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Gradebook Overview
This manual will give the user information needed to perform general Standards Gradebook tasks. These tasks include navigating through the Gradebook screens, creating, scoring and editing Events, comments, reporting, and modifying the way that information is displayed.

Some information that is presented early in the manual will help the user through later processes. The Table of Contents will assist the user to quickly find specific information later.

Occasionally, Family Access will be mentioned in this manual. Family Access is a program that allows parents and guardians to view student information, such as Gradebook data, Attendance, Schedule, Message Center, and Food Service. If you have questions about Family Access, please contact Software Support at Ext. 5754.
Training Objective
At the conclusion of this manual, the user will be able to accurately perform the following:

· Easily navigate through the Gradebook
· Add, update or delete grades for a skill

· Add, update or delete grades on an individual student

· Enter or update attendance for a class

· Add, update or delete comments for a class

· Review Comment codes

· Add, update or delete comments for an individual student

· Verify Grade Mark information

· Run and analyze Gradebook reports

· Set up student, events, and grade period display options

· Create messages to post to Family Access

· View student profile information

Getting Started
To access all components of Educator Plus (attendance, gradebook)
· Click the Educator Plus icon on your desktop.

· Enter your Login and Password. If you experience any difficulty, please contact Software Support at Ext. 5754.
· If you have more than one tab at the top of your screen, click on the Educator Access tab.
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Accessing Educator Plus from Home

· Log onto the Teacher Place website:  www.charlottenet.org/teacher_place/teacher_place.htm
· Click on the link for the Off Site access for Skyward Gradebook.

· All functions, except Reports, are available to the user for access from home. Reports can be run but cannot be accessed from outside of the network.

Teacher Access
After logging in, the next screen is the Home Page which will list the various Teacher Access areas along with any district information.
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On the left side of the screen are the areas that the user will be able to access:
My Gradebook – Lists the current year classes that the user is assigned to by the district.

My Students – Lists the user’s students alphabetically and will allow the user to view the student’s profile and demographics.

My Classes – Allows access to My Gradebook, Attendance, Message Center, Test Scores and Reports.

Post Daily Attendance – Enter or view attendance By Name, by Seating Chart or Assign Seats.

Teacher Access Tutorial – Tutorials created by Skyward for various modules. These tutorials are also available from within the various areas.
Student Search – By Entity – Allows the user to search student information for that building only. The user will have access to student demographic and schedule information for those students not assigned to them.
Terminology

The purpose of this section is to explain terminology that is frequently used for the Educator Plus program.

Home Page – refers to the first screen after having logged into the program. The Home Page will consist of the areas for Teacher Access located on the left of the screen and any district messages will be located on the right of the screen.

Skyward Template - Report templates allow the user to quickly pick a set of established parameters to run a report. Skyward has provided users with some standard templates for each report, but users can also create their own. Skyward templates have a sequence number of 900 – 990. In the documentation, Skyward templates will be referred to sequence 9XX where XX are the last two digits of the sequence number.
Path – throughout this documentation, a path will be listed after a header to indicate how to get to a specific area. 

For example, the actual steps (path) to get to a classroom gradebook’s main screen would be:

Home Page/My Gradebook/Standards Gradebook/Main Screen
This indicates that from the Home Page the user would need to click on the link for My Gradebook, then from the Current Classes screen click on the link for the appropriate class’s Standards Gradebook which will take the user to the Main Screen of that classroom gradebook. For the purpose of this documentation, reference to the Home Page will be dropped. 

This would then make the path read:
My Gradebook/Standards Gradebook/Main Screen

Note: While the path states Main Screen, there is not a physical link named Main Screen. This is only an indication of your location once you click on the link for Standards Gradebook.
My Gradebook
[image: image4.png]SKYWAR

53 Educator Access Plus
B3 Teacher Access
L1 My Gradsbook
L1 y Stuckents
L) by Classes
L post Daly Attendance
8 Teacher Access Tutoria




Standards Gradebook
[image: image5.png]Reports for All Classes +

103 PARKVIEW ELEMENTARY

Dept Subject Terms Period DaysMeet Class Desc
1-4 0 MTWRF 500/ HPH MUSIC KDG No Students Enrolled
14 0 MTWRF S00/LAM  MUSICKDG No Students Enrolled
14 0 MTWRF S00/LPM  MUSICKDG No Students Enrolled
14 0 MTWRF S00/BPM  MUSICKDG No Students Enrolled
14 0 MTWRF 500/HAM  MUSICKDG No Students Enrolled
14 0 MTWRF 500/BAM  MUSICKDG Standards Gradebook
14 1 MTWRF s01/1 HIUSIC 15T No Students Enrolled
14 1 MTWRF s02/1 HUSIC 28D No Students Enrolled
14 1 MTWRF 503/1 HIUSIC 3RD. No Students Enrolled
14 1 MTWRE 504/1 HUSIC 4TH No Students Enrolled




