Gradebook Grades (Teacher Programs)

The Gradebook Grades (Teacher Programs) module allows administrators to gain a bird’s
eye view of any student’s scores on categories of assignments and a detailed,
comprehensive record of each student’s performance via select teachers' gradebooks.

Administrators can also edit grades, create assignments, and make any other changes as
needed.

Searching for Users (Teachers)

1. To conduct a user search in order to view a teacher's gradebook, from the Users menu, click
Gradebook Grades under the Teacher Programs submenu.

& Users Audit Trail
User Action Log
©  Scheduling Verify Parent Accounts
» Grades Focus University Course Completion
v ssessment IS
Profiles
« Aftendance o
= User Permissions
£] Discipline Profile Permissions Audit Trail
| B Forms Associate Students with Parents
! ” User Fields
| ¢+ Billing
Teacher Programs
& Eligibility Take Attendance

| ™\ Florida Reports Past Final Grades
Post Standard Grades
| Wl Reports
Preferences
Gradebook Configuration
Gradebook Assignments
II Gradebook Grades

Gradebook Reports

This will lead you to a Find a Teacher user search module where you can begin setting criteria
for a search. The Search Screen module includes a search bar, the More Search Options
feature, and options to Search All Schools, Include Parents, and Include Inactive Users.

2. Enter the user's name or ID in the User text box.
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Teacher Program
Search Screen  User List

User Search All Schools
Include Parents
More Search Options Include Inactive Users
Search Resat

Q¢  Click the User List tab for a complete list of users without conducting a search. You
can also simply click the Search button and leave the User text box empty to pull all
active users.

The search bar is not case sensitive, and full or partial entries can be in either a first last or
last, first format. The comma is necessary in the last, first format. A full user name or ID
number can also be entered into the search bar. Searching for "ma" will pull every user
whose first or last name begins with "ma" into the search results.

Teacher Program
Search Screen User List

Find a Teacher

User Ma Search All Schools
Include Parents
Include Inactive Users

Search  Reset

More Search Options

Teacher Program
Search Screen User List

User: Ma

2Users | Search
User LocalID  Profiles Schools
Deloach, 23 Teacher
Eop L 36 Teacher

3. Click More Search Options to search for groups of users with similar information in any
number of user fields and/or user data.
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Teacher Program
Search Screen User List

Find a Teacher

User

More Search Options

4. Click Search.

¢ To clear search parameters and start over, click the Reset button.

5. All resulting users will display in the User List. When you find the correct user, click on the
user's name to open the user's record.

Teacher Program
Search Screen | User List
61 Users | I:i
Local ID Staff ID Profiles Schools

=1 C
i |
-

89 89 Teacher High Schoal - 0041
Block 159 159 Teacher High School - 0041, School -
Boai. . _ 181 181 Teacher High Schoal - 0041, School -
Bos. 31 31 Teacher High Schoal - 0041
Britto 34 34 Teacher High School - 0041, School - 0321
Brov.., .. 39 39 Teacher High School - 0041, School - 0291, Plar

6. Clicking the user's name navigates to the user's gradebook screen. The user's name is
displayed in the top right corner. Click the small red X next to the user's name to close the user
and search for another one.
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- High School - 0041 2018-2018 4th 8 Weeks
F@C (§f-§ Gradebook Grades l
J’ Teacher Program
g [07-007- 1200320 ALG THON L] u
| & Enter grades by | Points 4 [ Include Inactive Students  Save
(D | | Al Assignments O % Add Assignment +4“Reports
R 25 Students | Show First 9 Assignments
Factoring GCF and EOC Algebra and
P Difference of Algebra Review Folynomial =~ Modeling EOC
iquiaras . chkﬂt—Functluns e Eevl;w pa%kagl #1
J Student Grade S (Assigned 4715 - Due 4/15) 0] LEh T
12) (Assigned 4118 - Due 4/18) i (Rssigned 425 - Due 428) {3004 4723 puo ar2s)
= i i i
o ame A 0 emo|z "z z M3 oowa Wy 79%C 7. 64% D NG 20 100%A
¢ Alval— | ] e8%B®A 10 100% A 30 100%A 8 57%F 7. 84% D NG 20 100% A
& Batl < "] 74%CHA O 0%F 0O 0%F 11 79%C 65 59% F NG 20 100% A
W
| Biondole @ || e4%D| Z 10 100% A O 0%F 12 86%B 7. 64% D NG 20 100% A

€ To open the selected user's User Info record, click on the user's name displayed in the
header (next to the red x).

Entering Grades for a Teacher

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

Gradebook Grades High School - 0041 ‘ 2018-2019
J-’ Teacher Program
g |01-001- 1200320 ALG 1 HON )]
| -3 Enter grades by | Points 4+ |[J Include Inactive Students  save
(D | | A Assignments D) % Add Assignment ++* Reports
e 25 Students | Show First 9 Assignments
e E?f?e?;wge%(fﬁ and Algebra Review E:E;ﬁmi:lt)ne Eﬂougeﬁhg; Lérgé:nd
d . ﬁ::;igr::l vy chkat—Fu nctions E = Ewm,p;ﬂ #
udent Grade 12 (Aliﬂgmd 416 - Due 4/18) (oo S B = gmgmd 4/23 - Due 4/25)
4 d i . i
= Avare A ] ev%p| z ® z z g 100% A W 11 79%C 7 64% D NG 20 100% A
@ Alvare. e | ] 8%BrA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
& Batt, o ] 74%CraA 0. 0%F 0 0%F 11 79%C 65 59% F NG 20 100% A
A\ Biond: @ || e4%D| Z 10 100%A 0 0%F 12 86%B 7 64% D NG 20 100% A
il Carlic vt | s2%FlA 10 100%A 0O 0%F 8 57%F 7. 64% D NG 20 100% A
Caru ] 93%A®A 10 100%A 30 100%A 13 93%A 10 91% A NG 20 100% A
Goc A [] 84%B®HA 10 100% A 0 0%F 13 93% A NG NG 20 100% A
Hei |] 88%B®A 10 100%A 30 100%A 15 107% A NG NG 20 100% A
“ n

