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The following Change Log explains by Product Version, Heading, Page and Reason where
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Added information about the Progress tab and
weighting an assignment to zero.

Added note about weighting assignments to zero and
averages appearing as zero in GradeBook and
ParentAccess.

Added a note about weighting an assignment to zero.

Added a note about weighting an assignment to zero.

Added note about weighting an assignment to zero.

Added information about the Period Attendance tab.
Updated screen shot to show Period Attendance tab.

Updated screen shot to show Period Attendance tab.

Added information about newly added assessments
and saving them to show for an assignment.

Added information about newly added assessments
and saving them to show for an assignment.

Updated Login screen and logos for all screen shots.

Updated screen shot to show, “This Site works best with
|IE 8 and above.”

Added Note to the Class Dashboard Symbols table for
SpecialServices icon appearing for 13 months.

Updated screen shot to show correct wording for
sharing assignments.

Added Note about being able to duplicate the mark in
the first row for any cell, except the last cell.

Updated screen shot to show | want to... drop-down list.

Added information for Custom Setup 2 classes
assignments’ assessments are distinguishable from
other assignments’ assessments by different colors.
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Welcome to ProgressBook GradeBook

ProgressBook 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. ProgressBook 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 ProgressBook GradeBook
from the school district’s student-information system, if it is integrated with one, eliminating the
need for data re-entry. ProgressBook GradeBook supports standards-based reporting, which is
essential in today’s education environment.

Log In to ProgressBook GradeBook

Before you start using ProgressBook GradeBook, you will need to log in. Before you log in, contact
your ProgressBook GradeBook system manager for the login address or URL of the
ProgressBook GradeBook Web site, as well as your login information. If your district has enabled
the feature that allows the District ID field to be automatically populated with the last district ID that
was entered by a user when logging in, then that district ID displays.

Type the code representing your district in the District ID field.
Type your user identification in the User ID field.

Type your password in the Password field.

Click Login.

0w N PR

Note: If your district has enabled the feature that allows the District ID field on the
Login screen to be automatically populated with the district ID that was entered by
the last user who logged into ProgressBook GradeBook, then that district ID
displays in the field.

ProgressBook GradeBook Getting Started Guide for Teachers 1
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Lid GradeBook ——

This site works best walh IE § and above

ProgressBook GradeBook Login Screen

Use ProgressBook GradeBook Help

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

ProgressBook GradeBook Help displays in a separate browser window 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 ProgressBook GradeBook
Help window, and then click Print on the Print window.

Navigate ProgressBook GradeBook

Your home page is the first screen that appears when you log in to ProgressBook GradeBook and
provides access to the functions available to you. The Web site banner located across the top of
every screen provides different links for navigating ProgressBook GradeBook.

e Class Dashboard - Once you access a link on the Teacher Home Page, the Dashboard
link appears in the upper left-hand corner under the GradeBook logo. Click the
Dashboard or Class Dashboard link located in the Web site banner to return to the Class
Dashboard.

« Grade Book - Click the Grade Book link located in the Web site banner to return to the
Teacher Home Page.

e Special Services - Opens the SpecialServices application if your district uses
SpecialServices.

e« PA Admin - Opens the Parent Access Administration screen for ProgressBook
GradeBook teachers with School Web Author and District Web Author privileges.
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e Help - Displays the help topic related to the screen.
e Logout - Ends the ProgressBook GradeBook session.

Grade Book | Sgedial Samces | PA Admin | Help | Lagout

L CradoBook

VWelcome Teacher 100

Links Located on the Web Site Banner

Teacher Home Page

The Teacher Home Page is the first screen that appears when you log in to ProgressBook
GradeBook as a teacher. The column on the left side of the screen displays the classes assigned
to a teacher in the student information system, if your school is integrated with a student
information system. You can hover over a class name to display the primary teacher for that class.
The Features column provides access to various ProgressBook GradeBook functions. The
column on the right provides access to classic and Report Builder reports, if they have been
enabled for your school, and GradeBook setup options.

For your convenience, you can perform many of the same tasks that you perform on the Teacher
Home Page on the Class Dashboard, as well. However, you can only perform many of the
ProgressBook GradeBook administrative tasks from the Teacher Home Page.

Teacherrs Features Grade Book | Special Sordces | PA Admin | Helo | Logou
Column

Classic and
Report
Builder

Teache

A+ GradeBook

mw Teacher 100

ENGLISH 2 Reports
MATHEMATICS 2.
READING 2 Lunch Counts
20lG2 Pariog Atlendance
ECIHEAITH 2
SO0 STU 2 Eal Homewark
Eozl HomePage
GradeBook
[Enter Lszaon Plans N
Enarch Lasson Plans Setup
& Doy Plenar .
Impont Lesson Plan Scheduies .4 Opt' ons
pamgnment Delils £ Assignment Marks o Clag .
Add 2 Recuming Assignman Gioup. Classen Togrthir
Geade Book Grid / & D View Transfar Stydant Marky
Xelude Lo 8 Mark
Entar Bepont Cas / Enlar intenms E P
Lindaze Email Addross
t_ gont Infgrmation Change Yout Pasivord
I B A

Teacher Home Page

Class List

Class naming conventions and scheduling are set up in the student-information system, if your
school is integrated with one. However, you can change the display name and order in
ProgressBook GradeBook for your classes using the Edit List option. You can also hide a class
that does not meet in the current grading period.

ProgressBook GradeBook Getting Started Guide for Teachers 3
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Edit Class List
1. Onthe Teacher Home Page, click the Edit List link in the Classes area.

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

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

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

Click Edit List to open the
MATHEMATICS 2 Class Setup screen.

: .__ odke 5 | PA Admin | Hafg | Logoul
"" GradeBook Class Setup

o
100

Use 1his form Lo hide classes from your gradebook and to change the order that classes appear in your gradebook. You can also assign alias names to your classes These aliases only apply 1o
your gradebook and will not be reflacted on report cards.

1200 English
MATHEMATICS 2 (3200 Wath 5
READING 2 6210 Reading 0

ENGLISH 2

m

SCYHEALTH 2 4200 Scienca 15
S0C 8TU 2 2200 Social Studes 0

T B M

?Ssuel

Edit List Link and Class Setup Screen

Class Dashboard

The Class Dashboard is the main work area in ProgressBook 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. If your school district is integrated with a student information system, student
scheduling is done in that system. The middle column provides access to various functions
including attendance, lesson plans, assignments, marks, grading scales and calculations setup
and reports. 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.
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(3rade Book | Special Sanices | Help | Logout
Class Dashboard
[ [ Float Assign, || Lessoms |
QUZa. . Srabiag Chad ; I3 HVW  Prabiems 518 Page 75

Dawood, Supta. L& Jaily Attendance b Seating Chant 12001 Test  Chapler Tasi »x
Day_James I—g Perind Attendance by Seating Chart 1245 MW  Problame 515 Paga 70 i
Decrzne. Javls # Post Hom Paat HomeP pge 2 |

Deam, Joidan ¥ 124 Quiz  Chapler Quiz ¥
Dénas, Clair _5

Diglman, fhes: L#

Dietn Steven Fa Saarch for | pssan.

Dietiich, Kaytee L#

Dietnck, David [# Girade Boak Crid S Day View

Heane dohn :’ Slandards Based God Progress By Sfudent

Keester Oliver ; Add an Azssignmant Becuming Assign

Heim, Sage =

Ketaer Fim g Enter Intanms

Kaith, Jeffray # r s

Helewas Reberca L& f_sswli&es ; Grading 5

Keller._Lily 74 Cale Mathodc & Weights

Helley. Chad L&

Kzllogy, Thamas ry /

Katlon, Ngah [# Setup Grade Book

Helly Mark Py Selup Groups within Classes

Transfer Student Marks
Select a Report ~ | Bun|
_| 4 " '

A Al ' Add an Assignment |mpor_ Assignments
Updste Rastar Hide A

Class Dashboard

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

Class Dashboard Symbols

Symbol Description Symbol Description

Birthday Present: Indicates Grading Period Symbols:

ﬁ student birthday. Q1,0Q2,Q3,04 Isr::(:]lgireyse;r:e grading period of the

Indicates that student has forms
that need to be viewed. Click the

.4- icon to open the Completed “Holding” category for
Tasks screen in ProgressBook + assignments in future grading
SpecialServices. periods that are not yet available.

