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Quick Reference:

Gradebook Features

The Gradebook feature is built on Java technoldfys means that a teacher’'s computer must have
Java applet downloaded. If teachers have diffyonitening the gradebook please contact your Sch
Technology Rep (STR) or call the DoTS hotline &Q)7423-3888.

Accessing the Instruction Gradebook
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Select theschoolandSectionfor which to record
grades by choosing from the drop-down list that
appears above the welcome screen.

2. From thelndex tab, expand thinstruction folder
icon by clicking the plus (+) sign or by clickingi o
the wordInstruction.

Select theGradebook folder.

Viewing the Gradebook
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Rubric Information:
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M4 - 4 Exceeds
expectations

M3 - M2 Meets
expectations

M2 - M2 Sametimes meets
expectation

M1 - M1 Is below
expectations

14- 14 Exceeds
expectations

13- 13 Meets expectations
1212 Sometimes meats
expectation

11-11Is below
expectations
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The Gradebook view is completely editable, meatiiegy
teacher can change scores right from this screst@dad 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 studerdsies in
alphabetical order.
The green column is where scores can be ent
for End of Term Progress Reports.

On the right side, the assignments and scores are

displayed. The assignment group names are apphe t
with its assignments underneath. The scores deeesh
from this screen. Choose the appropriate celiferscore
to enter.

Because this screen is based on the preferendes tha
are set in the Admin folder of Instruction, as waedl

the information listed in the Lesson Planner, it is
necessary to have these options set before attegnpti
to add assignments.
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Entering Assignment Scores
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From theGradebook page, find the\ssignment
Group in which the assignment belongs.

Find the student for whom the score should be
entered. Click in the correct row of the studert an
column of the assignment abbreviation.

Type in the number that corresponds to the studen
achievement of this standard.

When finished, click th&aveicon in the upper left
corner, &l Save

A popup window will open to verify that your
gradebook has been saved.
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Additional Features on Assignment Scores

Instruction - SBPR - Gradebook

Student Names

From the gray score grid, right-click on a studestore
entry to view the context menu. Tbentext menu
allows the user to choose several options thataifagt a
student’s score.These are all available for the
Standards Based Grading methodology but all may

not apply.

» Edit Comment — A teacher can attach a comment to
assignment entry. A red indicator will appear loa t
cell.

« Late —Score will appear in red;

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

» Missing —Score will appear in blue;

* Incomplete - Score will appear in blue;

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

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

A comment can also be added by right clicking on a
student’s name. This comment can be viewed on the
parent portal.

Editing Assignment Names
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2. Select thedit option.

. 3. Fill in the assignmeritiame, Group, Abbreviation,
Due Date Sequence

4. Click theOK button when finished.
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Instruction - SBPR - Gradebook

Filling in Scores In Mass

1. Right-click on the name of the assignment. Seleet
Score Fill option.
* 2. Select which option by which to fill the scores:
) L~
% / » Clear All Scores
f «  Fill All with This value — enter a score in the popu
S window to fill in the column
S »  Fill Empty with this value - enter a score in the
n popup window to fill only the empty scores in the
column
Creating a New Assignment
1. Right-click on the name of an existing assignment
the name of the group.
2. Select theNew Assignmentoption.
(%]
% 5. Fill in the assignmeritiame, Group, Abbreviation,
chs Due Date Sequence
c
3 1 3. Click theOK button when finished.
=}
n

Assignments can also be created in fromlLtheson
Planner.

Entering Task Grades (For Report Card)
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Task grades will be displayed in the green columns.

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

Select the student for whom to enter scores.

In the Grade column, click once to see the list of
scores that are available for the standard.

Select the correct score.

When finished, click th&aveicon
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Teachers have a new grade book option to display
standard grades as a way of tracking student psegre

Under the Option tool, mark the Show Cut Sca
Color Coding box to display scores related to
standards in different colors based on defined
proficiency requirements.

A score that is partially proficient or above is
indicated by green and

a score defined as not proficient is indicated b
red.

The Grade Book now allows input of the following
characters only:

- 09

- a-z (upper and lower case)

- . (period)

- *(asterisk)

- - (dash/minus)

- +(plus)

- (space)

Training videos are located at:
http://techtraining.dpsk12.org/ic/
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