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Quick Reference: Instruction - Gradebook

Window Information
Accessiﬂ the Instruction Gradebook
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record grades by choosing from the drop-down
list that appears above the welcome screen.

2. From the Index tab, expand the Instruction
folder icon by clicking the plus (+) sign or by
clicking on the word Instruction.

3. Select the Gradebook folder.

The Gradebook feature is built on Java technology.
This means that a teacher’s computer must have
the Java applet downloaded. To download this
applet, go to http://java.com.

Viewing the Gradebook
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The Gradebook view is completely editable,
meaning the teacher can change scores right from
this screen instead of having to click another link
to update scores.

The page is split into two different parts. On the
left side, teachers will see the students’ names in
alphabetical order. The yellow indicators on the
grid are the calculated grades based on assignment
scores the teacher has entered. The grades in green
are posted scores that have been entered for report
card tasks.

On the right side, the assignments and scores are
displayed. The assignment group names are at the
top with its assignments underneath. The scores
are entered from this screen. Choose the
appropriate cell for the score to enter.

The assignment group names are collapsible. Click
anywhere in the group name’s cell to toggle the
group information.

Because this screen is based on the preferences
that are set in the Admin folder of Instruction, as
well as the information listed in the Lesson
Planner, it is necessary to have these options set
before attempting to add assignments.
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Entering Assignment Scores
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From the Gradebook page, find the
Assignment Group in which the assignment
belongs.

2. Find the student for whom the grade should be
entered.

3. Double-click in the correct row of the student
and column of the assignment abbreviation.

4. Type in the points the student received. The
points entered will be saved, and the student’s
total percentage will be changed in the yellow
columns.

5. When finished, click the Save icon in the

upper left corner.

A score will only be saved if the user clicks out of
the edited cell. To prevent scores from not saving,
click the save icon often.

Additional Features on Assignment Scores
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¢ == 1 | From the gray score grid, right-click on a student’s

: score entry to view the context menu. The context

menu allows the user to choose several options

that may affect a student’s score.

e Late — Score will appear in red,

e Exempt — Entry will not affect the student’s
grade. Score will appear in blue;

e Missing — Entry will calculate as a zero. Score
will appear in blue;

e Cheated — Entry will calculate as a zero. Score
will appear in blue;

o Edit Comment — A teacher can attach a
comment to an assignment entry. A red
indicator will appear on the cell.

e Dropped — Teachers have the option of
dropping the lowest score in an assignment
group. If this preference is turned on, the
score that is the lowest will be flagged as such.

Scores that are over the total points (i.e., bonus
points) will appear in green text.

A comment can also be added by right clicking on
a student’s name. This comment can be viewed on
the parent portal.
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Editing Assignment Names
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1. Right-click on the abbreviation name of the
assignment.

2. Select the Edit option.

3. Fill in the assignment Name, Group,
Abbreviation, Due Date, Sequence, Weight
and active mark.

4. Click the OK button when finished.

1. Right-click on the name of the assignment.
2. Select the Score Fill option.
3. Select which option by which to fill the

scores:
e Zero - all students will be given the score
of zero;

e With This Value - all students will be
given value entered; or

e Total Points Possible -all students will be
assigned the total points possible.

e | 1. Right-click on the name of an existing

| assignment or the name of the group.

2. Select the New Assignment option.

3. Fill in the assignment Name, Group,
Abbreviation, Due Date, Sequence, Weight
and active mark.

4. Click the OK button when finished.
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Assignments can also be created in from the
Lesson Planner.

Posting Task Grades
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1. Place the cursor in the yellow area and right
click. The pop-up window will say Copy %
and Grd.

2. Highlight the task that should reflect the
grade and percent in the yellow area. If the
task that is posted is different than the
currently selected task, simply select the task
posted to review the posting. Make any hard
modifications at this time. Reposting will
overwrite a previously posted grade and
percentage.

3. Click the Save icon in the upper left corner.
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Entering Task Grades

; — Task grades will be displayed in the green
- g5 E 8 | columns.

1. Select the Task to grade from the drop-down
list. This list of tasks is assigned to the course
that is being taught.

2. Select the student for whom to enter scores.

3. In the percent column, enter the percent that is
associated with the score. This percent should
be the same percent the student received for
the assignment scores.

4. In the Grade column, click once to see the list

of grades that are available for the course.

Select the correct grade.

6. When finished, click the Save icon.

e

Gradebook Navigation Tips

T RN = e Once a task has been copied and saved it can
also be accessed by clicking on Grading by
Task or Grading by Student under
Instruction in the Index. Comments can be

entered using the Canned Comments icon.

e FEach section has a default gradebook task set.
To switch between tasks that may have grades,
use the dropdown list feature directly above
the list of student names.

e To make the assignment score view larger,
click the Hide Grade Totals icon. This will
remove the yellow and green score grids
(calculated and posted grades) from view. To
display that information, click the Show
Grade button.

e [fa grade cannot be posted for a student, verify
that the grading task is set to active.
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