Note(s): The SpecialServices icon
appears for 13 months after the last task
was completed.
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Class Dashboard Symbols

Symbol

Description

Symbol

Description

W (red)

Indicates that student has
withdrawn from the class.

Assignment Symbols:

Hover pop-up window: Displays

One or more student is missing

student’s current mark for the ? this assignment.
Sy P A ) SO class; year to date (YTD) -
el average if the year to date grade W (orange) Assignment marks have been
T calculation has been enabled for posted to the Web.
2 the report card used in the class;
date of birth, district ID, system All marks have been entered for
ID, grade level, and group, if ‘i" the assignment.
applicable. Hover over student’s
name to see the information.
All marks have not been entered
bl (red) | for the assignment.
) The assignment has been
excluded for all students.
Letter Based on the district's Number Indicates number of missing
in “Att” attendance codes, indicates in “Miss” assignments for the grading
column whether a student is absent or column period. Click the number to view a

tardy for the day. Hover over the
code to see the description,
reason and times.

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.

Opens the Lesson Plan View
and Print windows.

£

Opens the Lesson Plan
Maintenance screen for editing,
printing, deleting, attaching files
to, and rescheduling lesson plans.

Opens the Reschedule a Lesson
window.

X (blue)

Removes the lesson schedule
from a class, but does not delete
the lesson plan.
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Grade Book | Special Services | Help | Legoul

Class Dashboard

Grading Period

Float Assign. Lessons ] N

2nd Grade Math b

Seating ©

D cen L KB 2B i
B : ; 7 @ Daily by Saating Chatt . i o
Diarity, Hala o Fenod Attendance by Seating Chart 1015 Hy Saormalny Projoct L
Dotts_ lesha @ & Eost Homewark Post HomePage 13 HW ¥ o
Hubbard, W aman E4 Wiew Parent/Student Access Web Site 9725 CV  Evervday Math Pg 10 v W
Hubman, Laura /,--"_"--.L = — 921 TPT  Chapter Test ¥ oW
;I = j l" S e Wik 82,57 (£4) 100 24 Tords g e | esagn Search for | pasons 9715 TRT 5 ‘;
s o aurlved - 90 AL anner Import Schedule L il ? W
Hunton_Jamfes| pos: 10452005 911 Hw ? /
Dstret 10 955001134 e
| Srsbern IOn 2811 __.F 1 Grade Book Grid & Dhay View i HW
Suley. Chles] h mch Heh i i i Sandards Hased Gid Progress By Studenl R
Hyvannen, bagg 4 Add an Recumng Asaign
Hemppsl, Georas L

Symbols on Class Dashboard

Comments

Enter 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, Grade Book Grid and Standards
Based Grid. These comments can be displayed on the Progress Details section of the Student tab
on the ParentAccess Web Site, as well as the Student Progress Reports.

Click @ next to a student’s name.

On the Daily Comments window, type your comment in the text area.

Click Update.

You may perform any of the following optional steps:

> w N PRE

e To display the comment on the ParentAccess Web Site, select the Publish to the
Web? check box.

» To check the spelling of the comment text, click Check Spelling.
5. Close the Daily Comments window.

Click the Refresh button on the browser window.
7. Hover over = next to the student’'s name to view the comment.
Note: 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.

ProgressBook GradeBook Getting Started Guide for Teachers 7
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5 Daily Commenis

Student: | Hullr, Julia v Date: B152005 |EH

Wou may enter up te 2000 characters
Julia has not been able to stay focused for the past week. She has not
responded to offers of additional help before or after school. She is also
missing an assignment which is affecting her grade average

[1795 | characters lef

Publish to the ¥eb?

[ Check Spelling H Update ]

Daily Comments Window

Students (24) Miss  Att Classroom Administ
. ) | Seating Chart Lunch Ci
DiMino_Madja L B Pg B )
Bhnolis. Tavior [# Daily Attendance by Seati
Divish. Keiara [# Period Attendance by Seati
Duffy. Brendan W [# 1 Post Homework Paost Hor
Householder, Morgan [+ View Parent/Student Access We
Howard. Jack [# 1 Lesson Plans
Hujarski. Kyle g Add a New Lesson Search fi
%‘% EZ 5 Day Planner Import S

uller, Julia 3
S Assignments & Mz
Humerickhouse, Emma 1 i
Humphrev. Eric E Julia has not been able ta stay Focused For the past week, By Vi
—u,— she has not responded to offers of additional help before i
Hunt, Jaymie E or after schaoal, She is also missing an assignment which is ——
Hunter, Lauren 4affecting her grade average. rInti
Huppert. Elise £ | Average Calc Set
e o L v s s s e [l ]

Comment Icon Displaying Daily Comment

Change Password

If your district has enabled the Staff Password Changes option, the Change Your Password link
displays on your home page.

ProgressBook GradeBook recognizes each user by individual login, so depending on how your
school district is set up, changing your password in ProgressBook GradeBook may also change
it in other systems. Your district may also have requirements regarding allowing auto-completion
of passwords as you type, minimum password length, acceptable characters, and expiration.

Check with your ProgressBook GradeBook system manager about your district's password policy.

1. Onthe Teacher Home Page, click Change Your Password.
2. On the Change Password screen, type the old password in the Old Password field.
3. Type the new password in the New Password field.

Warning messages may display if users enter a password that does not meet your
district's password requirements.

4. Type the new password again in the Confirm New Password field.
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5. Click Change Password.
The Login screen displays.

6. Loginto ProgressBook GradeBook using your new password.

Change Password

Change Password

Warning Message about Password Requirements

Use Spell Check

You can use the Spell Check feature to check the spelling of text that may appear in lesson plans,
on your class home page on the ParentAccess Web Site and homework posts. Spell Check
functionality may vary depending on the browser and operating system used.

1. Onthe Lesson Plan Maintenance screen, Class Home 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:

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

e Click Add to add the word to your dictionary.

e 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.

e Click Finish when you have finished checking the spelling of the text and to close the
Dictionary Popup window.

ProgressBook GradeBook Getting Started Guide for Teachers 9
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measurement, properties, and relationships
of points, fines, angles, surfaces, and solids;
broadly: the study of properties of given

A branch of mathmatics that deals with the
elements that remain invariant under

specified transformations.
Charg To
ith it
=5
Suggestions:
ST
et o | o)
automatics
matriarchs Change All
mathematical —
mathematician =

Dictionary Popup Window

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

Add Dictionary Entries

You can personalize the ProgressBook GradeBook dictionary so that the Spell Check feature
recognizes words, proper names, and abbreviations not common in the dictionary.

1. Onthe Teacher Home Page, click Setup Custom Options.

On the Custom Options screen, click el on the left side of the screen.
On the Dictionary screen, click Add New Word to Dictionary.

Type the new word in the Word field.

Click Save.

o bk~ wn

Grade Book | Special Serices |Help | Logout

ProgressBock..
GradeBook

Dictiona

Ed Edit My Dictionary Wosrds
Setup Special & |GradsF.|ook
Senices Dujecives

P S pecialServices)

=D o

Edit your Dictionary

Adding a Dictionary Entry

10 ProgressBook GradeBook Getting Started Guide for Teachers



Welcome to ProgressBook GradeBook

Edit Dictionary Entries

You can personalize the ProgressBook 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 Custom Options.

Edil yaur
2. On the Custom Options screen, click “%= on the left side of the screen.

On the Dictionary screen, click 2 in the Edit column next to the entry.

Make the necessary changes.

Click Save.

Grade Book | Special Services | Help | Logout

A_+ de Dictiona

5 Edit My Dictionary Words
Sewp Specisl Word: GradeBaok
Semices Obgerines ——
: 5 ImSm i Cancal

Add MNew Word to Diclionary

Edit your Dictionany

Editing Dictionary Entries

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

Use Text Editor

You can use the Text Editor to format and edit text that may appear in lesson plans, on your class
home page on the ParentAccess Web Site and homework posts. Text Editor functionality varies
depending on the browser and operating system used. Place your cursor over an icon to see the

description.
Style ~ Font v5izev|BIH|§§§§
P BB(S| e % [EEZEEA SR — &0
Text Editor

ProgressBook GradeBook Getting Started Guide for Teachers
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Class Groups and Class Rosters

Update Class Roster

If your school district is integrated with a student information system, the ProgressBook
GradeBook system manager must make the scheduling changes in that system. ProgressBook
GradeBook is updated nightly to reflect changes made in the student information system.