Main Screen
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Classes
Selecting a Class – After logging into Educator Plus, a navigation tree appears on the left side of the screen. If a user has been give access to the Gradebook, the My Gradebook link will appear in the navigation tree below the Teacher Access folder. If the Gradebook option does not appear, look for a plus sign to the left of the Teacher Access folder. If a plus sign is present, click it to expand the folder. If there is not a plus sign, or if clicking the plus sign and My Gradebook still is not an option, contact Software Support at Ext. 5754 for assistance.

1. Select My Gradebook from the navigation tree.

2. A list of classes appears on the screen. For grades 1-3 there will be a Period 1 and a Period 2 class. Period 1 will house grades and attendance. Period 2 is for attendance only. Specials staff (Art, Music, PE and Technology) will have all grades and buildings listed to which they are assigned.

When the list of current classes appears, there will be a button for Reports for All Classes. This will allow the user to quickly run a list of reports that are available for Attendance, Gradebook and Class Information. If a user needs to change a parameter range, please remember to clone the Skyward report. Changes cannot be made to reports with a sequence number of 9XX.
3. To work with a different class, use the Classes dropdown from the Main Screen of the classroom gradebook. This will allow the user to quickly move from one gradebook to another without exiting and then re-entering the gradebook.

Navigating
Navigation Buttons – Several navigation buttons and icons are common in Gradebook. Learning how to use these will make it easier to quickly navigate through the screen - not all screens have the buttons listed below.

Skyward Icon – In the upper left corner of each screen, a blue and red Skyward Educator Access Plus logo appears. If a user clicks on this logo from anywhere in the Gradebook, the user will be returned to the Home Page.

Save – The Save button saves all data that a user has entered since opening the screen to the database. There are several screens in the Educator Plus Gradebook in which the user MUST click Save before the data is posted (i.e. Attendance, Score Entry and Comments Entry).
Back – This button will move the user to the previous screen.

Undo – Undo deletes all actions a user has performed since opening the screen or since the last Save on that screen. If a user does not want to save any information that has entered but does not want to close the screen, click on Undo.

Edit – Edit opens a window that will allow a user to change information.
Exit – The Exit button is only available from the Educator Plus Home Page. Clicking this button is the only way to log completely out of Educator Plus. 

Prev – The Prev button will allow a user to move to the previous screen. This is typically used for grade entry by Event or Skill.
Next – The Next button will allow a user to move to the next screen. This is typically used for grade entry by Event or Skill.
Navigation Hyperlinks
At the top left corner of most Gradebook screens are three hyperlinks: Home Page, My Gradebook and Main Screen.

Home Page – This link, like the Skyward icon, will return the user to the Educator Plus Home Page.

My Gradebook – This link will return the user to the Gradebook class selection screen.

Main Screen – This link will return the user to the Gradebook main screen.
For the remaining documentation, all navigation is done from Main Screen menu. The navigation menu is located above the Students, Subjects, and Skills.
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An example of a hyperlink is the class hyperlink, listed in blue, along with the links for the Home Page and My Gradebook underneath the Skyward Educator Access Plus logo on the left.

Understanding the Main Screen will allow the user to quickly navigate throughout the program and assist users when placing a call for software support.

Other Access
By using the Other Access dropdown, the user can quickly jump to the options for which security access is available in the My Classes area. These options are available to view for the class the user is currently working with.
Message Center

The Message Center allows the user to create class messages for a single class or multiple classes. This is a great way to keep in touch with parents that use Family Access.

My Gradebook/Standards Gradebook/Main Screen/Other Access/Message Center
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1. Select the Other Access dropdown.

2. Select Message Center.

3. Select either Add Message for Multiple Classes or Add Message for Current Class.

4. Enter the following information, then select Save:
a. Message Summary

b. Message Detail

c. Priority

d. Post Date

e. Expiration Date

f. Post to Family Access

g. Allow parents to respond to this message

h. Post my email address for parents viewing this message

5. Click on Back to return to the Gradebook Main Screen.

The Show All Messages hyperlink will display any expired messages that have been previously posted to Family/Student Access.
Test Scores
This feature allows the user to view which tests a student has completed. This contains a list of tests a student has taken but will not display the test score information. 
My Gradebook/Standards Gradebook/Main Screen/Other Access/Test Scores
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1. Select the Other Access button.

