyeles oK
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‘wPrep Detail
6) Click Add, Type a Category
name (Academic, General, etc.)

2003C7(01)-Acc Math 7-0-0-0-05

7) M to select the
Default Category

Report Cycle is populated from course
length data contained in NCWISE

Select Classes

- 15t Qwks
- 2nd 9 wks
- 3rd 9whks
- 4th 9 wks
- Exam

L |
8) Click add A

9) Click under Assign? to select
assignment types to add to prep
e You may select as many as

you wish

You must use all assignments
that you select each reporting
period

ClasswarkiClass Quizes
ClasswarkiHomework
ClasswarkiHomewaorkiuize s
Community Senvice

{0

"8 Prep Detail

coeiras
10) Click OK

2003CTF(01)-Acc Math 7-0-0-0-05

11) Place a M by the
] Assignment Type you wish
to set as Default OR select
assignment type when
creating assignments.

- 15t 9 wks

- 2nd 9 wks
- 3rd 3 wks
- 4th 9 wks
- Exam

12) Click the
disk to Save

SISl

' 13) Click the
door to Exit
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Wubkd | D Teachers with year-long and block courses MUST
set-up separate preps for each course length.

To ADD ADDITIONAL PREPS:

Wy Options My Comments Option My Preps My Comments School Mark Scale
Click ADD to create a new prep. To view or change a prep, select the prep and press the Detail button.

Frep Description

al

1) Click ‘Add’

Detail nnn‘ DEL ‘

__{ 2) Type Prep Description in
% ‘Details for Prep’

1]
[
r
r
r

Select Classes

3) Click ‘Select Classes’

4) Check ‘Math, ,
Sci/Health & Soc St’ \ :

5th Grade
Eng Lis 5
Math 5
SciHealtha
Goc5t5
Conduct

5) Click ‘OK’

50
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200135(51)-Math 5-0-0-0-01

300155{51)-5ciHealths-0-0-0-01

400155{51)-5oc S5t 5-0-0-

MathrSciencefSocial Studies

6) Click in ‘Category’ and
type Category Name

0-01

7) Check ‘Default?’

‘Prep Classes

Select Classes

I

8) Click ‘Add’ to

Report Cycles’
will auto-

select assignment

populate

X

9) Place checks
beside each types
you wish to use.

ClassworkiClass Guizzes

ClassworkiHomework

ClasswiorkiHomewaorkiQuizzes

Community Service

Composition

Concerts

10) Click ‘OK’

{1

Current Events

WSFCS/TAM Training Module

LL L m

=

11) Type ‘Weight’ for each Description
Weights MUST equal 100%

36
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My Comments Tab

B Frefarences (TA)

My Options ] My Comments Optmn] My Preps

Cade

Teacher Assistant allows you to create your own rmark comments

My Preferences:

olx|

Seating Plan Setup

Edit User Profile

| wycomments 1| scnool wark seale |

Replacement characters are:

% - Preferred Name, # - HisHer, @ - He/She

@F’references (TA)

My Options ] My Comments Omiun]

Teacher Assistont

My Preps

Teacher Assistant allows you to create your own mark comments

My Comments

pescrplon Teacher comments can be created
here.
e Comments will not appear on
the NC Report Cards.
e Teacher comments will appear
on Progress Reports.
e Maximum of 100 characters is
ﬂ M ﬂ @ allowed (student name counts)
My Preferences: leciiig Fem Seing

Edit User Profile

l School Mark Scale ]
Replacement characters are:

% - Preferred Name, # - HisHer, @ - He/She

Desctiption

‘1 |$ is an excellent student.

=

2 |@ needs to narticinate in class

‘3 |Needslu complete # homework

1) Click on add to insert cursor in
Code space or Click in Code space

2) Type Description
(Refer to Replacement characters
to enhance comments.)

J

You may print a comment list

by clicking on the printer icon.

3) Click the disk to Save

2L

School Mark Scale Tab

Wy Options My Comments Option

My Preps

FPass Fail Alpha Low High Cony

(] i

[ T T T
B0 T T T B T

WSFCS/TAM Training Module

& ez [1o0
moo[ [ [
B lss  [az

[c 77 [es

o o re

F o 63 (66
i I .
e [ [ [
W
P T T

37

My Comments

School Mark Scale

|+

4) Click the
door to Exit

Field is protected against update.