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

Sicari, Ryan & 1 1
Sladik, Jillian P g
Slates, Tiffan [Z b

Qpdate RosteD

Hide Attendance

Update Roster Link on Class Dashboard
2. On the Class Roster screen, you can update the class roster by performing the following
options:
* Sort students in a specified order — Default order is alphabetical.

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

e Hide students — Use to hide students no longer in your class.

* Add students — Do not use if integrated with a student-information system. This
option may not be available in your system.

3. Click Save.

Note: If your school district integrates with a student-information system,
scheduling changes must be entered in that system. ProgressBook GradeBook is
updated nightly to reflect changes made in the student-information system.

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: If your school district is integrated with a student information system that

recognizes future student enroliment dates, this (Ej icon may display on the
Class Roster screen when a student is scheduled to begin your class at a future
date. The student will automatically display on the class dashboard upon the
enrollment date.

ProgressBook GradeBook Getting Started Guide for Teachers 13
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O'Souza, Jack

Grade Baak | Special Sendees | Help | Lagout

Class Roster

I Keang, John - 1
Daweod, Supta IF Keastar, Oliver = - i}
Day. Jamas [ Kaim, Saga T - ]}
Decrane. Jayla [l Kaiser, Fiona J— - Lo}
Deem, Jordan [l Keith, Jefrey - e
Denes. Clair El Kelewas, Rebecea - ]
Dielman, #hesi i Kefler. Lily - [
Ciem, Steven il Kelley, Chad T [
Dienes, Taylor El Kellogg, Thomas - [
Dietrich, Keyles [ Kellon, Hoah - ]
Diatrick, Devid B Kelty, Mark = =

| Bave

Add Students Link on Class Roster Screen if Enabled by System Manager
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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. Information on
the Comments tab is the only information that can be edited by a teacher; information on the other

tabs is read-only.

Tabs Available on Student Profile Screen

Tab

Information

Personal

Displays personal information, addresses, parent and student emails (if available), and
the last date on which the parent and student have logged in to the ParentAccess Web
site.

Contacts

Displays emergency contact information from the student information system.

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 ProgressBook
GradeBook. If your report card is integrated with a student information system that does
not use live data integration for grading, these grades may not be accurate. Also provides
access to current progress reports for the student’s other 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.

Displays the student’'s cumulative daily/homeroom attendance codes with the associated

Attendance reason code and times, if the student information system your district is integrated with
supports multiple attendance codes.
Displays the student’s class schedule including Course, Section, Room, Teacher, Period
Schedule and Days. Also provides access to current progress reports for the student’s other

classes.

ProgressBook GradeBook Getting Started Guide for Teachers
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lkd GradeBook

Student. (R =

!

Graga Hook | Spectal Esrices | PA Admin | Heip | Logout

Studerit Profile

Contacts. | Progress | ments |

Addresses

WM JOSEFH TOTH H
Rock View. OH 93316

21345 MOREWOOD PHINY

Parent/Student Access Usa

|zvarons, Timotl |

Personal Tab on Student Profile Screen

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 the ParentAccess Web Site.

1.

2
3.
4

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 area.

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.

W [avaona. Timothy

- EALGEBRA 2 HONORS. (3

[ Pesonst | Cootasts | Progress |

aEH | Commons (TSP | Schedie |

Gra0e Book | Spacial Sardces | PA Admin | Help | Lagoul

Student Profile

* The comments on this page are not published on any reperts or wob pages.

Hew locker is #7238, combination 28, 4R 7L

Comments Tab on Student Profile Screen
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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 share individual assignments that use
those categories in multiple classes. You must also create a unique name and abbreviation for
each assignment type.

ProgressBook 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.
ProgressBook 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 ProgressBook GradeBook will not be able 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

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

2. On the 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
ProgressBook 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 ProgressBook 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. Touse the assignmenttype in one or multiple classes, but not all classes, select the check
box for each class.

7. Click Save.

Graoe Book | Special Serices |Help |Logout

Assignment Types

1,4 s ] = ] 5]

o HW Pomts = i [ w ] 3]
Quiz osu | @ [ E ] =]
Tast osu - 5] =] [ = = (=]
] - B| B & B 5] &]

- B| @ S = 5 E

- A| m il 5 5| B

- Bl m 5 B §] ]

- B E B B El

= B 5| B E

] [ B 0 Fl

El E 5] =] ]

Assignment Types Screen

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

Grading Scale Options

Grading scales are defined in ProgressBook GradeBook by your ProgressBook GradeBook
system manager. The custom grading scale options in ProgressBook 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
ProgressBook GradeBook how to translate average marks into report card grades.
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Default Grading Scale

The Default option can be used for traditional report cards only. ProgressBook GradeBook uses
the default grading scale set up by your ProgressBook 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.

Grane Book | Specal Semcas | Help | Logout

GradeBook

Grading Scale Setu

ard WEETH Algebra 207 -

Mapping

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

'@ Default (No further setup is required |}
All agsignments will calculate to the mark asseasment on the report cand
The default grading scale for the report card will be used
\Warning. If grades do not calculale. you will nesd to choose another opbian.

 Custom Setup 1 (Recommended for secondary style report cards.
Map all assi 1o the mark on the report card.
“ou may chaoze a grading acale for the class and for individual students

) Custom Setup 2 (Recommeanded for standards based report cards |
Map 2sz1 to different on the report card
Marka for each will be ically calculated on the report card
Grading scales for each assezsment can be chosen for the class and for
indmidual studsnis.

Save

Default Option on Grading Scale Setup Screen

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,
ProgressBook 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.

Custom Setup 1 Grading Scale for Traditional Report Cards

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. Onthe 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 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.
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L GradeBook

Grage Book | Special Serdces | Halp | Logout

Grading Scale Setup

MEEP Algebra 20 01 -

Grading Scale Student Cvamde Copy

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

i Default (Mo further setup is requirad.)
Al assignments will calculate to the mark assessment on the report card
The default grading scale for the report card will be used.
Viarning: If grade= do not calculate, you will need to chaose ancther aption

& Custom Setup 1 (Recommendad for secondary style repo cards.)
Map all i 1o the mark on the rapor card.
You may choose a grading scale for the class and for indnidual students.

) Custemn Setup 2 (Recommendsd for standards based repor cards )
Map s =i to different on the report card
Marks for each assessmant will be automatically calculsted on the report card.
Grading scalas for each assessment can ba chosan for the class and for
Individual students

Custom Setup 1 Option on Grading Scale Setup Screen

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

Algebra 2: 11 *

Mapping Grading Scale Student Cvarrida Copy

The detault grading scale for this class is:

Lake View High School Default -

lick here to view the grading scales

[ sae | SaeNetz|

Link to View Grading Scales

Grading Scale: La‘lf;s Vla\leghSchu Ii.afaull -
Description: Default scale for Lake View High School
B T
As 4 975 110 3485 42
A 4 925 97 43 3a 394
A 3T 85 92 43 36 3
B+ 33 B6.5 59.45 32 3.58
B 3 B25 8643 29 318
B 27 T45 32 43 26 2583
C+ 23 765 1943 22 258
c 2 T2.5 76.43 182 219
C- 1.7 B35 72:43 16 189
0+ 13 6.5 69 49 1.2 158
o 1 625 6.4 08 118
12 D- 07 59.5 62.43 06 0as
13 F 0 |1 5343 ] 059

Grading Scales Window
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7. Close the Grading Scales window.

GradeBook Setup

8. On the Grading Scales tab of the Grading Scale Setup screen, select the grading scale
you want to use from the list.

9. Click Save Next.

10. On the Student Override tab, select an alternate grading scale for specific students, if

appropriate.

(reee Algebra 2- 01 w

Grading Scale Student Override Copy

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

Student Scale

Adamczyk, Jennifer || Class Default hd
Mader, Adelaide Class Default hd
Madig. Cheridan (;Epm v
Pruc, Shannaon Class Default hd
Dandial D heictinal Sla Dinfaunlt Ewy

11. Click Save Next.

Student Override Tab

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

13. Click Copy.

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

screen.