1. Use the section pull-down to change gradebooks for the teacher to a different section.
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Gradebook Grades

Teacher Program

01-001-1200320 ALG 1 HON

| Filter | -

J_'J
4
|+ T —
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
I

L]

2. Along the top of the screen, you can select how grade are to be entered via the Enter grade
by pull-down. Options include Points, Percent, Questions Correct, Questions Incorrect, or Letter
Grade.

Enter grades by [
Percent

Questions Correct
Questions Incorrect -
Letter Grade

A v ek m b

To see how these options affect grade entry, here's an example where the assignment has 10
guestions and is worth 100 points and the student missed two questions. If you select
Points, enter the number of points the student earned. Since the student earned 80 points,
enter 80 in the points text box. The letter grade and percentage (if applicable) are
automatically calculated.

Farrington, || Not Graded 9013 X X

If you select Percent, enter the percent of questions answered correctly. Since the student
answered 80% of the questions correctly, enter 80 in the points text box.
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Independent

Rea in% Test
100P - 10
Student Grade EAssigned 3!!19 - Due 3/19)

i

% ] 92%A| 100 100% A
r O

Cal
Colms s 94% A 85, 85% B

If you select Questions Correct, enter the number of questions the student answered
correctly. Since the student correctly answered eight questions, enter 8 in the points text
box. The 8 automatically calculates to a percentage out of 100.

Colms s 4 [ 60%D )5255 60 D

N T . Y
Colim sm—" + ao%n‘ 105255 %) D
Deas ... 4 []seo%s. 21495 80 B

Entering the number of Questions Correct will translate to the correct number of
8
points if the assignment is set up with a specified number of Questions.

A1 RIS S S T n MUY ARSIyl NG

Edit An Assignment

Independent Reac 100
rad Tie Points

[:u
arh Hide from Excluded

10
Questions

If you select Questions Incorrect, enter the number of questions the student answered
incorrectly. Since the student missed two questions, enter 2 in the points text box.
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Carballo, 4 [ 100% A 1975 A
Deakins, % | ] 80%B 1495 B
Carballo, + [ 100% A 1975
Collado, 4 | ] 80%B 5255
Deakins, 4 | ] 80%B 1495 80 B

€ Entering the number of Questions Correct will translate to the correct number of
points if the assignment is set up with a specified number of Questions.

AN RIS S T ¥ | Eal ML Hﬂﬂlul s

Edit An Assignment

10
Questions

Independent Reac 100
Title Paints

0

Hide from Excluded

If you select Letter Grade, enter the letter grade. Since the student received an 80, enter the
letter B. Note: Depending on the set up of letter grades and the corresponding percentages,
the percentage calculated may vary. In the example shown, 85 is the corresponding
percentage to the letter B.

Carballo, + ] 100% A 100 A

Carballo, % ] 100% A 100 A

€ For A:Enter 100
For B-D: Enter the average value, such as 85 for B.

For F: Enter 58 or 59.
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Note: This is based on Grading Scale Setup and varies from district to district.

3. Start entering grades by entering the percent, letter grade, etc. into the provided grade text
box.

IEI
Eegay omiatve Motivational Monday Reading Reading 101
innnnr'lgned /23 - Due 3.!‘23] Iﬁ.nlgnad &11 Due 6/12) &E}llgnad 611 - Due Eﬂz} Assigned 1)l.'l.l'9 - Due 10/9)
i i
170 85%B 90 90% A 12 120% A
178 89%B 60 60%D 45 45% F NG

¢  If starting at the top and working your way through down through the entire list of
students, you can press the down arrow key to move to the next student and continue
entering grades. To navigate through the gradebook, you can also use the Enter key,

the up, left, down, and right arrow keys.

4. Once a grade is entered, it saves automatically. You can also click the Save button to apply
changes.
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Enter grades by

Percent

&
L

Argumentative e Independent

Essay o anonal Monday Reading

{Assig ned 3/23 - Due 3/23)  (Assigned /11 - Due 612) {Asslgned 6/11 - Due 6/12)

i i i

170 85% B 89 89% B 10 100% A
170 85% B 90 90% A 12 120% A
178 89% B 60 60% D 4.5 45% F
178 89% B 89 89% B 8.7 87% B
116 58% F 90 90% A 7. 70% C
130 65% D 94 94%A 65 65% D

Aeading 101

Assigned 10/9 - Due 10/9)
i

95 95% A
99 99% A
98 98% A
: NG
78, 76% C
65 65% D

© Aslong as the Save button remains red, the grades entered have not saved.

Scroll to the bottom of the screen for grade averages; the first average is the class average, and
the additional averages are per assignment.