2. Select Test Scores.

3. A class roster will display indicating which test(s) the students in this class have taken.
4. Select Back to return to the Gradebook Main Screen.
Note:  The student’s name in this view act as a hyperlink to take the user to the Student Info area which will allow viewing the test scores for each test the student has taken.
Classes
This option provides the capability to quickly select another classroom gradebook.

My Gradebook/Standards Gradebook/Main Screen/Classes
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1. Select the Classes button.

2. Select a class by highlighting and click to open.

3. The user will be taken to the Main Screen of the Gradebook selected.

For grades 1-3 there will be a Period 1 and a Period 2 class. Period 1 will house grades and attendance. Period 2 is for attendance only. Specials staff (Art, Music, PE and Technology) will have all grades and buildings listed to which they are assigned.

Events
My Gradebook/Standards Gradebook/Main Screen/Events
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An Event is the third tier of the Standards Gradebook hierarchy. The two previous levels of the hierarchy (Subjects and Skills) are assigned at the district level. Events, however, are assigned at the teacher level and they are attached to a specific Skill. The term Events is the terminology used by Skyward to describe individual assignments given to students. There are eight Event functions from the List Events area: Add, Edit, Clone, Delete, Score Entry, Mass Assign Scores, Event Display, and Clone from Existing Gradebook.
Add an Event
1. Select the Events button and then select Add Event.

2. Select a Subject and Skill from their respective dropdown menus. This is the Subject and Skill the Event will be attached to.

3. Enter a Description for the Event. The Description field will hold a maximum of 30 characters.

4. Enter dates:

a. Assign Date – date on which the Event was assigned to students.

b. Proposed Due Date – date intended for the Event to end.

c. Actual Due Date – date that the Event ends. This date may be the same as the Proposed Due Date or different if a Due Date adjustment was necessary.

5. Check the corresponding box for the Event to Post to Family Access or Post to Student Access. Posting to these areas will allow parents with the appropriate access to view the information on the Web.
6. Select the Classes where this Assignment should be added by checking the appropriate class(es).
7. Click Save and Back (if not adding any further events) or click on Save and Add Another to continue adding Events.

List Event
My Gradebook/Standards Gradebook/Main Screen/Events
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1. Select the Events button and then select List Events.

2. The next screen will list all Events and allows the user the ability to Add, Edit, Clone, Delete, Score Entry, Mass Assign Score, Event Display, and Clone from existing Gradebook.
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Edit
1. Select the Events button and then select List Events.
2. Select Edit.

3. Change all applicable fields and click Save.
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Clone

1. Select the Events button and then select List Events.

2. Select Clone.

3. Change all applicable fields and Select the Classes where this Assignment should be added from the browse screen. Click on Save and Back to return to previous screen or click on Save and Add Another to continue cloning.

My Gradebook/Standards Gradebook/Main Screen/Events
Delete
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1. Select the Events button and then select List Events.

2. Select Delete.

3. To delete an Event, highlight it and click Delete.

4. The system will prompt for verification. Click OK to delete the Event.

Warning:  Users can delete a graded Event.

Note:  There is a Restore Deleted Events tool available (My Gradebook/Main Screen/Display Options/Tools/Restore Deleted Events)
Score Entry
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1. Select the Events button and then select List Events.

2. To enter scores for an Event, highlight it and click Score Entry.

3. Enter grades for each student in the Grade column. The available grade marks appear in the Grade Marks table on this screen. 

4. Enter a Special Code for student(s) as applicable. The available codes appear in the Special Codes table on this screen.

5. Check No Count and/or Missing for each student as applicable.

6. Enter a Comment if desired. A red triangle will display on the Main Screen for each grade that has a comment attached to it.
7. Select Save to save entries and return to the Main Screen or select Prev or Next to move to another Event for scoring.

Note: The Comment field will hold a maximum of 100 characters.

Mass Assign Score

My Gradebook/Standards Gradebook/Main Screen/Events
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1. Select the Events button and then select List Events.

2. Click on Mass Assign Scr.

3.  Make a selection from the Mass Assign Option table. Mass Assign Options include Assign All Grades to, Overwrite Grades, Remove All Grades, Set All to No Count, Remove All No Count and Remove All Missing.

a. Assign All Grades to – allows the user to mass assign grades to all students by selecting the appropriate grade mark from the dropdown box.

b. Overwrite grades – if some students already have grades entered and a user wants to change those to the grade being mass assigned, then the user would place a checkmark in this option. If the user does not want these grades to change, then DO NOT select Overwrite grades.
c. Remove All Grades – allows the user to mass remove all grades for students for the Event.

d. Set All to No Count – allows the user to set the Event for all students at No Count.

e. Remove All No Count – allows the user to remove the No Count setting for students on the Event.

f. Remove All Missing – allows the user to remove the Missing setting for students on the Event.