(METL Algebra 2001 -

Mzpping Gmd‘ing Scale Studant Cremide Copy

| Selectall | [ DeSelectal |

Copy this Custom Setup 1 setup to the following dasses:

|| Algebra 2: 02 || English Gr 11- 01
[TIEnghsh Gr 11: 02 [T Math - Gr 02: 11
| Reading - Groz 01

Copy |

Copy Completel

Copy Tab

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

ProgressBook Getting Started Guide for Teachers
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Custom Setup 2 Grading Scale for Standards-Based Report Cards

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 ProgressBook GradeBook to automatically calculate grades for each
assessment. The report cards and assessments are defined by your school district and set up by
your ProgressBook 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. Onthe 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 @I

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

Changing Grading Scales Warning Message

4. 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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A+ Prcg'mﬂmk b Grade Boaok| Special 3emces | Help | Logaut
: Grade k Grading Scale Setup

Mapping Repart Cands Cirading Scala Student Oierids Copy

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

Detault (Mo further setup 15 moured )

All assignments will calculate tothe mark assessment on the repar card
The defzull grading scale for the reporl card will be used.

Warming I grades do not calculate. you will need 1o choose anether option

Custom Setup 1 (Recommended for secondary style report cards )
Map all assi to the mark on the repadrt cand
You may choose a grading scale for the class and for indwidual studsnis

& Custom Setup 2 [Recommended for standards based report cards.)
Map assig io diffarent on the report card
Marks for each will be ally on the report card
Grading scales for each assessment can be chosen for the class and for
individual siudents

Save || Save Meat ==

| Gomvat | You may need to convert your assig Camverting a5 si requires a default assessment This is where the marks will be saved to or copisd
from.

Custom Setup 2 Option on Grading Scale Setup Screen

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.

[ | Hwe&sagok Grade Book | Special Services | Help | Logout
L& GradeBook
shboard

Grading Scale Setu

JJJJJ Math - Gro2 01 -

Mupping Report Carda Grading Scile Student Crveride Copy

Which report cards and interims do you plan to use?

Available Report Cards: Available Interims:
113t Grade Report Card-LVPR [#1Elsm Grade Interim
¥12nd Grade Repor Card

3nd Grade Repart Card
_ldth Grade Repar Card

f ¥our report cand i ot IBtad; you Must Go back 10 the Wapni g t=b and changs YOUr S38igNmeNt mapoing cnolca.
You may ol uncheck recort cards or intenms hat have aeskments meoped o ham

| Sava Save Newl >

Available Report Cards and/or Interims

8. Click Save Next.
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9.

10.

11.

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 ProgressBook GradeBook displays in
the GradeBook wherever a single student average appears.

Note: When a default assessment is selected, on the Assignment Details screen
Main tab, the default assessment is highlighted, and when you hover 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
Understands concepts for current work 10 o g e bt
is assessment is tagyed as the default
Knows math facts for current work 0 assessment for this Class. Points that you

[]Applies prablem solving skills enter for all ather assessments will be
autormatically reflactad in the points for this
assessment

Default Assessment Informational Hover Tip

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 and in ParentAccess on the Student tab
Progress Details section.

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 ProgressBook GradeBook system manager in the
Report Card Builder.

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.

e 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 will be used to calculate the average.
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e 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.

e Highest Achieved — The highest mark achieved on an assignment in the current
grading period. If points are used as the mark type, ProgressBook 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 will not be 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, ProgressBook GradeBook translates the last mark
achieved point value into a percentage to display as the student's grade.

e 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 will be used to calculate the average.

e 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, ProgressBook 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 will be used.
Missing assignments will not be included.

e 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, ProgressBook GradeBook translates the last mark achieved point value into a
percentage to display as the student's grade.

12. Select the appropriate grading scale from the list to use for each interim assessment, if
applicable.
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o 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

A Grading Scale Calculati
Overall Grade Lake View Primary School Default ~ | Power Law -
Lnderstands concepts for osu ~ | Highest Achieved -
current wark
Knows math facts for current osu ~ | Highest Achieved -
(work
\Applies problem solving skills | OSU ~ | Last Achieved -
Comment ~ | None -
Comment#2 = | Mone M
Elem Grade Interim
o n Grading Scale Calculation
Demonstrates appropriate osu v | Highest Achieved -
behavior

illf
Linderstands skill/concepts osu ~ | Highest Achieved -
introduced

[ Save ][ Save Next »>

Default Grading Scales and Calculation Methods for Each Assessment on the Report Card

13.

14.
15.

16.

17.

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.

Click Save Next.

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

Click Save Next.

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

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.

26

ProgressBook Getting Started Guide for Teachers



GradeBook Setup

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 Assessment Marks

ProgressBook 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 the ParentAccess Web Site. After an assignment’s due date has passed, various icons,
symbols and colors represent its grading status throughout ProgressBook GradeBook. Parents
and students can even subscribe to alerts on the ParentAccess Web Site that denote a student’s
progress regarding specific assignments.

Create Assignments

ProgressBook 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 ProgressBook 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 on the ParentAccess Web
Site.

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.

Create Class Assignments for a Default or Custom Setup 1 Class
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.
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Message to Add Assignment Types

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

Select the type of assignment from the Assignment Type list.

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

Click next to the Date Assigned field to select the date the assignment will begin, or
type it in the field.

Today’s date is the default option.

Click next to the Date Due 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.

Enter the value of the assignment in the Points field.
Click Save.

Grads Book | Special Sendces | Help | Logout

Assignment Details Screen

8. You may perform any of the following optional steps depending on the type of

assignment you are creating.:
e 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, a message displays
explaining that weighting an assignment to zero and not checking the Exclude
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from student averages? option will display points earned over points possible for
the assignment in GradeBook on the Student Profile screen Progress tab and in
ParentAccess on the Student tab in the Progress Details section.

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

e 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.

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

e To post the assignment description and due date to the Homework section of the
ParentAccess Web Site, select the Post to the homework web page? check box.

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

e To post the marks for the assignment to the Progress Details section of the
ParentAccess Web Site, select the Post the marks to the web? check box.

« To designate the assignment as an extra credit assignment, enter O in the Points
field.

e To share the assignment with other classes, click the check box next to the
appropriate class(es).

Note: If the classes in which you want to share an assignment does 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: | All Students +

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?:

Share this assignment with the following classes: (©nly dasses that share sssignment types can share sssignments.)
Period 2 Algebra | selectan || Deselectan |

Class Assignment Options

Create Class Assignments for a Custom Setup 2 Class

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.
ProgressBook 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. Onthe 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.
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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.

Message to Add Assignment Types

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

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

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

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

Click next to the Date Assigned field to select the date the assignment will begin, or
type it in the field.

Today’s date is the default option.

Click next to the Date Due 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.
In the 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 checking the Exclude
from student averages? option will display points earned over points possible for
the assignment in GradeBook on the Student Profile screen Progress tab and in
ParentAccess on the Student tab in the Progress Details section.

To assign the assignment to a group rather than the entire class, select a group form the
Assign to Student Group list.

All Students is the default option.

In the Select one or more assessment on each report card and/or interim area, check the
assessments, which 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.
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Note: If you enter a point value for an assessment, the check box for the
assessment is automatically checked.

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

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

If this is nonpoint 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 in the Points field, you can only enter
numeric characters within the range of 0 to 1,000 and up to two decimal places.

10. Click Save.
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Assignment Details Screen for a Class Using the Custom Setup 2 Grading Scale

Note: If you try to save the assignment without a Description, Assignment Type,
Assigned 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, ProgressBook 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.
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11. You can perform any of the following optional steps while creating an assignment
depending on the type of assignment:

e 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 Homework section of the
ParentAccess Web site, select the Post to the homework web page? check box.

* To post the marks for the assignment to the Progress Details section of the
ParentAccess Web site, select the Post the marks to the web? check box.

e By default, the Add this assignment tot he assignment bank option is selected. If you
do not want the assignment to be added to the Assignment Bank, deselect the check
box.

» To share the assignment with other classes, in the Share this assignment with the
following classes area, click 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.

Assignment and Assessment Marks

The marks entered for assignments are calculated in students’ averages unless you choose to
exclude a specific assignment. ProgressBook 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 Grade Book
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 ProgressBook GradeBook.

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

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. ProgressBook 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. Onthe Class Dashboard, select the assignment in the Assignments list for which you are
entering marks.
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2. Onthe Assignment Marks screen, notice the number of possible points for this assignment
in the Points field on the left side of the screen.

3. Enter a mark in the Mark column for each student.
Note: You can use the <Enter> or <Tab> keys to move from field to field.

Note: To save time, you can enter a default mark for an assignment for all
students, and then change individual student marks as necessary.