18 Students || [
e . Ig?igﬁ;l é:lleni Reading Test %urﬁc;::mathe Essay ':.:?,%:’j:}?:ﬂgml Monday lﬁmdem Reading
i i i i
MuLLRISE, Ay [ w=ron o e v v o o
Jauregui, || 80%B 16632 80 B8 NG NG NG
Jensen, 4@ ] 100% A 20608 100 A NG NG NG
Nance, ] 90%A 59158 80 A NG NG NG
Parker, | || 85%B 19144 85 B NG NG NG
Placencia, [] 100%A 11644 100 A NG NG NG
Poe, ] 90%A 1951 90 A NG NG NG
Reihing,_ * [ o%F 1072 zZ z NG NG NG
Sebben, % [] 70%cC 16539 70 c NG NG NG
Stough. . % [ 100% A 3044 100 A NG NG NG
Valdes, % ] 20%F 7364 20 F NG NG NG
| Average 2% | 73.53% 86.33% 34.5% 89.4% |
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Entering Grades for a Teacher by Student

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

F@ PXTT] Gradebook Grades 5 High School - 0041 | 2018-2019

L)'-; Teacher Program
g |07-001- 1200520 ALG THON ] n
| & Entergrades by [ Points %/ Include Inactive Students | Save
(D | | A Assignments 4] % Add Assignment ++*Reports
AP 25 Students | Show First 9 Assignments
it E?I"I:‘.ttal:"Lirl;lgect;:sf'=l= and Algebra Review ;lj.l:'rgtﬁ:r:i:l()ne Eﬂooge‘:\l:%; térgcand
d | |st iﬂ:ﬁ;’ﬁr’ﬁm # Gy Het-Functions pager Po o aa
udent Grade hnz) ﬂ‘?’mmﬂ 18-Doe 418) (Assigned 4715 - Due 4/15) {Aasigned 424 - Due 426) ﬁ“lgn-d 423 Dus 425
= i . i
= Alvaralg— A ] er%p| z ™ z_ z Wy 100%A M 49 79%C T 64% D NG 20 100% A
@ Alvar | ] 86%B®A 10 100% A 30 100%A 8 57%F 7 643 D NG 20 100% A
o Batt, o ] 74%CrA 0. 0%F 0. 0%F 11 79%C 6.5 59% F NG 20 100% A
i Biond . ... & || 64%D| Z 10 100% A 0 0%F 12 86%B 7. 64% D NG 20 100% A
il Carlie [0 se%FmA 10 100%A 0 0%F B 57%F 7 643 D NG 20 100% A
Caru | ] 93%AKRA 10 100% A 30 100%A 13, 93%A 10 91% A NG 20 100% A
Goc A ] 84%BrA 10 100%A 0 0%F 13 93% A NG NG 20 100% A
Hef | ] 88%BRA 10 100% A 30 100%A 15 107% A NG NG 20 100% A
-. n

1. Use the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

{ Fitter =

L):J
4
| ¢ T —
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

0B - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
I

L]

2. In order to enter grades one student at a time, click the Student name to open assignments
and grades for the student.
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Independent

Reading Test Essay

(100P - 10Q) (200)
Student Grade | (Assigned 3/19 - Due 3/19)

i
|Cart I_i- \_JI 92% A 100 100% A 170

Col + ] 94%A| 85 85% B 170
Deak — _* \_.J 75% C 80 80% B 178

Argumentative

(Assigned 3/23 - Due 3/23)

i

85% B

85% B

89% B

The student's Current grade in the class is listed at the top; in the example shown, the student

has an 92% A.

Current grade in class: 92.158% A

5 Assignments | _Ijl

Assignment Points Grade

Comments

3. Enter a grade in the Points column. Note: An 85 was entered as a grade because the Enter

grade by has been set to Percent.

Student % Add Assignment
Current grade in class: 50.952% F

4 Assignments |

Assignment Points Grade Comments Assigned

gege o s TR
s o e
Qrgumantativa 85 /200 | Not Graded e 29 a8
dependen, g5 7100 6 L

Enter grades by = Percent

7

Save

““Reports
Search... ]
Assignment Date Last Student
Due Category Standards | ceq Modified Files
June 11, No
WA 2018 Vocabulary 2018, 308 Assignment
: grn - le’oadr'ng
une 11, o
T‘J"a'%zjﬁma Classwork 2018, 2:36  Assignment
pm Hﬂl@adﬁng
wo
w;igiﬁma Assessments/Projects/MWriting Assignment
: Uploading
Mar 19, 2018 , > gt
if-dD AN Assessments/Projects/Writing 2018, 9:06 Assignment

4. You also have the option to add Comments. Click the Comments fields to open a new text
box where information can be noted in various formats. Enter your comments, then click the

Gradebook Grades (Teacher Programs)
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Ok button, or Cancel to exit the screen. Note: The Comments field may also be a pull-down--
this is dependent upon district settings.

B % ® 5L
Bl'gs:t.x'_‘:: s 2 QB = Q=

Format - || Size [8 Source || A~ E- ®|

body 4

Ok Cancel

5. When all grades and comments have been entered, click the Save button.

¢ If you want to enter/edit grades student by student, click the blue arrows to navigate
through the list of students. Click the left arrow to navigate towards the beginning of
the list; click the right arrow to navigate towards the end of the list. Note: If you are
either at the beginning or the end of the list, only one arrow will display.