4. Click Apply.

5. Select Save to save entries and return to the Main Screen or select Prev or Next to move to another Event for scoring.

Event Display
My Gradebook/Standards Gradebook/Main Screen/Events
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1. Select the Events button and then select List Events.

2. Select Event Display.

3. Checking Show Comments for all Events will display the full comment field on the Main Screen.
4. Select parameters for Skill Heading and Event Heading for a customized layout of the Gradebook.

5. Click on Save.

The selections for Skill Heading and Event Heading affect all classes, but the Event Display Options selection only affects the class currently being viewed.

Clone From existing Gradebook
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1. Select the Events button and then select List Events.

2. Select Clone From existing Gradebook.

3. Select a Gradebook and click on Next.

4. Select the Event(s) to clone and click on Next.
5. Adjust the Date Due (this changes the actual due date).

6. Click on Finish.

Comments
My Gradebook/Standards Gradebook/Main Screen/Comments
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1. Select the Comments button.

2. Select the Post Comments hyperlink for the appropriate grading period.
3. To default a comment code to all students, select code from the dropdown list located under C1, C2, C3, etc.

4. To assign comments to an individual student, type the code in the appropriate column.

5. Click on Class Comment box to enter a Free Form comment for a student.

6. Click on Save.

To view Comment Codes available, click on the hyperlink View Comment Codes.

Comments may be posted only during an open grade period.

There is a limit of one Free Form comment (maximum of 750 characters) plus six pre-formatted comments per student each grading period.
To view Alert Legend, click on the hyperlink Alert Legend to review alerts for student(s).
Attendance
My Gradebook/Standards Gradebook/Main Screen/Attendance
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Attendance can be taken from within the Gradebook by using the Attendance dropdown from the Main Screen menu bar. Attendance can also be accessed by clicking the underlined date hyperlink in the attendance column header to the right of the student name list.

Once a user has taken attendance or the office has entered attendance for a student, the Absence or Tardy information will appear in the Atnd Taken column in the Gradebook to the right of the student’s name.
Attendance using Attendance Date Hyperlink
1. Click the Date hyperlink in the Atnd column.

2. Enter absence and tardy information for all students. Information for absence and tardy will display in red showing changes to the screen.

3. Select Save.

4. Any entered data will now display in the Atnd Taken column on the Main Screen.

Attendance by Name using Attendance Dropdown
1. Select Attendance.

2. Select Take Daily Attendance – By Name.

3. Enter absence and tardy information for all students. Information for absence and tardy will display in red showing changes to the screen.

4. Select Save.

5. Any entered data will now display in the Atnd Taken column on the Main Screen.
Attendance by Seating Chart using Attendance Dropdown
My Gradebook/Standards Gradebook/Main Screen/Attendance
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1. Select Attendance.

2. Select Take Daily Attendance – by Seating Chart.

3. Enter absence and tardy information for all students. Information for absence and tardy will display in red showing changes to the screen.

4. Select Save.

5. Any entered data will now display in the Atnd Taken column on the Main Screen.

Assign Seats for Seating Chart using Attendance Dropdown
1. Select Attendance.

2. Select Assign Seats for Seating Chart.

3. Enter the Number of Rows and Number of Seats Per Row and then click on Refresh.

4. Click on Select underneath a student’s name to move that student to a new location and then click on Swap Seats or Fill Seat to move this student to the new location in the seating chart.

View Alert Legend using the Attendance Dropdown

My Gradebook/Standards Gradebook/Main Screen/Attendance
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1. Select Attendance.

2. Select View Alert Legend.

3. A separate window will open identifying the different colored alerts and the description of each one.

4. Select Close to close the window and return to the Main Screen.

The Alert boxes will display to the left of the student’s name in the Attendance by Name option, or underneath the student’s name in the Attendance by Seating Chart option.
Grade Marks
My Gradebook/Standards Gradebook/Main Screen/Grade Marks
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This allows the user to view the list of valid grade marks and description available for the class.