= Click the door to Exit
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Setting-up Assignments You must set-up one assignment per class

to calculate the final mark

e Basic Demaographics Other Features
(A - A SSA LA Academic Progress
Student Absences 0 Alert
Mame Fhone Gr.| Birth Date | Age | Se...
Duck, Donald 03 12f3z002 | & [0 | Info |2
000054 43 |4 Grade oo o lo1 Mouse, Mickey 03 |05/16/2003 8 J0 Info
e & T 0| 0 | Pig, Porky 03 |o7zaizonz | & Jo | Info
101081 43 [writng 4 |0 |0 |0 |03 Infd
300154 43 [Science 4 |0 |0 |0 |05 Infd
400154 43 |Soc St4 0|0 Jo Jos .
_— 1) Click on Spreadsheet
-
- _— IFifs
e IFifs
. |} ]
List | Fhoto | Surmma
e}
Condensed i
Spreadsheet | Single It
@ L = . iu]
2) Click on Reporting Term to ot i sett isted
. . ategory: setungs are as liste
select correct reporting period above you will only have one category
/
SOTODOPZ2 Math 40200154 - 43 = N vYL- 15t Bwhks = | All = |1 All -

Screen Totals

¥

Tavy...| Total |Earned | Avg'h
Duck, Donald 0 o
Mouse, Mickey 0 0
Pig, Parky 0 0 Assignment Types:

e The drop down menu will display all
Assignment types selected in your prep screen.
e To view a single Assignment click on drop

down button to select (Classwork: only classwork

Be mindful of the reporting term when entering marks. If you will display on the spreadsheet screen.

enter marks in the wrong term you can not copy or move
marks to the correct term. You will have to remove incorrect
grades and re-enter in the correct term.

-

150/ Mumber Of Columns

Exempt 1

3

Color Legend

Missing Mark

Enter MarkiComments

Add Assignment

Post Marks To Report Card

Reporting Term Marks

Condensed Mark Entry

Yiew/Change Assignmaat

WSFCS/TAM Training Module
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3) Click on Add Assignment
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'%s 71X

072172011~
072172011 > 12
| Murneric Mark - orzr2011 _J

.

Enter Mark/Comments | Cancel | Add This Assignment To Other Classes

15) Click the

disk to Save
4) Name: Free Form 16) Click the
5) Short Name: Populated by Name field but can be modified. door to Exit

Short name displays on spreadsheet.

6) Score Type: Auto populated

7) Score Max: Should never be over 100. TAMS will not calculate
grades over 100.

8) Category: Populates with only category.

9) Assessment Type: Click on drop down button to select type.

10) Narrative: Populated by Name. Can be modified. Will print on
student progress report.

11) Parent Tips: Free Form. Message will display on ALL students
attached to the assignment in Parent Assistant Module.

12) Assign Date, Due Date & Create Date: Auto populated and can
be modified. MUST have dates for the assignment. Dates must
be a school day.

13) Checking ‘Post to Parent’ populates the date (current). (It is
recommended this date be entered as assignments are created.)

14) Enter Mark/Comments: Comments may be added to individual
students to be viewed by their parent/guardian in Parent
Assistant under Academic Progress > Assignment Details.
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oA hew

123

123

Mumeric Mark A

Academic

Test hd

To verify an Assignment is viewable in Parent Assistant the
check box will be blank, but the date will remain populated.
+ The Mis only a TOOL to populate the date.

+ If the date is NOT populated, and marks are entered (even
1 student), changes to the cumulative average are viewable

in Parent Assistant.

Assignments Screen

'{EI Add ney ignments

Click Add to add
another assignment to
your selected class.

05mMe2011

05/08/2011

Select one of the options at the
bottom of the assignment screen.

05/08/2011
|
| 105i09/201 1

[l 1
Add | Copy | Enter Mark/Comments | Cancel | Add This Assignment To Other Classes |::J E_
L LY —=

\ \

Click Copy to copy all Click Enter

assignment settings Mark/Comments to
EXCEPT Name, Short begin inputting marks to
Name and Narrative to your selected class.
your selected class.

Click Add This Assignment to
Other Classes to use this
assignment in another class.
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Adding Assignments to Other Classes

HH 0

0z 051 1

-dthGwks 7=

Hismanity pz o Jo

[=]

azx
\

[
-

=

\

\
\

L]

1) Place a v in the Assign?
column beside all courses you
wish to copy assignment to

IF T T TT1

2) Click + to select a date
or type appropriate Assign

and Due Date

3) Click ? to select
a Reporting Term

I T T T 1

: .