Enter grades by | Percent $|  Save
~* Reports

6. To exit the student gradebook and navigate back to Gradebook, you can utilize the Student
pull-down to select a different Gradebook view.
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Gradebook Grades

Teacher Program
01 -001 - 9504110 AUTO MAINT/LT RPF

All Assignments
Totals
+ Student *

Categories
CDX Shop task ask
Classroom work
CLEAN UP
participation
quiz
test P8

Assignments
1 man brake bleeding task
1 man brake bleeding task I
1 man brake bleeding task its
Brakes operation worksheet
Electrical worksheet 100

=

CRL 3 RS

%

10.000%

E S 08 & %

7. To close the selected student and return to the Gradebook, click the red X next to the
student's name listed in the header. You can also select All Assignments from the pull-down
shown in step 8.

Student Information Lizette Garcia | High School - 0041 ]

2017-2018 | 4th 9 Weeks | 3ebastian

Including Inactive Students in the Teacher's Gradebook

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.
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F@C §}-] Gradebook Grades Jigh Schaal - 0041 |} 2018-2019

Teacher Program

- 01- 001 - 1200320 ALG 1 HON )] u
a
| & Entergradesby |Points  #|(JInclude Inactive Students = save
D | | Al Assignments O #% Add Assignment ++* Reports
A 25 Students |_é Show First 9 Assignments
e E?E?S:'&%F and Algebra Review ;::-r:':ﬂ:r:i:ltjne E!ooge‘m?; Lérgg nd
4 ||s Ament#1  fo o unctions pager Possraa
udent Grade 12 S\Edgmd 446 - Due 4/18) e e gsugmd 4/23 - Due 4/25)
il i . i i
= Alare . A [] em%p| z ™ z. z Wgy 100%A M 11 79%C 7 64% D NG 20 100% A
|| Avar ] 8e%BHA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
& | |Bat Yt ] 7echkAa 0 0%F 0 o%F 1 78%C 65 59% F NG 20 100% A
=\ Biond: & || 84%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
ﬂi Carlic 1 ":{ LJ 52% F fo A 10, 100% A Q.. 0% F 8. 57% F T 64% D NG 20, 100% A
Caru u 93% A lo A 10 100% A 30 100% A 13 93% A 10 91% A NG 20 100% A
Goc A [] sa%BRA 10 100%A O 0%F 13 93% A NG NG 20 100% A
Hef ] ss%BrA 10 100%A 30 100% A 15 107% A NG NG 20 100% A
- .

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

[ Fitter =

L}:?
A
| ¢ EEEEETeTT—
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
[

L]

2. Next, you have the option to Include Inactive Students by selecting the corresponding
check box. This option is helpful if needing to input grades for students who have already been
withdrawal from the class.

Enter grades by [ Letter Grade 4 |¢ Include Inactive Students | Save

+* Reports

When inactive students are added to the list, they will appear in gray so you know which
students listed are active and inactive.

Gradebook Grades (Teacher Programs) Page 14



Grade

Gonzalez, 40 [ 50%F |
Ham, %4 Miltary Family Studen_J Not Graded

Jauregui, 0 80% B

Jensen, | 4@ [ 100%A

MazolaOrtega, %@ | ] NotGraded

Student ID

4456
3715
5632

- 0952

Independent Reading Test
?mp??n"oj BETHACR

Due 3/19)

100

Viewing Assignments in the Gradebook

Selecting a user from the User List navigates to the teacher's Gradebook screen where there

are various options available.

Gradebook Grades

High School - 0041

¥ | 2018-2019

Teacher Program

'
01- 001 - 1200320 ALG 1 HON [}
a
| & Enter grades by | Points % |1/ Include Inactive Students = Save
(©)] All Assignments 4 * Add Assignment +*Reports

25 Students |

e
Factoring GCF and
P Difference of Algebra Review
Squares chket—Functlons
= Student Grade |, (LR {ARkigned 4715 . Due 4r19)
2 (Assigned 4/16 - Due 4/18) i
= i
=] [] n
Alvare - A [] em%p|z ™ z. z Wgg 100% A
@ Alvar. ] ee%BRA 10 100% A 30 100% A
& | |Bat ¢t [ 7amcmA 0 0%F 0 0%F
" Biond: @ || 64%D| Zz 10 100% A 0 0% F
il | | Cei 1y | s2%FRA 10 100%A 0 0% F
Caru ] 93%AkA 10 100% A 30 100% A
Goc A ] es%BrA 10 100%A 0 0% F
Hef [] 88%B®HA 10 100% A 30 100% A

79% C

57% F
78% C
86% B
57% F
93% A
93% A
107% A

64% D
64% D
59% F
64% D
64% D
91% A

NG

NG

Show First 9 Assignments

EOC Algebra and
Modeling EOC
Review packet #1
Pg.3,5,7,8,9

(Assigned 4/23 - Due 4/25)

Polynomial
Functions One
ager

0]
(Assigned 4/24 - Due 4/26)

i

i
NG 20 100% A
NG 20 100% A
NG 20 100% A
NG 20 100% A
NG 20 100% A
NG 20 100% A
NG 20 100% A
NG 20 100% A

1. Click the section pull-down to change gradebooks for the teacher to a different section.
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Gradebook Grades

Teacher Program

01-001-1200320 ALG 1 HON

| Filter | -

J_'J
4
|+ T —
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
I

L]

2. Click on the All Assignments pull-down to choose which assignments you want to view in the
gradebook. The default is to show All Assignments, which displays all assignments in all
categories.