1. Select Grade Marks.

2. Review grade marks.

3. Click on Back to return to the Main Screen.

Reports
My Gradebook/Standards Gradebook/Main Screen/Reports
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Gradebook allows users to run reports for all classes, a single class, a single student, or Events. A user can select the term(s) or date range to report on and can choose many of the data elements that appear on the report.
Gradebook uses Adobe Acrobat to generate reports. The reports are PDF files and may take several seconds to generate. After a report is generated, the user may save it to disk, print it, email it, or close the report; closing a report will not close Educator Plus.

These reports are accessible in My Gradebook and also under My Classes and Class Options
Reports are kept in the Print Queue for two days and then are deleted.

Report Templates
Report templates allow the user to quickly pick a set of established parameters to run a report. Skyward has provided users with some standard templates for each report, but users can also create their own. Skyward templates have a sequence number of 9XX.
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1. Select Reports.

2. Select the report name to process.

3. Highlight one of the report templates, then select Print.

OR
4. Select Add a new Template button.

5. Enter description for Report Template Name, click Save.

6. Select the parameters to display on this report, click Save.
7. The user can now utilize this report template to view and print these parameters when choosing this report. Remember to update the parameters, if applicable, prior to processing the report.
Attendance Reports
My Gradebook/Standards Gradebook/Main Screen/Reports
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Detail Report
1. Select Reports and then select Detail Report.

2. Highlight the Report Template Name to process.
3. If desired, select Add a new Template, Clone Template, or Select Different Students. By choosing Select Different Students the user will be able to select which students will be displayed in this report.

4. Complete remaining steps if choosing to add or clone a template.

5. Select Print.

6. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

7. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Summary Report by Class

My Gradebook/Standards Gradebook/Main Screen/Reports
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1. Select Reports and then select Summary Report by Class.
2. Highlight the Report Template Name to process.

3. If desired, select Add a new Template, Clone Template, or Select Different Students. By choosing Select Different Students the user will be able to select which students will be displayed in this report.

4. Complete remaining steps if choosing to add or clone a template.

5. Select Print.

6. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

7. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Grade Sheet Report
My Gradebook/Standards Gradebook/Main Screen/Reports
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The Grade Sheet Report’s primary purpose is to display Subjects, Skills and Events in a grid format. This report can also be used to mimic a traditional Gradebook by printing a sheet that lists the students on the left and an empty grid across the page. 

1. Select Reports.

2. Select Grade Sheet Report.

3. Highlight the Report Template Name to process.
4. If desired, select Add a new Template, Clone Template, Export to Excel or Select Different Students. By choosing Select Different Students the user will be able to select which students will be displayed in this report.

5. To enter Free Form Header/Footer information on an existing template, the user will need to add or clone a template. The Free Form Header/Footer has a maximum of 70 characters per line.

6. Complete remaining steps if choosing to add or clone a template.

7. Select Print.

8. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

9. Click the Back to Gradebook button to return to the Gradebook Main Screen.

The Export to Excel button on the Gradebook Main Screen completes the same function as selecting the Reports dropdown and selecting the Grade Sheet Report, however, it only allows for the export to Excel feature, not running to the screen or a printed report.

Progress Report
My Gradebook/Standards Gradebook/Main Screen/Reports
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The primary purpose of the Progress Report is to display the Subject, Skills and Events associated with the student. A teacher, student, or parent can quickly see how a student is doing on Skills and Events.
1. Select Reports.

2. Select Progress Report.

3. Highlight the Report Template Name to process.

4. If desired, select Add a new Template, Clone Template, Select Different Students or Select Different Classes. By choosing Select Different Students or Select Different Classes the user will be able to select which students or classes will be displayed in this report.
5. To enter Free Form Header/Footer information on an existing template, the user will need to add or clone a template. The Free Form Header/Footer has a maximum of 70 characters per line.

6. Complete remaining steps if choosing to add or clone a template.

7. Select Print.

8. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

9. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Event Listing
My Gradebook/Standards Gradebook/Main Screen/Reports
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The primary purpose of the Event Listing report is to display all Events associated with a Subject and Skill by student for a class.

1. Select Reports.

2. Select Event Listing.

3. Highlight the Report Template Name to process.

4. If desired, select Add a new Template, Clone Template, Select Different Students or Select Different Classes. By choosing Select Different Students or Select Different Classes the user will be able to select which students or classes will be displayed in this report.
5. To enter Free Form Header/Footer information on an existing template, the user will need to add or clone a template. The Free Form Header/Footer has a maximum of 70 characters per line.