A

—

¢ —
¥ x s
B2 ==

4) Click Copy Selected Info
to All to copy assignment
info to selected course

HH 02 D D2 0SMWAON s fosAEOOM s fVL-dhOwks  7)-
HN 0SM82001 ¢ JOSNR2011 o JVL-AmOwks 2
" i &
+ + )
+ + .-:.
+ + )
+ + )
7
T
5) Click the | 6) Click the
disk to Save : door to Exit
: i 1
™ -
F =
. Cancgl .WHHIIIMM'I?BFI ]él H_
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Entering Marks
Core Courses

There are 4 ways to enter marks. Each method is explained in the following
pages.

' Count Blanks as Zeros’ in Preferences will result in a failing mark
unless student’s mark is exempted.

1) Spreadsheet

1) Verify you are entering marks in the
appropriate Class, and Reporting Term

SOTODOPT2 Math 7(2001CT - 04) = rL-1st8whks

Screen Totals ChY ADC|CWY Sub) @ Add | @ Sub |Test Ad|Test SujCi Rou Smile | test

Tavn Total [Earned | Avo% 100 100 100 100 100 100 100 100 | 100
89.8 700 628 89.8 75 a7 849 a1 96 100
93.65 800 746 93.65 92 92 97 84 96 94 g0 \ 100
e 936 800 745 93.6 95 a5 a0 el} 94 95 40 \ 100

| v

=)

\| 2) Click in the field where
you wish to enter mark

a00
800
800

800
r 800
a00
800
a00
800
a00
800

wlwlzlielzlzizl=lzicl=zIzIsITiclc iz

plololololelalalelalalala

apon

‘EIJ] I;IumberOfCUIumms 1
@msesiel| 3) Click Save (NCWISE SETE
Past Marks Ta Report Card recalCU|ateS markS Upon SaVIng) Jg

2) Enter Mark/Comments

S0TODOPT2 Math 72001 CT - 04) = | YL - 15t 9wks = | Al = Al -
Screen Totals CWY Adc|CW Sub) O Add | @ Sub | TestAd|Test SujCY Ralf Smile | test =
Tavn Total |[Earned | Avg% 100 100 100 100 100 100 100 100 ‘ 100
Ee 9.8 700 628 9.8 75 ar a9 91 96 100
Cr 93.65 800 Fa6| 93.65 92 92 97 85 96 94 q0 100
Cr 936 200 745| 936 45 a5 e} 96 94 95 a0 100
Hc 800 0
Je 200 1]
Jo 800 0
Jo 200 1]
Lo 800 0 —|
(U 200 1]
hle 800 1]
Iy 200 1]
e 800 1]
Flt 200 1]
Fo 200 1]
R 200 1]
Se 200 1]
Sit 800 0 =
60| Mumber Of Columns Exempt 4] | .
Colar Legend Missing Mark Enter Mark/Comments Gifi] 1) C||Ck Enter Mark/comments
Post Marks To Report Gard Renorting Term Marks [t b Eakey | YW CH
Goto Mark Entry Screen

|| -
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SOTODO P72 Math 7(2001C7 - 04y

SOTODOPT2 Math 7(2001CT - 04)

Pupil Mo.

Student Mame

2) Select a Class

S0T0 DO P72 Math F(2001C7 - 04)

Pupil Mo.

Student Mame

SOTODOPY2 Math 7(20010C7 -

Pupil Mo.

Con

575827
76547
901011
585396
589678
586662
575850
891241
875827
576893
585411
8473895
8475389
585344
575889
585440

&
P
R

S, oy

Condensed Mark Entrv
Missing Marks

=TS0 4 wks -
hark % Late | Exempt Mark Comment
I YL- Tt 9wks - | @ Add =i =
asus 3) Select an
Test Add «
Mark % Late | Exernpt TestSUD ] ent ASSIgnment
CW Round .
test
Smile
04y = | YL - 15t 9 wks - | test A 100
e fark % Latep Exempt tark Comment
100.00% =
100 100.00% N\
100 100.00% \
4) Enter Marks, Lates, and Exempts
Over Ma Edit cornrment -
Add Assinnment Copy First Mark Down | C@iw First C Down @ ,y (FL J ﬁ-
e Mark | Spre Delete All Comments %
|| Test Sy=

= YL - 15t Qwks

*Enter most common class mark
*Click Copy First Mark Down
*Change student grades that are different