F@c U s Gradebook Grades sis BEED Lizette

Teacher Program
01-001-1200320 ALG 1 HON .

v All Assignments ssignm
Totals
Categories
assignments and
homework
quizzes
Tests

Assignments e 418)
Laws of Exponents 1-3 Stations i
Laws of Exponents 1-3 Quiz
Academic Progress/EQC contract
Algebra Nation pgs. 13-16 Exponent Rules z
Algebra Nation Section 7 Topic 2 Pgs. 178-182
Simplifying Radicals Assignment #6 % A
Simplifying Radicals with variables/square and cube roots #7 0% F
Algebra Nation Section 1 Topic 7 Add/Subtract radicals pg 16-18
Algebra Nation Exponential Growth and Decay pg. 187-190 Pﬂ% A
Expressions with Radical Algebra Nation pg. 18-20
Exponents and Radical expressions Unit Test 0% A
Polynomial operations rhombus puzzle

0% A

o w B

%

E G038 4%

Factoring GCF and Difference of Squares Assignment #1

Algebra Review Packet-Functions

Functions Review Quiz 0% A
Polynomials quiz part 1

Polynomial Functions One pager % A
EOQC Algebra and Modeling ECC Review packet #1 Pg. 3,5, 7,8, 9

Selecting to see one assignment versus All Assignments will change the display of the
Gradebook screen. Selecting one assignment will break the screen up into the following
columns: Grade (student name), Student ID, Points, Grade (letter grade), and Comment.
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Multiple Assignments

I Assessments/Projects/Writing

: ] % Add Assignment

18 Students |

Grade Student ID

Carballo, 4 ] 100% A 1875

Collado, + [] es%8B 5255

Deakins, + [] so%B 1495
One Assignment

| Independent Reading Test

2 ] % Add Assignment

18 Students
Grade

Carball

0,

Collado, ¢

Independent Reading Test
:1 0P - 100)
Due 3/19)

Student ID
1875
15255

100
85
80

Paints (100)

100
85

Argumentative Essay
Due 3/23)

Grade

Comment

++* Reports

NG
NG
NG

+* Reports

3. Select a specific category from the pull-down, such as Assessments/Projects/Writing to

display all assignments housed with the selected category.

I Assessments/Projects/\Writing :1

% Add Assignment

18 Students ||

Stude

Car
li
Des
Dix.
Esf

nt Grade | Student ID
i% L] e0%A 21975

+ ] 94%A 05255

2t [J 75%C 21495

- ] &m%B 77537
L] ©5%D 51743

Grade Level

]

]

]

I%g?engent Reading Test

Group
All v
Yellow Team 100
85
Green Team 80
80
Yellow Team 30

IDJ’I
Assigned 319 - Due 3/19)

i

100% A

B5% B
B0% B
90% A

0% F

%Uraumentathe Essay
Assigned 3723 - Due 3723)

i
170 85% B
170 85% B
178 89% B
178 89% B
116 58% F

~*Reports
Reading,(o1 .
Assigned 10/9 - Due 10v9)
i
a5 95% A
=L 99% A
a0 290% A
80 80% B
76 76% C

4. Select Totals from the pull-down to see average points/percentages per category for each
student, as well as the Total Points, and the student's Weighted Grade.

I Totals #] % Add Assignment
18 Students |
Student Student 1D (EeeSSMenTs/Projects/Writing
Carb 021975 365/400 91.250% A
Colla 105255 354/400 88.500% B
Deaki )21495 348/400 87.000% B

Classwork (100 Pts)
(20%)

89/100 89.000% B
90/100 90.000% A
60/100 60.000% D

Participation/Homework ( Vocabulary (10
Pts) (5%) Pts) (15%)

NG
NG
NG

B.5/10 85.000% B
12/10 120.000% A
4.5/10 45.000% F

Total
Points

462.5 /510
456 /510

412.5/510

+#* Reports

L3

Weighted
e

Gra
89.789% A

93.789% A

74.684% C

Custom Grades

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

Gradebook Grades (Teacher Programs)
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sis [JEGN Lizette Garcia High School - 0041 | 2018-2019
F@c (§§- Gradebook Grades '

u;, Teacher Program
01 - 001 - 1200320 ALG 1 HON 4]
a
| § Enter grades by | Points 4 | Include Inactive Students ~ Save
D | | Al Assignments O #% Add Assignment ++* Reports
A 25 Students Lé Show First 9 Assignments
Factoring GCF and EOC Algebra and
o2t Difference of Algebra Review Polynomial Modeling EOC
Functions One
‘S‘ uiaras - (P:g]ckat-Functlons ST ge\raew pacgcagt #
« Student Grade Sl (Assigned 4/15 - Due 4/19) 0] eeSEHLoLy
e et Dusaits) a=gne e A (Rssignod 426 -Duoze) B0 L e

il i i i
= Alare . A [J em%pD| z ® z_ z By 100%A W11 79%C 7 64% D NG 20 100% A
@ Alvar: | ] 86%BrA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
&9 Batt, o [] 74%Ccpa 0 0%F 0 0%F 11 79%C 65 59% F NG 20 100% A
=\ Biond = @& [] e4%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
i Carlic 77}\){ LJ 52% F o A 10, 100% A Q.. 0% F 8. 57%F T 64% D NG 20, 100% A

Caru u 93% A fo A 10 100% A 30 100% A 13 93% A 10 91% A NG 20 100% A

Goc A [ sw%BRAa 10 100%A 0 0%F 13 93% A NG NG 20 100% A

Hel ] ees%BrA 10 100%A 30 100%A 15 107% A NG NG 20 100% A

b |

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

[ Filter |

w;:’
A
| ¢ EEEEETeTT—
®

02 - 001 - 1200310 ALG 1 B
04 - 004 - 1200310 ALG 1 I
06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1
|

L

2. Hover over the asterisk for information on customized grades that may be found in the
gradebook. In the example shown, X is an example of a customized grade.

