Grade Book Score Collection

The Grade Book Score Collection report produces a form for manually collecting and
recording scores when computer access is not available. A roster of students for the
selected class is provided, with blank spaces for entering scores.

Tell me more about using
e Accessing the Grade Book Score Collection report
e Report Options
e Sort Options
e Creating and Exporting Report
e Create and Save Report Settings
e Using a Report Set
e Download this document (PDF)

Step 1 — Accessing the Grade Book Score Collection report
The Grade Book Score Collection report is located on the Marks menu.

1. To access the report, hover over the Marks menu and single click Reports.

Menu | Favorites System Date 10/11/2012 EE | Locate | Help | Log Out

Pulse Class Attendance Class Behavior Assign Counselor Eligibility Applications Class Marks
Reports Student Attendance Reports Contact Confirmation Eligibility Notices Grade Book
Reports Locker Assign Online Applications Setup Marks Setup
Mass Activities Process Applications Report Card Setup
Mass Visits Direct Certification Student Marks
Student Activities & Awards New Year Rollover Towmsluts Notes
Student Lockers Verification Reports
Student Profile Reports
Student Visits
Reports
Caseload Manager
Mass Programs
Program Editor
Student Program History
Student Special Education
Transportation
Reports

Class News Classroom Editor Staff Editor Error Log

Master Schedule Manager Locker Editor Extension Editor

Seating Chart Mass Email Grade Book Manager

Reports School Interface Editor

School News Lookup Codes

Merge Student
ParentConnect Manager
Preference Editor
Process Manager
QLIP Hook Editor
State Reporting
Student Profile Manager
Test Import
Reports
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2. Select Grade Book Score Collection from the list of Marks reports.

|Reporting Clarkson High School - T 301 12/13 Welcome System Administrator
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Grade Book Task Summary
Grade Book Task Summary Sheet
Report Card
Report Card Comment Legend
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#(J Programs
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# ] System

Step 2 — Report Options

The Report Options can be accessed by clicking the + sign next to Report Options, or

by clicking the Options link on the right hand side of the screen.

| Create Report | | Export Report | | Report Sets || Reset |

Grade Book Score Collection - Set Selection: None - Default

+ Report Options

The Grade Book Score Collection report provides the following options:

- Report Options

@ﬁtie: Grade Book Score Collection Report
(2) print Extra Blank Lines

@Teacher: Cortese, Henry [=]
Class:|02 RG61Y-1 Computer Grapl[~]
@Categorv: 'Homework [~]
Assignment: | < Blank Assignment > [+]

+ Sort

HO02: Computer Hardware & Software
HO03: Graphics Medium

Options Sort

[ Options - Reset AII]

| Options - Reset All]

Sort - Reset All

Q © 2010 Aequitas Solutions, Inc.| Grade Book Score Collection Report



1. Title —include a custom title or leave at its default title

Print Extra Blank Lines — include four blank lines for new students.

3. Teacher — select a desired teacher.

NOTE: Only teachers who have set up their grade book will be available.

4. Class — select a desired class.

NOTE: Only classes who have at least one grade book assignment will be available.

5. Category — select a particular grade book category to filter the report by.

6. Assignment — create a Blank Assignment form used to collect scores for any
assignment or select a specific assignment. If a specific assignment is selected, the
form will include Category, Date Due, Short Description, Task Weight, Points
Possible and Assignment Options: Extra Credit, Graded, Hidden, or Final Exam.

N

Step 3 — Sort Option
Once you have selected the Report Options, you can define your sort.

- Sort | Sort-ResetAll |

Student: Ascending I” Group By [~ Page Break I Print Subtotal

[ Change Sort Items ]

1. Click Ascending toggle between sorting students by the last name, first name and
middle name.

Step 4 — Creating and Exporting Report
Once you have selected the Report Options and set your Sort, you can create or export
the report.

[ Create Report M Export Report | { Report Sets | Reset J

1. Click Create Report to open a pdf version of your report.
2. Click Export Report to export and save your report as an Excel file.
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Grade Book Score Collection Report

Print Date: 107232012 Grade Book Score Collection Report Page 1
Clarkson High School
Emm Teacher. Cortese, uW'
Period: 02
H02: Computer Hardware & Software
Category: Homework Date Due: 0821/2012
Short Descript: Task Weight: 1.00 Pts Possible: 5
Options: Extra Credit: [] Graded:[7] Hdden: [] Final Exam: []

| 1dent Student Name Score Count As | Comments E
0018801 Albert, Travon o od
0017538 Bautista, Sean O O
0000083 Byer, Santino O O
0014263 Cadore. Alexander O O
0000062 Cantrll, Mark O O
1022102 Chen, Kristofier O O
1020088 Cruz, Aaron O O
0012104 Feinberg, Micah O O
0007418 isias, Allan O O
0007082 King, Aaron O O
0018285 Lai, Timothy O O
0018562 Makshanof, Joedyn O O
0005460 McLaughlin, Samon O O
0006284 Naderi, Keyur O O
1020887 No. Cayfin O O
0010232 Osbome, Nicholas O O
1025001 Pina-Muro, Andrew O O
0014111 Segal, Douglas O O
0014148 Sirajuddin, Sydney O O
0014236 Sneary, Timothy O d
0012204 Wong. Sar O O
O O
o 0O
O O
O O
Total Students: 21

Step 5 — Create and Save Report Settings

Report options may be saved for use in the future. This saves time as users don’'t have
to recreate the setup each time they want to run the report. To save your report settings
click Report Sets.

[ Create Report ] [ Export Report ]
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A Report Sets window should be displayed:

Report Sets
[ Load Selected Set J

| Make Selected Set Default |

Save Current Settings As
Set Name: Level:

@Homework User E]@

1. Type a Set Name in the Save Current Settings As box.
2. Select a setting Level (User, School or District).
3. Click Save.

Step 6 - Using a Report Set

Once a report set has been saved, it will appear in the Report Sets box:

Report Sets

None - Default (2) Load Selected Set ]
o Homework(U)

(3)|  Make Selected Set Default |

a)

Save Current Settings As
Set Name: Level:

[-]

Select the set from the Report Sets list.

Click Load Selected Set.

Saved settings can be set as the default by clicking Make Selected Set Default.
Click Delete Selected Set to delete the report set.

PR
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