Pupil No Student Narne Mark o | %
575827 [Be 98 | 98.00%
575847 |Ca 94 94.00%
an1011[cr a5 95 00%
565398 | He a8 96.00%
589670 |Je 96 96.00%
586662 J0 96 96.00%
575850 |Jo 96 96.00%
891241 |Lc 96 9
875827 |M: 96 9
=T o ol | Pupil o Student Narne Mark %
T o - 575017 B¢ 98 98.00%
T - - 575847 [Ci a4 94.00%
T | o . a01011cr 95 95.00%
585344 Pe 96 a TR
575883 |Re 96 a 559678 1a
585440 5¢ 96 a 55666340
i ] 575850 LI
891241 |Lc
875827 :
575893 |Me
585411 M,
873895 |Ne
875388 Pl
535344 P
575388 |Ro
535440 3¢
Ovar Ma 95.00%

WSFCS/TAM Training Module

Condensed Mark Entry Add Assignment Copy First Mark Down | Copv First Comment Down ﬁag (e L J ﬁ-
Delete Mark | Spreadsheet | Delete All Comments JE.

Missinn Marks

Late

Exempt Mark Comiment

-

] |

5) Enter Mark Comments by
highlighting student name

6) Click Edit comment

[
/
|

Edit carmment -

43
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7) Select Comments

§ iz an excellent student ] § attended Qutreach Program /Mo |5 =)
needs to paricipate in class A Pleasure To Teach
Meeds to complete # homewar Agenda Incomplete *

Capahle O Better Waork *

Cornpletes Homework And Make-

Conduct Needs Improving *

Did Mot Do Reports/Projects *

Coes Mot Bring Materials To Class

Daes Mot Da Classwark ™

8) Click OK to return
to mark entry screen

SOTO DO PT2 Math 7(2001CT - 04)

Pupil Mo

Student Name

-

Mark

| Does Mot Do Homewark * ]

0K Cancel

YL- 15t 9 wks || TestSub A 100

%

575827
575047
4901011
585396
589678
5866R2
5745850
891241
a75827
575893
585411
873895
875389
686344
575889
524440

Be
o
&
m
e
s
o
=
m
i
0,

i
&
&
&

oL

98.00%

94

94.00%

95

95.00%

Condensed Mark Entry Add Assignment
Missing Marks

WSFCS/TAM Training Module

45.00%

Late | Exempt Mark Comment

9) Click the disk to Save

AN

10) Click the door to Exit

AN
N\

Edit comment -

Copy First Mark Down | Copy First C Down @ .:? I‘JJ ﬁ-
Delete Mark | Spreadsheet | Delete All Comments JE.
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3) Condensed Entry

S0TODO P72 Math 7(2001C7 - 04) = YL - 15t Bwks = |5 Al = | Al -

Screen Totals CW¥W Adc|Cvy Suk| O Add | @ Sub |TestAd|Test SujCyW Rol| Smile | test [
Tavy..| Total [Earned| Avg% | 100 | 100 | 100 | 100 | 100 | 100 | 100 | 100 | 100

Be 89.8 Foo 628 89.8 q Th g7 a9 91 £} 100

Cr || 93.65 800 746/ 93.65 92 92 97 a5 96 94 90 100

Cr el 936 800 745| 93.6 QSJ[ g4 90 L5} 94 95 40 100

Hi 800 1} e

Je i 800 0 .

3 : mo o] 1) Click Condensed Mark Entry

Ja 800 1} ,

Lc 800 o /

Iz 800 1] /

Il } 1}

I | 1}

IMe o

Fl 1 1}

Fr 0

R 1}

Se o

Si

60| Mumber Of Columns
Color Legend Mizsing Mark Enter MarkiComments Add Assignment
Fost Marks To Repart Card Reparting Term Marks Condensed Mark Entry ViewlChange Assianment

Condensed Mark Eml’\fl

2) Select Class, Reporting Term and Assignment

SOTODOPT2 Math 7(2001C7 - 04) = YL 15t Qwks - ] O Add A 100
Bel -~ Lo ] Roi =
Cor : Mz : Sex
Cru : Me ] Sin ]
Hot : Wy 4 Sto ,ﬁ
Jen -] HE var /
Joh - i ] e
Jon ; PC ; oL
N\ | /
\\ 'l /. i
3) Enter Marks 4) Click the disk to Save
1
|
|
SHEe - Enter Mark/Comments Missing Mark 'éJ ﬁ_

5) Click tﬁe door to Exit
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4) Mark Entry