4. Change the weight of the assignment, if necessary.

Note: If you want to set the weight of an assignment to zero, a warning message
displays under the Weight field ensuring you want to display the students’ marks
in GradeBook and ParentAccess. If you do not want to display the marks, then
check the Exclude from student averages? option to hide marks.

5. 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
select the check box in the Missing column next to the student. Using this option
instructs ProgressBook 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 an assignment as late for a student, select the check box in the Late column
next to the student. 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, select the appropriate option in the Exclude
list next to the student.

d. To exclude the assignment marks from ALL students' averages, select the Exclude
from student averages? check box on the left side of the screen.

e. To enter a comment regarding an individual student’s mark for this assignment, type
the comment in the Comments column.

6. Click Save.

Note: You can hover 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: 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 ProgressBook GradeBook takes you to the
Assignment Marks screen for that class and defaults to the first assignment on the
Class Dashboard.
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Set Class Assignment Default Marks for a Default or Custom Setup 1 Class

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 Marks tab of the Assignment Marks screen, type the default mark in the Set all to
the following default mark field.

Select the appropriate option for the Override existing marks? setting.

Click Go.

The default mark displays in the Mark column for all the students.

Note: Default marks override unsaved individual marks even if No is selected for
the Override existing marks? option. Remember to save marks entered manually
before entering a default mark.

4. Click Save.

Set all to the following default mark: El

Owerride existing marks? O Yes (GINo

Set Default Mark for a Class Using the Custom
Setup 1 Grading Scale
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Enter Class Assignment Marks for a Custom Setup 2 Class on
Assignment Marks Screen

You can enter separate marks for each selected assessment for a standards-based assignment
on the Assignment Marks screen, Grade Book 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. ProgressBook 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. Onthe Class Dashboard, select the assignment in the Assignments list for which you are
entering marks.

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.

2. On the Assignment Marks screen under the description of the assessment, notice the
number of possible points if points are being used as the mark type for the assignment

type.
3. Inthe 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, totalling is disabled on the Assignment Marks screen for that
assignment.

Note: If on the Assignment Marks screen you do not want the sum to equal the
other assessments, the point value for default assessment is editable.

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.
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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 over Duplicate, a tool tip displays, and the column, which is to be
duplicated, is highlighted in yellow.

Note: In the first assessment column, you can also click = 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

. L. ) Copy Marks . = Duplicate
student in the roster, clickihng ——— and then clicking

Note: For a Custom Setup 2 class standards-based assignment, you can use the
arrow keys to navigate on the page, which you cannot do in a Custom Setup 1 or
Default class. In addition, the Enter key will move the cursor down the same
column and the Tab key will move across the row skipping Missing, Late and
Exclude columns.

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.

You can perform any of the following optional steps while entering assignment marks:

e To mark an assignment as missing, leave the Mark field blank, and select the check
box in the Missing column in the row of the student’s name. Using this option instructs
ProgressBook GradeBook to calculate the assignment as zero in the student’s
average and ensures that the assignment is included on the Missing Assignment
Report.

e To mark an assignment as late, select the check box in the Late column in the row of
the student’'s name. Using this option does not affect the student’'s average and
ensures that the late assignment displays on the Student Progress Reports.

e To exclude an assignment from an individual student’s grade, select the appropriate
option in the Exclude list next to the student.

e To exclude the assignment marks from all students’ averages, select the Exclude
from students’ averages? check box on the upper-right side of the screen.

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.
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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.

Note: When you are on the Assignment Marks screen for a Custom Setup 2 class
and switch to a Default or Custom Setup 1 class in the current grading period,
then ProgressBook GradeBook takes you to the Assignment Marks screen for
that class, but you must select an assignment from the Assignment List.
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Assignment Marks Screen for a Custom Setup 2 Class

Grade Book Grid

For a Default or Custom Setup 1 class, the Grade Book Grid provides a traditional view of
assignments and marks in the GradeBook. For a Custom Setup 2 class, the Grade Book 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 Grade Book 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 over the column heading, a tool tip displays with the
assignment's name, assignment's points and assignment's weight.
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For a Custom Setup 2 class, you can enter marks for multiple standards-based class assignments
and their assessments on the Grade Book Grid. The Grade Book 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 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 Grade Book Grid to help you identify missing,
excluded and late assignments, as well as the status of assignment marks and student progress
alerts. “lcons, Symbols, Codes and Colors Used on the Grade Book Grid” displays icons,
symbols, codes and colors used on the Grade Book Grid.

Icons, Symbols, Codes and Colors Used on the Grade Book Grid

Data Entry Display _
Symbol Codellcon Color Description
? ? Missing
d Past due
t Late
1 ! Excluded
1l 1l Excluded but posted to Web
L Excluded as lowest mark
L! Green Excluded as lowest mark but posted to Web
5 Yellow Student progress alert regarding an assignment was sent.
' i\
e 5
Student progress alert regarding on an assignment was viewed on
éﬁ ParentAccess Web Site.

Display setting preferences can also be modified at the bottom of the Grade Book Grid screen.
Different preferences can be set for each class.
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Navigate Grade Book Grid

The Web site banner at the top of the Grade Book 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 Grade Book 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, pages 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 Grade Book 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.

Numerous elements on the Grade Book Grid display additional information. For example, hover
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.

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 on 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 over an attendance code in the Att column for a student to display multiple attendance
codes if the student information system your district is integrated with supports them.

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.
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Enter Class Assignment Marks on Grade Book Grid

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.

When you use the Copy Marks option, the option does not override previously entered marks and
late flags; however, if a student was previously entered as Missing the assignment or Excluded
from the assignment, the Copy Marks option overrides Missing and Excluded indicators.

When you use the Clear Marks option, the 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 will move 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 will return
to the top of the column. You can also use the arrow keys to navigate on the page.

1. On the Teacher Home Page or Class Dashboard, click Grade Book Grid.

2. If you entered the Grade Book Grid 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.

3. Make sure the current quarter displays in the Period field. If it is not the correct quarter,
select it.

Select the appropriate assignment or assessment view to display in the View list.
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.

6. Type the appropriate mark in the assignment or assessment field for each student.

Note: On the Grade Book Grid for any type of class, 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 will automatically enter 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.

7. Click Save.
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The message “Your changes have been saved.” displays.

Note: If the school sends student progress alerts and parents subscribe to them,

a yellow alert icon @ displays next to an assignment that was posted to the
ParentAccess Web Site and marked as missing.

PO .c1 fssugnenants - All

\’Student progress alert icon /

Alert Icons on the Grade Book Grid

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. You can also hover 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 students together that receive
the same mark for that assessment. To view the class on the Standards Based Grid, it must meet
the following setup requirements:

e Use the Custom Setup 2 grading scale option for standards-based report cards.
e Be associated with a report card.
e Assignment types must be associated with the class.
And, if class groups are used, the classes in the group must meet the following requirements:

e Be scheduled in the same grading periods.

e Use the same grading scale method.

* Use the same grading scales.

e Use the same report card assessments.

e The assignments must use the same assignment types.

e The assessments must use the same calculation methods.

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
open, and you can enter a daily comment for the student. See “Enter Daily Comments” .
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View groups within the class.

with the class.

View report cards and interims associated The mark represents the student's current

progress for the assessment. Click the

Click the number to view and print a list assessment mark to open the Progress By
of missing assignments.

Student screen.
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This number represents the number of

assignment marks that have been entered for

assighments, not counting excluded
assignments, associated with the

assessment. Click the number to open the

Progress By Student screen.

You can enter marks only for assessments that use the
None calculation option, which is selected on the Grading
Scale Setup screen, but displays as Manual under the
assessment name.

Standards Based Grid
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View Assignments and Marks Associated with Assessments on the Progress By Student
Screen

Navigate Standards Based Grid

The Web site 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 list. If you entered from the Class Dashboard, that class displays in the Class list. You can
click the Dashboard link at any time to return to the Class Dashboard of the class that displays in
the Class list. The current grading period displays in the Period 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 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 list. Report cards display in the list before interims. The default option in the Report Card 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 that 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 on 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
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screen, you can click on the Return to Standards Based Grid link on the left side of the screen
under the banner.

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 over an attendance code in the Att (attendance) column to display multiple attendance
codes if supported by your student information system.

Hover over = to see a comment that was already entered, or click ¢ 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 e 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 and Enter keys 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 will move 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 will return 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 on 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

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.