01 - 004 - ENG 1
Enter grades by = Percent s Inch
% Add Assignment
T Student ID Points (100) Grade
- 3013 X X (X)
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Creating Assignments from the Gradebook for Teachers

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

F@ PXTT] Gradebook Grades 5 High School - 0041 | 2018-2019

& Teacher Program
01-001 - 1200320 ALG 1 HON .
: ]
| & Entergrades by [ Points %/ Include Inactive Students | Save
(D | | A Assignments 4] % Add Assignment ++*Reports
AP 25 Students | Show First 9 Assignments
it E?I"I:‘.ttal:"Lirl;lgect;:sf'=l= and Algebra Review ;lj.l:'rgtﬁ:r:i:l()ne Eﬂooge‘:\l:%; térgcand
d = ia:rgr:;ant # (l:gjckat—Fu netions Raper Ee\r!:u;‘p;ﬁ #
udent Grade hnz) ﬂ‘?’mmﬂ 18-Doe 418) (Assigned 4715 - Due 4/15) {Aasigned 424 - Due 426) ﬁ“lgn-d 423 Dus 425
q i i i i i
= Alvaralg— A ] er%p| z ™ z_ z Wy 100%A M 49 79%C T 64% D NG 20 100% A
¢ Alvar [] 8%B®A 10 100% A 30 100%A B 57%F 7 64% D NG 20 100% A
= Batt, o ] 74%Cra 0. 0%F 0 0%F 11 79%C 6.5 59% F NG 20 100% A
i Biond . ... & || 64%D| Z 10 100% A 0 0%F 12 86%B 7. 64% D NG 20 100% A
ik Carlie | 1 ,:( ) 52%FpA 10 100% A 0 0%F B 57%F 7. 64% D NG 20 100% A
Caru ] 93%A®A 10 100%A 30 100%A 13 93%A 10 91% A NG 20 100% A
Goc A [] e4%BHA 10 100% A 0O 0%F 13 93% A NG NG 20 100% A
Hef |] 88%BrA 10 100%A 30 100%A 15 107% A NG NG 20 100% A
“ n

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

{ Fitter =

L):J
4
| ¢ T —
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

0B - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
I

L]

2. To add an assignment directly from your Gradebook, click the Add Assignment link.
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Independent Reading Test : %| Add Assignment

18 Students H

Clicking the Add Assignment link opens an Add An Assignment pop-up screen to quickly create
a new assignment without having to navigate to the Gradebook Assignments (Teacher

Programs) screen.

() Add An Assignment Copy assignments
Assessments B Check All
Title Points Questions Auto-Fill Poinls ~ Assignment Category < Period 1
: Period 2
October ¢ | 5 & 2018 % || 10:50 pm .
s Period 3
signed .
Period 4
October | 5 ¢ 2018 ¢ || 11:50 pm Period 6
Lue Period 7
October ¢ 5 & 2018 4| 10:50 pm
Publish Ed
Descrigtion
N/A
Requires Complation Of
[ select || 7
N/A
Assign Test
Allow student uploads  Hide from Excluded Restrict To Times
Test Login Pin
Days
Test Review Delay

3. Enter the Title of the assignment into the text box.

4. Enter the number of Points possible in the text box. If this is left blank, then the assignment
will be taken out of 0 points and will count as extra credit.

5. Enter the number of Questions in the text box. This is not required and is typically used
when entering scores based upon questions correct/incorrect.

6. To fill in points for all students, type in the number of points in the Auto-Fill Points text box.
If Auto-Fill Points is added after the assignment is created, it will only auto-fill empty cells for
that assignment.

7. Select an Assignment Category from the pull-down. Note: The Assignment Category must
be set up via Grades > Gradebook Categories & Assignments for teacher or Users > Gradebook

Assignments (Teacher Programs) for administrators before creating assignments but after
combining gradebooks (if applicable).

8. If Third Party Systems has been set up by the district, you will see an additional pull-down
called Third Party System. Select your current LMS (Learning Management System) from the
pull-down, such as ALL In Learning. For more information, see the section titled, Utilizing Third
Party Systems.
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—

(x) Add An Assignment Copy assignments Say

| Check All
Ao | Abert Category & | ¥ [
Title Points Questions Fill Assignment Category Third Party System EXPLORING 2D
Points ART
+ Period 2 -
. 002 - Dabney
Hide from Excluded Abbott
- || Period 3 -
August %] 224 20184 11:23 am 001 - Dabney
Assigned Abbott
) - ) || Period 4 -
August ¥ 223 2018 3 R | - el

Due

9. Select the check boxes to the course sections that will receive this assignment. Selecting
Check All will populate this assignment for all sections.