6. Complete remaining steps if choosing to add or clone a template.

7. Select Print.

8. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

9. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Note:  Comments listed in the Report Template Name refers to the comments that can be placed on individual Events.
Standards Report Card
My Gradebook/Standards Gradebook/Main Screen/Reports
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The primary purpose of the Standards Report Cards is to print report cards for a single student, multiple students, a class or multiple classes.

1. Select Reports.

2. Select Standards Report Card.

3. Highlight the Report Template Name to process.

4. If desired, select Add a new Template, Clone Template, Select Different Students or Select Different Classes. By choosing Select Different Students or Select Different Classes the user will be able to select which students or classes will be displayed in this report.

5. To enter Free Form Header/Footer information on an existing template, the user will need to add or clone a template. The Free Form Header/Footer has a maximum of 70 characters per line.

6. Complete remaining steps if choosing to add or clone a template.

7. Select Print.

8. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

9. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Missing Events
My Gradebook/Standards Gradebook/Main Screen/Reports
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The Missing Events report will display Events that are marked as missing for a single student, multiple students, a class or multiple classes.

1. Select Reports.
2. Select Missing Events.

3. If desired, select Add a new Template, Clone Template, Select Different Students or Select Different Classes. By choosing Select Different Students or Select Different Classes the user will be able to select which students or classes will be displayed in this report.
4. Complete remaining steps if choosing to add or clone a template.

5. Select Print.

6. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

7. Click the Back to Gradebook button to return to the Gradebook Main Screen.

Note:  Comments listed in the Report Template Name refers to the comments that can be placed on individual Events.

Class Roster
My Gradebook/Standards Gradebook/Main Screen/Reports
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The Class Roster report will display students’ names and student demographic information, if desired, for a class.

1. Select Reports.

2. Select Class Roster.

3. If desired, select Add a new Template, Clone Template, or Select Different Classes. By choosing Select Different Classes the user will be able to select which classes will be displayed in this report.
4. Complete remaining steps if choosing to add or clone a template.

5. Select Print.

6. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

7. Click the Back to Gradebook button to return to the Gradebook Main Screen.
Student Information

My Gradebook/Standards Gradebook/Main Screen/Reports
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Reports can be run for individual student information from the Reports area or by clicking on the gender icon to the left of the student’s name and then selecting Information Report.

1. Select Reports.

2. Select Student Information.
3. If desired, select Add a new Template, Clone Template, or Select Different Students. By choosing Select Different Students the user will be able to select which students will be displayed in this report.
4. Complete remaining steps if choosing to add or clone a template.

5. Select Print.

6. After viewing and/or printing the report, use the ”X” in the corner of the Adobe Acrobat Reader window to close the report.

7. Click the Back to Gradebook button to return to the Gradebook Main Screen.
Display Options
My Gradebook/Standards Gradebook/Main Screen/Display Options
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Gradebook will allow the user to modify the three primary types of display: Student Display, which is how the student name is displayed on the Main Screen; Event Display, which is how Event information is displayed on the Main Screen; and Grade Period Display, which determines the grade periods that will be displayed on the Main Screen.

Once settings have been selected and saved, the user can return the settings of any screen to the Gradebook defaults by clicking the Restore Defaults button on that particular display option screen.
Student Display
These options allow the user to alter the order and appearance of the students’ names on the Main Screen. The user can also choose whether or not to show dropped students.

1. Select Display Options.

2. Select Student Display.

3. Make desired selections for Name Display, Display Options, and Sorting Options.

4. Select Save.

Users have the option to Sort by Gradesheet Sequence. Select the Modify Gradesheet Sequence hyperlink to reorder students on the Main Screen and for selected templates in the Grade Sheet Report. To move a student, highlight a student’s name and use the Move Up and Move Down buttons to position the student in the new location. Once complete, click on Save to return to the Student Display options. Click Save again to hold these sort options.

Event Display
My Gradebook/Standards Gradebook/Main Screen/Display Options
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These options allow the user to alter the appearance of the Event and Skill headings. Changes made to Event and Skill Headings will affect all classes. The option to Show Comments for all Events will only affect the current class being viewed.
1. Select Display Options.

2. Select Event Display.

3. Select Show Comments for all Events to display the comment field on the Main Screen. A red triangle will also appear on the Main Screen for each grade/score that has a comment attached to it.

4. Make desired selections for Skill Heading and Event Heading.

5. Select Save.

Grade Period Display

My Gradebook/Standards Gradebook/Main Screen/Display Options

[image: image41.png]ormiisaist, s, PPRVEWELEVENTARY

i 1 st

S TR T AT TR T T





The Grade Period Display determines which Grading Period columns will be displayed on the Main Screen. Some users may prefer to view only the current term’s grade column, while others may want to view all grade columns. Select Grading Periods for viewing by placing a checkmark in the box next to the appropriate Grading Period.