1. On the Teacher Home Page or Class Dashboard, click Standards Based Grid.

2. If you 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.
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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.

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.

Click Save.

The message “Your changes have been saved.” displays.
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Entering Assessment Marks on the Standards Based Grid

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:

e Use the Custom Setup 2 grading scale option for standards-based report cards.
» 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.

e Use the same grading scales.

e Use the same report card assessments.

e 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
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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 nonpoints, 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.

e Create and update individual student assignments
» Delete individual student assignments

e 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.

Click the class assignment name to view assignment details and

marks on the Assignment Marks screen. Click to delete an individual student assignment.
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Progress By Student Screen

Enter Assignment Marks on the 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.
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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.

10.

11.

12.

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 in the field or select the appropriate mark or mark code in the
list 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.

Enter a comment regarding the assignment mark in the Comments column, if desired.
To mark the assignment as missing, select the Miss? check box.
To mark the assignment as late, select the Late? check box.

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 the Progress Details section of the
ParentAccess Web Site, select the Post? check box.

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

the ParentAccess Web Site. Check the Post the marks to the web? check box on
the Assignment Details or Assignment Marks screen.

Click Save.

The following message displays at the top of the screen, “Your changes have been saved.”
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Entering Grades on the Progress By Student Screen

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.
2.

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.

Note: If a report card has not been associated with a class, the following message
displays: “There is a problem with the report card for this class. Click here to try
adding a report card to the class to the resolve the issue.” Click the Click here link
to open the Report Cards tab on the Grading Scale Setup screen and assign a
report card to the class.

Note: If assignment types have not been created for the class you selected, the
following message displays: “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.” Click the Click Here link to open the Assignment Types
screen and associate assignment types with the class.

The current quarter displays in the Period list by default.You may select a different
grading period, if desired.

Select the appropriate student in the Student list for whom you want to enter an
assignment.

Select the assessment for which you want to enter an assignment in the Assessment list.
All is the default option.

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.

Click the * Add a new student Assignment link under the appropriate assessment.
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On the Add an Assignment window, the class, student and assessment displays at the top
of the window.

7. Click next to the Due Date field to select the date that the assignment is due or type
it in the field. Today's date is the default.

8. Type the name of the assignment in the Description field.

Note: An error message displays if you do not enter a name in the Description
field.

9. Select the appropriate type of assignment in the Assignment Type list. The first
assignment type in the list is the default option.

Note: Only the assignment types associated with the class are available
assignment types.

10. Click Save.

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

Add an Assignment

Class Math - Gr 02: 01
Student:  DiMino, Nadja

Date Dus:  gamozow 02
Desciption  Vinrshest 464
Assignment Type: WU_E
Paints Possile: 10
Weight: 1
Fast as Hl 1o Web? &)

Mark:

Commenis:

Missing?: F
Lete?:
Exclude?.
Past Mark to Web?:

Individual Student Assignment on the Add an Assignment Window

11. You can perform any of the following optional steps while creating an assignment:
» Enter the value of the assignment in the Points Possible field if this a point
assignment. If this is a nonpoint 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.

» To change the weight of the assignment, enter a number other than 1 in the Weight
field.
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e To post the assignment description and due date to the Homework section of the
ParentAccess Web Site, select the Post as HW to Web? check box.

e Enter a mark for the assignment in the Mark field if this is a point assignment. If this is
a nonpoint assignment, the Mark field is disabled.

e Enter a comment regarding this assignment in the Comments text box, if desired.
e 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 the Progress Details section of the
ParentAccess Web Site, select the Post Mark to Web? check box.
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Individual Student Assignment on the Progress By Student Screen

Note: To delete an assignment, select the appropriate assessment with which the

assignment is associated in the Assessment list, and then click X in 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.

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
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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.

12.

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 ProgressBook 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 assignment 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 the Progress Details section of the
ParentAccess Web Site, select the Post? check box.

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

the ParentAccess Web Site. Check the Post the marks to the web? check box on
the Assignment Details or Assignment Marks screen.

Click Save.
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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.
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Attendance

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 by the ProgressBook GradeBook system manager and may vary for each school. Multiple
attendance codes may display under a student's name if supported by your district’s student
information system.

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 ProgressBook 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 ProgressBook 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
1. On the Teacher Home Page, click the Daily Attendance link.

2. On the Daily Attendance screen, select the appropriate homeroom/class for which you
want to take attendance in the Class list.

3. Verify that today's date displays in the Date field. If it is not the correct date, click E to
select it, or type it in the field.
4. Select the appropriate absence type in the Daily Att list.

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: An error displays while taking attendance if ProgressBook GradeBook is

not able to connect to your student information system for school districts that use
live attendance data integration.
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Daily Attendance Screen

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

1.
2.

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

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.

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.

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.”

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
ProgressBook GradeBook system manager and may vary for each school.
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Note: For districts that integrate with the DASL student information system and
run live period attendance, if the attendance staff entered an absence type code
in DASL that has not been imported yet into ProgressBook GradeBook during the
data integration process, “DASL code” displays in the Class Attendance list.

Grade Baok | Special Senvicas | Hel | Logout

Period Attendance
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Ditino. Madja 02 | [Dastcode  [#] Hula. Bach ] [=]

[ Dicols Taytor [ @ I 1 [ [ Hollar s [ e | |
DASL Code Displaying in the Class Attendance List on the Period Attendance Screen

Note: When users save an absence type code for a student that was manually
added in ProgressBook GradeBook rather than imported from DASL, the code
cannot be saved into DASL but is saved in ProgressBook 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 DASL do not display on the Period
Attendance screen. However, absence codes that have been saved in
ProgressBook GradeBook do display in Period Attendance view on the Grade
Book 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 on the ParentAccess Web Site 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 Grade Book Grid, Progress tab on
the Student Profile and Seating Chart screens and, if your school is using ParentAccess,
on the Progress Details tab.
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Period Attendance Screen

ProgressBook GradeBook Getting Started Guide for Teachers

61



Attendance

Period Attendance by Block

If your school has enabled period attendance and period attendance by block and a class or class
group meets for multiple blocks, you can enter a separate absence type for each block the class
or class group meets.

You also have the option to set a default view on this screen for each of your classes, so it displays
your desired view when you enter the screen. You can click the Show Blocks or Hide Blocks links
at any time to switch between the Block and Class views.

Absence type codes may display on this screen if period attendance was already entered on the
Seating Chart screen or previously entered by the attendance staff. Multiple daily attendance
codes may also display under a student's name.

If the class is not scheduled to meet that day, one of the following messages may display: “The
class is not scheduled to meet on <date>.” or “The class is not scheduled to meet for the selected
date.” If you are entering period attendance in Class view in a class that is not scheduled to meet
that day, “Not Scheduled” displays in the Class Attendance column, and you cannot enter

attendance. If you are entering period attendance in a class group and one of the classes in the
group is not scheduled to meet that day, the drop-down list is not available to enter attendance.

If period attendance and period attendance by block features are not enabled in your school, the
following message displays on the screen, “Period attendance is not supported for this class.”

When viewing Period Attendance in Class view and absence type codes have been entered for
multiple blocks for a student, the codes display in a hyphenated format accompanied by this

warning icon ‘1. For example, in a class that meets for three blocks, if a student is marked absent

for two blocks and tardy for the third block, the codes A-A-T display. In Class view, if you change
the absence code, it is changed for all the blocks that the class meets.

Enter Period Attendance by Block

1. If you entered the Period Attendance screen from the Teacher Home Page, the class that
displays is the one currently meeting based on the period/block meeting times previously
set up for the class. If you entered from the Class Dashboard, the class you were viewing
on the Class Dashboard displays.

2. 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 the
calendar.

Note: If you try to enter or modify period attendance 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 and the following message displays,
“Altering period attendance in the past is only available for X day(s) prior to the
current date.”

3. Select the appropriate absence type description or code in the Block Attendance list for
each block the class meets. Leaving the absence type blank indicates the student is
present.
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Note: The available absence type codes, which include codes used only by
attendance staff, are set up by the ProgressBook GradeBook system manager
and may vary for each school.

Note: For districts that run live period attendance and are integrated with the
DASL student information system, if the attendance staff entered an absence type
code in DASL but has not been imported yet into ProgressBook GradeBook
during the data integration process, “DASL code” displays in the Class
Attendance list.