. Check All
ENG 1
+ Period 1 - 004 - Lizette Garcia
AVID 3
L/ Period 1 - 52 - 001 - Lizette Garcia (Inactive)
FNC BAS SKLS READ E
Period 2 - 003 - Lizette Garcia
Period 2 - 006 - Lizette Garcia

€ Notice that some of the courses cannot be selected or cleared; the course and check
box are inactive (grayed out). To edit data for an inactive course, select the course from
your section pull-down located in the header; the course will become active once
selected.
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High School - 0041 = 2017-2018 |
v 01 - 004 - ENG 1 4th 9 Weeks ]

Co-Teaching
03 - 003 - ENG 4

06 - 001 - ENG 1 THROUGH ESOL
Inactive Courses
01-52-001-AVID3

I Check All
ENG 1
+ Period 1 - 004 - Lizette Garcia
AVID 3
I Period 1 -582-001 - Lizette Garcia
FNC BAS SKLS READE
Period 2 - 003 - Lizette Garcia

Period 2 - 006 - Lizette Garcia

10. Select the Hide from Excluded check box to create an exclusive assignment for a student
or group of students. Students with an asterisk (*) will not see the assignment on the student or
parent portal. This is helpful when a transfer student comes into the class or make-up work has
been assigned.

Title Points Cluestions

11. Select the Assigned and the Due date using the Month, Day, and Year pull-downs or click
the calendar icon. Here you can also set a specific time of assignment or a specific time the
assignment is due on the date selected.
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June 21 413] 20183 |2 11:16 am
Assigned

June $] 11 4] 2018 § |= 12:16 pm

el ‘*-II MW{'I |
-su Mo Tu We Th Fr Sa

1 2

3 4 5 6 T 8 9

10 11 12 13 14 15 16 _

17 18 19 20 21 22 23

mAbigallM 24 25 26 27 28 29 30

12. Select a Publish date to determine when the assignment is visible to parents and students
in the Parent/Student Portal. Note: The assignment will not be visible to parents/students until
the Publish date has passed.

(October 4|5 #| 20183 | 10:50 pm
Assigned

(October 4|5 %| 20182 11:50 pm
Due

(October 4|5 #| 20183 10:50 pm

Publish R
E--- toh i 2018 %

Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 =
7 g8 9 10 11 12 13 3
14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30 3

13. Enter a Description of the assignment. This description will be available when hovering
over the assignment within the gradebook. Note: Depending on district settings, the Description
field may not display.

14. Add files by dragging and dropping them directly from the computer to the files section. You
can also click Select to upload a file. Files can also be scanned via Dynamsoft, a one-time
download that allows the attachment of files directly from the scanner; click the Scanner icon
to utilize this function.
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15. Select the check box to Allow student uploads as a way for students to submit
assignments via LMS. Note: If you are not using LMS, this check box can remain cleared. Note:
Be sure the Due date and time is correct because the students will not be able to upload
documents past the set deadline.

N/A v

Allow
Requires Completion Of

student
uploads

a. If Allow student uploads is enabled, you will also have the option to select the Don't allow
late submissions check box.

16. Select the Exclude from Average check box to ensure the assignment doesn’t count for or
against the students’ averages.

N/A v

Requires Completion Of

N/A

Allow Hide Assign Test Restrict
student from To
uploads Excluded Average Times
Test Login Pin
Days

Test Review Delay

17. You can select another assignment that must be completed before the student is able to
submit this assignment from the Requires Completion Of pull-down. This feature works in
conjunction to LMS; if the district has not enable LMS, this feature will remain disabled.

18. Select the Standards related to the assignment by clicking on the appropriate check box.
This feature is available if standards are loaded and attached to courses.
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i Check All

Third Pary  FIRST GRADE L&ES_GE;IE_Q;BJ_
System Period 1 - 003 - Gesu: - Literature - Integration
LANG ARTS GRADE 1 mﬂﬂﬂ-ﬂ'ﬂﬂm

Period 3 - 006 - Gesu

MATH GRADE ONE LAFS Grade One - 1
Period 5 - 005 - ELIZA - Literature - Craft and
Structure
SCIENCE GRADE ONE
Period 6 - 005 - Gesu: . y
- Literature - Ke
SOC STUDIES 1 Fnﬂ Delails |
Standards

a. Standards are listed by subject. Click on a subject to display the available standards and
select the standard(s) that are applicable to the assignment. Note: More than one standard
can be selected. You can also hover over the standard with your mouse to display the
description entered by the district during standard setup.

FS Gr ne-1-
iterature - Craft an r

v LAFS.1.RL.2.4

v/ LAFS.1.RL.2.5

Explain major differences between
= |books that tell stories and books that
itd give information, drawing on a wide
reading range of text types.

Standards

b. Once the assignment has been created and the standards have been attached, standard
information is accessible via the grade field. Double click the student's grade field to open
standard data. You can also click the gray arrow to expand the section that contains
standard data. Note: If a grade has already been entered, the points will default to the
student's overall grade for the assignment.
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o,

points (N

Highlight

Last Modified
Oct 30, 2018 U‘I:E:‘pm
Standards Points

LAFS.1.RL.2.4

CR soins ot o (N

LAFS.1.RL.2.5

CR oirts out o (OO

¢. Standard grades can be edited as needed from the pop-up window shown above. Once
modified, click OK. The overall grade for the assignment will display as the average of the two
standard scores entered.

L i
63% D

. . Highlight m
— ﬂ — Comments
Mire I 43% F
" LJ v B I U S x
Pos: % [ ems @ Qe
Que it [ 7e%c
Smi 4t [0 93%A
Smith ] 58%F [ Ox | Cancel |
Ums D s [] S54%F Last Modified
Oct 30, 2018 01:35
WioL. __DumdrAhLJ B85% B Co 1Dm
. Standards Points
Wy *% [ es0
LAFS.1.RL.2.4
Average T1% | 78% I roints out of [N

LAFS.1.RL.2.5

R roints out of [N

19. Assign Test allows you to assign students pre-made tests to take online. You can assign a
pin (Test Login Pin) and Restrict To Times, if desired. As well as enter the number of days
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acceptable for a Test Review Delay. The Test feature works in conjunction to LMS; if this
feature has not been enabled, the Test feature will not display.