This display selection only affects the current class that is being viewed. This feature must be done for each class separately.

The current Grading Period cannot be unselected.
1. Select Display Options.
2. Select Grade Period Display.

3. Place a checkmark in the Grading Periods to display.

4. Select Save.

Use the Hide All or Show All options to select or deselect all options. The Hide All will not deselect the current Grade Period.
Modify Gradesheet Sequence
My Gradebook/Standards Gradebook/Main Screen/Display Options
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Users have the option to have their students’ names appear in Gradesheet Sequence on the Main Screen. 

1. Select Display Options.

2. Select Modify Gradesheet Sequence.

3. Highlight the student’s name to move.

4. Use the Move Up and Move Down buttons to position the student in the new location.

5. Select Save.

Tools
My Gradebook/Standards Gradebook/Main Screen/Display Options
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Restore Deleted Events
1. Select Restore Deleted Events.

2. Highlight the Event to restore. Users can only restore one Event at a time.

3. Select View Details for Event information.

4. Select Restore Event.

5. Click on Back to return to the Main Screen.

Event Comment Bank
This tool will allow the user to view, add, edit, and delete comments that are used with Events.

1. Select Event Comment Bank.
2. Select Add, Edit or Delete. To Add  a comment, select Add and type the new comment. When finished, click on Save to return to the Comment Bank. To Edit or Delete, highlight the comment from the list and select the appropriate action. 

3. Click on Back to return to the Main Screen.

Quick Scoring
My Gradebook/Standards Gradebook/Main Screen/Quick Scoring
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This option allows the user to quickly enter scores for any student(s), Skill(s), and Event(s).

1. Select Quick Scoring.

2. Enter the appropriate score(s) in the corresponding cell for student(s), Skill(s), and Event(s).

3. Click on Show ‘Cell’ Details to view more information for that cell. This will display the full description of the Skill, Subject, and Grade Period. For an Event, it will also display and allow input of Special Codes, No Count, Missing and Comments.

Excel Export
My Gradebook/Standards Gradebook/Main Screen/Excel Export
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This option works basically the same as the Excel Export in the Grade Sheet Report except that it only allows for export to Excel, without a report generating in Gradebook. This export creates a sheet in Excel that lists the students on the left and Subject, Skill, and Event information in a grid across the page.

1. Select Excel Export.
2. Select Open or Save. Open will export the spreadsheet into a new window without saving the file first. Save will require the user to designate a file location and filename prior to exporting. The file will save with a CSV (comma separated value) extension.

3. Close out of the Excel spreadsheet to return to the Gradebook Main Screen.
Main Screen Hyperlinks and Icons
This section will describe additional hyperlinks and icons that appear on the Gradebook Main Screen not discussed elsewhere in the document.

Student Event Display
This selection will allow the user to view and edit all Events (assignments), missing Events, Comments, as well as enter scores for Skills. This option also provides a Report button that links the user to the report options for the selected student.

My Gradebook/Standards Gradebook/Main Screen/Student Name hyperlink
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1. Select the student’s name link from the Students column.
2. Select the appropriate tab or button to access information.

a. All Events - displays the Subject, Skills, and Events associated with a Skill for the entire course length or the marking period(s) based upon the selections made in the Grade Period Display option.

b. Missing Events - displays all Events that are missing for a student for the entire course length or the marking period(s) based upon the selections made in the Grade Period Display option.

c. Comments - displays comments that have been posted for any Grading Period that has completed. Users are able to enter comments and a Free Form comment from this area.

d. Enter Scores for Skills – will allow the user to edit any of the student’s scores for Skills.
e. Reports - will allow the user to run a report from the Attendance and Gradebook area for this student.

3. Use the Student Name dropdown to move to another student in this class.

4. Select Back to return to the Gradebook Main Screen.

Student Demographic Display
This selection will allow the user to view the individual student information consisting of: demographic Profile, Attendance, Schedule, Add/Drops, Academic History, Test Scores, Family Access Display, Information Report, and Multi-Progress Report.