4. Click Save.
The message, “Your changes have been saved.” displays.

The absence types selected here also display on the Grade Book Grid, Progress tab on
the Student Profile and Seating Chart screens and, if your school is using ParentAccess,
on the Progress Detalils tab.

Note: For districts that run live period attendance and are integrated with the
DASL student information system, if you selected an absence type code for a
student that does not match the codes set up in DASL, ProgressBook GradeBook
is unable to save the code in DASL and it will no longer display once you save.
The following message displays “Attendance data for one or more students did
not save successfully.” Make sure to report this issue to your ProgressBook
GradeBook system manager.

B ka“ .;:re-:e (:Ioc,r.’-| :_-ne:-a.s &s.’:lces‘i Hzip | I._ogclr; 1
I3d GradeBook
Dashboard

| Dashboar

Period Attendance |

class ERIERC RN < >

Attendance has not been taken in ProgressBook. @

4

MMcCartney. Megan 0e

Meconnell Margaret (i} Tardy

McCourry, Darigl 03
MMcCanald, Loren 09

McHann. Danislls o

Medina, Graca og

Mesks, William 0
Megoe Sally (i}
Mehlman, Divya [} Unexcuzed Abss
Meizenhach Kethren (i}
Melick. Philig L]
Mehiille, Etust o3

Unsxcused Abse

el gle]eflel|]e 5]

A B NS N AR BN S

Period Attendance by Block

Set Period Attendance Default View

If your school has enabled the Period Attendance by Block feature, you can set a default view for
the Period Attendance screen for each class in your GradeBook. If you do not set a default view
for a class, the Class view becomes the default view.

1. On the Period Attendance screen, click in the Web site banner.
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2.

On the Period Attendance Default View(s) window, select one of the following default view

options for each class:

e Class — One class attendance column displays on the Period Attendance screen in
which the teacher can enter an absence type code for each student. The Show
Blocks link displays in the Web site banner to allow you to switch to Block view.

* Block — Separate block attendance columns display on the Period Attendance
screen for each block in which the class meets. The teacher can enter a separate
absence type code for each block. The Hide Blocks link displays in the Web site
banner to allow you to switch to Class view.

Click Save.

Click the Grade Book link to return to the Teacher Home Page.

Class Mame
English Gr 11: 01

English Gr 11: 02
Mathematics Challenge
Period 1 Algebra
Period 2 Algebra

2nd Grade Math
Reading - Gr 02: 01

P Period Attendance Default View(s)
Choose your default Period Attendance view:

Class Block

®® @60
Q0O 00®

Saua | [ Mancal b

Period Attendance Default View(s) Window

Enter Lunch Counts

ProgressBook 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.
2.

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

On the Lunch Counts screen, type the total number of lunches ordered next to the

appropriate lunch option.
Click Save.

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

Interim and Report Card Grades

The Interim/Report Card forms sent to students' parents are custom designed by the
ProgressBook 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 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.

Click the Show All Students link under the Class list.
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 or excluded assignments, if any,
and comments.

Click the check box above the current quarter.

Click B to automatically calculate and populate the grade using the marks previously
entered in the GradeBook.

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.
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Note: For standards-based report cards, ProgressBook 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.

7. To override the automatically calculated interim mark, select the mark, and change it.
8. Ifyou have to manually enter assessments for each student, click the Assessment name
to view a list of valid codes and respective descriptions.
9. Close the Valid Marks window.
Note: Valid mark types were previously entered by the ProgressBook GradeBook
system manager.
10. Select the appropriate code(s) from the list for each student.
11.1f ¢ displays in the Reporting Period column, click it to open the Comment window.
a. Enter afree-form comment up to 500 characters.
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 over = to display the comment.
12. Click Save.
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.
Note: When entering grades by student, 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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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. ProgressBook 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. Onthe Teacher Home Page, click Seating Chart.

2. Onthe Seating Chart Main Settings screen, type a name for the seating chart in the Enter
a name for the seating chart field.

Select the appropriate class in the Select the Class, Class Group, or Homeroom field.
Click Save Next.

Grade Book | Sgedal Services | P4 Admiin | Help | Logout
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Set the student desk size and color.
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then click and crag the mouse cver e desk |
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Choose 3 color for deak text: Black © Vihita

Jet atiendance options: 7 Aliow homeroom attendance to be taken with this chart
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Entering a Name and Class for a Seating Chart

5. Select the appropriate order of desks in the Choose the order for assigning the seats list.

6. Click Arrange Desks.
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Arrange Desks on the Seating Chart

The desks display on the Seating Chart screen.
7. You may perform any of the following optional steps when creating a seating chart:

e To create a comment that displays on the printed seating chart, type a comment in
the Enter comments for printing field.

e To display additional information for each student, select any of the following
options:

e« 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 picture of the student on the desk, if
available.

e 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.

e To change the color of the desk, click and drag the red, green or blue slider bars

it

to the desired color. The default desk color is white.

e 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.

e To set the class in which the seating chart should be used to take attendance,
select one of the following options:

- Allow homeroom attendance to be taken with this chart
- Allow period attendance to be taken with this chart

e ProgressBook 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.
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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, place your cursor over it.
“Seating Chart Icons and Descriptions” displays the icons with their definitions.

Seating Chart Icons and Descriptions

Ilcon

Description

Icon

Description

-

Create a new seating chart

K

Add students to the seating
chart

]

Edit the seating chart setup

im

Add empty desks to the
seating chart

Display the seating chart

Add labels to the seating

o e chart
Auto arrange the desks 1 Take daily attendance
AN g o y
. Manually arrange the Take period attendance
&) desks ,,-'|
Edit and delete items on Print the seating chart
ﬂ the seating chart |@| g
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Lesson Plans

ProgressBook GradeBook allows you to create and maintain text-based lesson plans. As a
standards-based grade book application, academic standards for grades K-12 are available for
use in mapping lesson plans and assignments.

A default lesson plan template provides a starting point for creating lesson plans. If the default
template does not suit your needs, you can create your own unique template.

To enhance your lesson plans, you may attach files such as worksheets or charts. If you created
lesson plans in a word processing program, you can copy and paste them into ProgressBook
GradeBook, and then use the Text Editor to adjust the formatting.

Lesson plans are saved in the Lesson Plan Bank and can be shared with other teachers. To
simplify the search for lessons plans in the Lesson Plan Bank, you can use keywords or associate
lesson plans with a specific content area, grade level, and unit.

Gtade Book | Special Services | Help | Logout |

Lesson Plan Maintenance |
M Lazson

Tita. | Sam

[ Templs= v e | Fart B B

g Tenkie f By B[ E | w S EEie A B R — 80

[This is the default template, -
To change it or add your awn, click the Manage Templates Link Ahove.
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The tollowing nformation 1= ophonal but s recommended for searching and shanng lessons

Gantent Atea | | Grads Lovel, v
Select 3 Lnd: ’_: or Eniter & Hew Uit | I

Surmmary

Authar. s Teacher! | Sharep: [ ith teachers in my list [

Create Lesson Plans on the Lesson Plan Maintenance Screen

Once a lesson plan has been created and scheduled, it displays on the Class Dashboard on the
Lessons tab. The icons that display next to each lesson plan allow you print, edit, reschedule and
remove the lesson plan from a class.
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Class Dashboard
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Text Editor Tools to Format and Edit Lesson Plan Text

Create Lesson Plans

When you begin creating the lesson plan, on the Lesson Plan Maintenance screen, only the
Lesson Info tab is visible. Once the lesson plan has been saved, the Attachments and Schedule
tabs become available. Even if you have saved the lesson plan, you must schedule it before it
displays on the Lessons tab on the Class Dashboard. Lesson plan templates can be used to
standardize layout and formatting.

1. On the Teacher Home Page, click Enter Lesson Plans.

2. Onthe Lesson Plan Maintenance screen, type the name of the lesson plan in the Title
field.

3. Verify that the appropriate lesson plan template displays in the Text Editor tool bar. If not,
select a different template from the list.

Note: To retain any custom formatting you apply to the lesson plan text, you must
use a unique template that includes that formatting so that it displays in every
lesson plan created with that template.

4. Type your lesson plan text.

Note: You may type or paste formatted text from a word processing program and
then use the Text Editor to further edit and format the text as needed. To retain
any custom formatting you apply to your lesson plan text, you must use a unique
template that includes that formatting so that it displays in every lesson plan
created with that template.