%IS

Ehoto | Surmman

Condensed At Entry

Spreadsheet

dark Entry

Single

Setup Gptions

1) Click Mark Entry

—

36 Weeks 08/22r2008
YL- 15t 9 whs 1YY 102452008 =
2) Select Course Length, -
Reporting Period, and
CIaSS Course Section Tanchar Room
20017 01 F oz =
20017 0z F 0z
2003C7 03 F 0z
2003C7 04 F 0z
9982F7 01 F 0z
H99323FE 05 F 0z -
YL- 15t 9 whs 2001C7 0 |F 24 S
Last Mame l FirstMame ] Fupil Mo | Mark | Prev | Abs | Late Comment
Ba a5 i %‘ ? ? 2 =
Be a1 Wiew ? ? ? ?
Be 34 Wiew ? 7 o 7
Clt 12 R —— ? ? s
o = e 3) Enter Mark and
Cu 17 Wiew ? ? 7 7 . .
= = el 11 1 U Comment (if applicable) for
e = vl 1o P Pl e each student
He a8 Wiew ? ? ? ?
He a4 Wiew ? ? 7 ?
Hil 568 iew ? ? 7 ?
Hi a4 Wiew ? ? ? ? -
AR »
= e
L - 15t 9wk 2001C7 01 24
Last Mame ] First Name ] Pupil Mo | Mark | Prev | Abs | Late Comment
Balle 55 100 Wiew 1?7 19702 ? 7 =
Beck Ell 99 e 3] 2 ? ? 7
Berri 34 98 e ? ? ? 7
Clutt 12 a7 iy 4 % ? 7 7
Coct 44 96 Wiew ? 7 7 7
Cutli 17 95 Wiew ? ? ? ?
Ever 3 94 Wiew 38| ? ? Y
Hawy 33 93 e ? ? ? 7
Heo 18 9z Wiew ? ? 7 7
Heln 34 a1 Wiew ? ? ? 7
Hill a6 a0 Wi ? 7 7 7
Had 4 a9 W B ? ? ? ? -
T T »
i

A

4) Check Mark entry is complete

6) Go Back to enter more grades

WSFCS/TAM Training Module
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Entering Marks

Course Sec.

Title

%IS

5 La
My Classes: List | Ph Summary

5) Click to
Highlight Class

\ Course | Section

Aftendance

521080 12 |music
[521080 [22 |music 0oz Jea
[621030 23 [Music o o
[521080 [25 [Music [0Jo 2z e W
[5z1050 [44" [Music [ o [z o [Fil,
[521050 53 [music 0oz o3 LJon
| | |
[ [ [ ,%
[Can,

2

Condensed Att. Entry

/@E

Elementary Specials
Art, Music, PE

- My Students: JEEEHSEUNHEES Other Features
T Assistont — =" gy
Student Absences Alert

 Classes  HomeRoomg ¢ Teams
I Today's Classes @ Curr Students  All Students
5 T D P AC

reeee o ey e | age| 5. |contact
2001 6 |0 Info |-

oo o [0 L

1) Highlight course

T

T

¥2002 [ 6 [0 Inf

L00 £ inl Info

2) Click Mark Entry |

Info

’T’D_ Info

Infa

Infa

12001

I 12001 70 Infi
Spreadsheet Single;/ IPTDE W,’;E I:f:
RS [Ree 12001 | g . .
e | e s 3) Scroll to Select Reporting Period
Setup Options o wann 7]

Marking Periods

Course Length Start Date e

|36 Wasks |08i22r2008

Repotting Petiod At End Date

YL~ 1519 wks T

Classes

ros0 [0 [ca
Fros [z [om
o0 iz ol
o0 iz ol
fzoso i3 ol
Fom 5 [om

A5 Mark ENTRY

Marthwest Elementary School

Teacher

1002412008
4) Scroll to Select Class

6) Click to Select Students

Students

LA

7) Enter S (Satisfactory), N (Needs Improvement),

Report [YL- 1513 wks

Students in Class
LastName | FirstName

Adkil
Bake
[Bler:
[Broc

Class [521030 or U (Unsatisfactory) in the Mark Column
PupilMo | Mark | Prev | Ab Camment

=
[

g

Wiew

L
|2D

=
3
£

—
—

8) Enter Comments

9) Click Mark
entry is complete

2

2

-3

1T R

—
B8
—
—

o

[GTEE

E

Hull

oo

T

[ hark entry is complete

@\\

10) Click Disk to Save

.
m
— ]

TTTTTT]TTTTT%
T

Lefm o e o o oo oo oo | )=

AL
TS
ololololololo s [o]s

T

=

m ]|

-

11) Click Arrow to go back to Classes
to select next course (screen shot above)

=N
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