My Gradebook/Standards Gradebook/Main Screen/Gender icon
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1. Select the ‘Boy or Girl’ icon to the left of the student’s name to access student information options for that student.

a. Profile - displays demographic information, alerts and notes. This area also provides links to additional guardian and emergency contact information.

b. Attendance - displays the student’s attendance information for the current school year.

c. Schedule - displays the student’s schedule by Current Year by Term, Current Year by Period, Current Term Only, and Next Year.

d. Add/Drops - displays course/selection adds and drops for this student along with date completed and the user implementing the change.

e. Academic History - displays the student’s current and historical course and grade information for Subjects.

f. Test Scores - displays the student’s tests and scores associated with those tests (i.e. MEAP, Reading Assessment, Math Assessment).

g. Family Access Display - displays the student’s courses, Subjects, and Skills and associated grade. 
h. Information Report - allows the user to print a report compiled of any of the informational elements listed on that screen.

i. Multi-Class Progress Report - allows the user to print a report consisting of the course name, teacher name for course, category, earned points, possible points, score %, and grade mark.
Skill Hyperlink
This option will allow the user to enter individual grades, or mass assign grades for students in a particular Skill.

My Gradebook/Standards Gradebook/Main Screen/Skill hyperlink 
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1. Click on the hyperlink for the Skill (located in the Skill Header) or click anywhere in the Skill Column area to enter the Skill Grade Marks.

2. Click on Mass Assign to quickly assign a grade to all students.

3. Click in an individual cell to manually enter a grade.
4. Select Save.

Event Hyperlink

This option will allow the user to enter individual grades, special codes, or mass assign grades for students in a particular Event. 
My Gradebook/Standards Gradebook/Main Screen/Event hyperlink
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1. Click on the hyperlink for the Event (located in the Event Header).

2. Select Score Entry  or Mass Assign Scr.

a. Score Entry allows the user to enter Grades, Special Codes, No Count, Missing, and Comment for the Event.

3. Mass Assign Scr allows the user to make a selection from the Mass Assign Option table. Mass Assign Options include Assign All Grades to, Overwrite Grades, Remove All Grades, Set All to No Count, Remove All No Count and Remove All Missing. This area also allows the user to enter Special Codes, Missing and Comment for the Event.
OR
4. Click the * in the Event grade column.
5. Enter information for Grades, Special Codes, No count, Missing, and Comment where appropriate.

6. Select Save.

Note: The Event Comment has a maximum of 70 characters available.
Red Triangle
When there is a comment associated with an Event, there will be a red triangle in the cell on the Main Screen. Holding the mouse pointer over the red triangle will display the comment.
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1. Click on any red triangle that appears on the Main Screen.

2. A pop up screen appears and displays the comment that is associated with the grade mark.
3. Click again and the pop up screen will close.

New Student Designation
If a student is transferred into your class from another section of the same course, a yellow NEW button will appear beside the student’s name on the Main Screen.

If the user clicks the NEW button, a new screen will open indicating the date and the section number from which the student transferred. Below the message, Gradebook lists the number of scored assignments that exist in the previous class for that student. Gradebook also lists the number of assignments from the previous class that match the current section, as well as the number of assignments from the previous section that do not match those in the current section. The software uses Due Date, Category, Max Score, and Weight to determine whether an assignment in one section has a match in the other.

An * will display to the right of any student’s name who has transferred into this section with an altered Course Length. By clicking on the Student Name hyperlink, an informational message will display explaining the term length this student is scheduled for.

My Gradebook/Standards Gradebook/Main Screen/New button
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1. Select NEW to the right of the student’s name to access new student options for this student.

2. If there are matching assignments with scores, select Transfer Scores link to move the assignment scores to the current section.

3. A window will display the assignment and score information giving the user an opportunity to update scores and comments, if desired, prior to the transfer. The user will then need to Save, Undo, or Cancel this action based on whether they would like to accept the assignments and scores.
4. Select Back to return to the Main Screen.

Note: To remove the NEW designator by the student’s name, click in the box next to “Do not display NEW by this student’s name” prior to closing this window.

Class Hyperlink

At the top of the Main Screen is a class link. Click this link to display information about the class, including the terms, days, and times that the class meets.
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View Tutorial Hyperlink
This link is located in the upper right corner of the Main Screen. Tutorials are created by Skyward and are a work in progress. Available tutorials can be accessed through this link and the user will be able to flip through the screens at their own pace by using the Forward button rather than the Play button.
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Print Queue
This link will display the Print Queue listing all reports that have been processed for the last days. Users can view and then print reports previously processed.
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Changed Grade Asterisk
If a student’s calculated term or semester grade has changed since the last time it was posted, the changed grade will be bolded and an asterisk will appear to the left of the calculated grade on the Main Screen. By placing the mouse cursor on the asterisk, a comment will alert the user that the grade was changed. By clicking on the changed grade, a new screen will display the Calculated Grade with % and the Posted Grade.[image: image55.wmf]
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