5. Click Save.

6. You may perform any of the following optional steps while creating a lesson plan.
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e Toinclude private notes with the lesson plan, type text in the Private Notes text box.
Private notes cannot be viewed by anyone, even teachers with whom you share

lesson plans.
« To associate the lesson plan with a specific subject, select it in the Content Area list.

e To assign the lesson plan to a specific grade level, select it in the Level list.

Note: Assigning a content area and grade level makes searching for lesson plans
much easier. If you have selected a content area and grade level while creating
the lesson plan, it displays in the search results.

e To associate the lesson plan with a specific category, type a name describing the
lesson plan in the Enter a New Unit field or select a previously-created unit from the

list.

e To share the lesson plan with other teachers, select With teachers in my list in the
Share? list. (Click the Setup Lesson Plan Sharing link to designate the teachers with

whom you want to share.)

Grado Book | Special Seraces | Hedp | Logowt
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Lesson Summary:
Read pages 610 through 620 in chapter & and answer guestions 3-9 regarding the use of
math concepts in everyday life

Estimated Duration:

One week

Prwate Notes (can not be viewad by phers).
May need Lo gve eludents more lims 1o complite the propect
The folowing information i< optional but iz recommended for searching and sharing lessons
Cartat A, [Mathamatics ¥ Grado Lt [GradeTon %]

Selact 3 Unit: | Practical Appbcatian | or Enter.a New Urst | ~
Read pages 510 through 620 in chapter & and snswar queshions 3.9 regarding the
ued of math cancepts in everyday e

Summary.

Author: [Mrs. J Teacher! | Staser. [ Wah teachers in my list ¥

Add Standards to a Lesson Plan
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Add Academic Standards to Lesson Plans

You may add academic standards to a lesson plan to monitor how they are reinforced throughout
the school year.

1. On the Lesson Plan Maintenance screen, click the Add Standards link.
2. Onthe Add Standards window, verify that the correct subject of the lesson plan displays
in the Content Area list or select it.

Note: If you designated Content Area and Grade Level or Grade Band in the
optional search criteria for this lesson plan, the Add Standards window displays
those academic standards by default.
3. Verify that the correct grade level or grade band displays in the Grade list or select it.
The academic standards matching the selected criteria display in the window.

4. Click the check box to the right of each academic standard you want to assign to the
lesson plan.

Add Standards Close
Content Area: | OH: Mathematics V| Grade: | 10 V|
T OSETIgIT TMangre TgOTTOTTTET T TETSUOTTSTIPS T0 OETETITITE TETTgUTS arra angre mmedsares. (Uo- D ¥
504, Patterns, Functions and Algebra
A. Generalize and explain patterns and sequences in order to find the next term and the nth
term. (08-10)
B. Identify and classify functions as linear or nonlinear, and contrast their properties using
tables, graphs or equations. (08-10)
01. Define function formally and with f{x) notation. (10)
02. Describe and compare characteristics of the following families of functions: square roaot, 3
cubic, absolute value and basic trigonometric functions; e.g., general shape, possible
nurmber of roots, domain and range. (10)
C. Translate information from one representation (words, table, graph or equation) to another 0
representation of a relation or function. (08-10)
D. Use algebraic representations, such as tables, graphs, expressions, functions and 0
inequalities, to model and solve problem situations. (08-10)
03. Solve equations and formulas for a specified variable; e.g., express the base of a triangle 0
in tarme f tha araa and hainkt [0 hd
< | B
Add selected items

Select Standards on the Add Standards Window

5. Click Add Selected Items.

The academic standards display under the row of tabs on the left side of the Lesson Plan
Maintenance screen.
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Grade Book | Special Sendces | Help | Logowt

Lesson Plan Maintenance

Practical Application. Everyday Math

Title: | Everyday Math

i 5 | Tomglite = 5wl [Fomt sl | B 2 B EEE=SE
ences in order to find the next fsrm and the = P — il —
H. Identify and classiy funclions as linear or REE B2 BE e A W8 eE %0
‘nonlinaar, and contrast their propertiss using Lesson Plan Summary

ables, graphs of eguationa

(1 Define function formally and with Tx)
UEEI;I::.crLi:JEeI]and compare charactenstics of the R:ad pages 37 through 42 in Chapter 3 and answer questions 3 - 9 regarding the use of math concepts
allowing families of functions: square rat, cubic i everyday fife

lule value and besic inganametnc funclions. X
gensral shape, possible number of roots.

x|

Ectimated Curation: 1 week

In i i

Required Materials:

Standards Connection Area on the Lesson Plan Maintenance Screen

Note: To easily remove standards from a lesson plan, click 3 next to the
standard you want to remove.

Schedule Lesson Plans

You can schedule a lesson plan to be taught in one or more classes during different time periods
throughout the school year. The lesson must be scheduled first before it appears on the Class

Dashboard.
1. On the Lesson Plan Maintenance screen, click the Schedule tab.
2. On the Lesson Plan Schedule screen, click FE next to the Start Date field to select the
date to begin using the lesson plan or type it in the field.
3. Click EH nextto the End Date field to select the date to stop using the lesson plan or type
it in the field.
4. Select the class(es) in which the lesson plan is scheduled to be taught.
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Grade Book | Special Sves | Helg | Logout

Lesson Plan Schedule

Everyciay Math

This lesson has not been scheduled yet.

Use the area on the left to schedule the lesson.

[#] Algebra? 01

[#] #lgehra2 02

[ English G107
[] English Gr11:02
IE] st - Gr 001
[ Reading- Gro2 o

Sehedule the Lessan |

Schedule tab on the Lesson Plan Schedule Screen

Click Schedule the Lesson.

View the class(es) and dates in which the lesson plan is scheduled to be taught.
Click Save.

Click the Dashboard link to return to the Class Dashboard.

© © N o O

View the new lesson plan on the Lessons tab.

Grade Book | Special Sves | Help | Lagout

i Progressfook..
LA+ adesmk Lesson Plan Schedule

| Dazhboard | Hack Evarydsy hath

| Lesson Info. | Amachments

This lesson is scheduled to be taught in the following classes:

___Start Date: End Date

7 A Algatira 2: 01 AT | EE 792006 | BB ]
(T80 | Algetia 2 02 TG | B 79006 | g 0o

[¥] Algshra 7 01 |

[#] Alg=bra 7 07

[] English Gri1: 01
[] English Gra1: 02
[ Math-Grog 01
[ Reading- Gr02.01

Schedule the Lesson [

Scheduled Lesson Plans on the Lesson Plan Schedule Screen

Note: You can also schedule the lesson plan by clicking the Schedule the Lesson
link on the Lesson Info tab.
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Print Lesson Plans

When you print a lesson plan, it displays in a read-only window. You cannot edit the text in this
window. Use one of the following methods to print lesson plans individually:

¢ Click the Print the Lesson link in the bottom left corner of the Lesson Info tab on the
Lesson Plan Maintenance screen.

+ Click & next to a lesson plan on the Lessons tab of the Class Dashboard or the Lesson
Plan Search screen.

e Click the Print link in the top right corner of the Lesson Plan View window when viewing a
lesson plan.

To print multiple lesson plans at once, use the Lesson Plan detail options on the Lesson Plan
Report.
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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.

Types of Reports and Corresponding Grading Scale Setups

Report Defaulés:udp(iustom 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
Parent Access 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

ACCESS Yes Yes
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

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,
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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 ProgressBook
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.

e 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.

e 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
ProgressBook 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 ProgressBook GradeBook Web site.

To print the report you must select the print option from within the software application it is
displayed.

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” on which type of grading scale setup will work with
Report Builder reports.

The following reports are available:

e 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.
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e 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 the ParentAccess Web site.

e 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.

e 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.

e Student Demographics by Class — Provides numerous options for displaying student
demographic information for individual or multiple classes, class groups or homerooms.

e 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.

e 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. This report cannot be used on classes using standards-based grading.

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 ProgressBook 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.

e 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.
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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 PP ogo navigate to the next

page or last page, or use these icons 4 4 o navigate to the previous page or first
page. You can also type the page number in the field, and then press <Enter>.

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:

e 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.

e CSV - Comma-separated values file format in plain text format.

e 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.

e 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.

To sort the columns in ascending or descending order, click E

To delete any report you have customized, click (% R the right of next to the
report name in the Reports list on the Class Dashboard or Teacher Home Page.
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