N/A ¥

Requires Completion Of

N/A v

Aszign Test L
Restrict To Times
Test Login Pin
Days
Test Review Delay

20. When all data has been entered, click the Save button to officially add the assignment.

Check All
ENG 1
< Period 1 - 004 - Lizette Garcia
AVID 3

Period 1 - 52 - 001 - Lizette Garcia (Inactive)
FNC BAS SKLS READ E
Period 2 - 003 - Lizette Garcia

Period 2 - 006 - Lizette Garcia

€ Custom Grade are set up by the teacher via Grades > Gradebook Configuration >
Custom Grades section or can be set up by admin via Users > Gradebook
Configuration (Teacher Programs).
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Configuration

Custom Grades

=

eTT

=]

Grade Display Name Type Remove
= Exc. Exclude

X X Exclude

z z Zero

Exclude ¥

Utilizing Third Party Systems

If an assignment has been set up linked to a third party system as explained in Creating
Assignments from the Gradebook, an icon (set up by the district) will display next to the
assignment title in the header.

| All Assignments * * Add Assignment »*Reports
7 Students ||
FW 1 New 1 TEST22 Test33 AlbAssessment Hello Slava Jamie Assignment 2
(190 100) 100) 100) {190 [101
Student Grade iudent Ip  {Pve &2 Jue V6] Qus &% Jus 2R R A
(] it6 {16 i 6 i i i 6
Ford, u 69% D 00023237 | NG 100 100% A NG 50 50% F 55 55% F NG NG
Gonzalez, i ] 69% D /00056733 NG  100100% A NG 7575%C 28 23%F NG NG
Graves,_ D 29% F 100021500 NG 50 50%F NG 25 25% F 8 8% F 1 10%F NG
Hernandez,. 9| 63% D 00074742 NG 75 75%C NG 50 50% F NG NG NG
Nunez, J* LJ Not Graded 00058340 NG NG NG NG NG NG NG
Nunez, of [ NotGraded 00059340 NG NG NG NG NG NG NG
Rojas, u Not Graded 00060767 NG NG NG NG NG NG NG
Average 58% 81.25% 50% 28.67% 10%

€ Theicon shown will vary from district to district as it can be customized to display any
image desired.

Once linked to the LMS, anything updated in your Gradebook, as it pertains to the linked
assignment, will also populate in your LMS, and vice versa. Therefore, you can enter grades for
students using your Gradebook and the same grade will display in your LMS. The same applies
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to updates made to the assignment itself. Note: Two way synching must be set up in order for
this to take place.

To open the LMS, such as ALL In Learning, click the icon.

Notice the assignments that were created in Focus are noted as Imported: Focus Assignment
under Description.

(@)ALL In Leaming

Dabney's

Item Banks

|

Add New Folder

Jamie Tast Assignmant 3

. ’ ¢ | Activate Actions #
Dascnpuon Importld

Focus Assl-gnmnnt ‘P

Jamie Assignment 2 , s :

Authored by: I-g Dabney » | Activate Actions #
Description: Imported:

Focus Assignment

Last Modified: 2018-08-22 11:22:39

Practice 22 . ) ,

Authored by: Dabney ¢ | Activate Actions #
Description: Imported:

asdf

Last Maodified: 2018-08-07 21:30:08

Editing Assignments from the Gradebook

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

Gradebook Grades (Teacher Programs) Page 29



F@C §}-] Gradebook Grades . Jigh Schaal - 0041 |} 2018-2019

J’ Teacher Program
01 - 001 - 1200320 ALG 1 HON 4]
a
| § Enter grades by | Points 4 | Include Inactive Students ~ Save
D | | Al Assignments O #% Add Assignment ++* Reports
A 25 Students |_é Show First 9 Assignments
Factoring GCF and EOC Algebra and
o2t Difference of Algebra Review Polynomial Modeling EOC
Functions One
‘S‘ uiares - (P:g]ckat-Functlons ST 'F;te\raew pacgcagt #
= Student Grade Sl (Assigned 4/15 - Due 4/19) 0] _ eeSEHLoLy
e et Dusaits) a=gne e y (Rssignod 426 -Duoze) B0 L e

il i i i
= Alvare - A [] em%p| z ™ z. z Wgg 1w00%a B 79%C 7 64% D NG 20 100% A
@ Alvar. | ] 86%BrA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
& | |Bat o [] 74%Ccpa 0 0%F 0 0%F 11 79%C 65 59% F NG 20 100% A
=\ Biond: @ || 64%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
ills Carli: e | s2%FlA 10 100%A 0 0%F B 57%F 7. 64% D NG 20 100% A

Caru u 93% A fo A 10 100% A 30 100% A 13 93% A 10 91% A NG 20 100% A

Goc A ] es%BrA 10 100%A 0 0%F 13 93% A NG NG 20 100% A

Hef u 88% B e A 10, 100% A 30, 100% A 15 107% A NG NG 20 100% A

b | -

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

[ Fitter =

L}:?
A
| ¢ EEEEETeTT—
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
[

L

2. To edit an assignment directly from the gradebook, click on the i in the right corner of the
listed assignment.

M)

Indepe'r)ludlent Reading Test %ﬂr&umntaﬂva Essay P:‘Igtlvaﬂnrna'l Monday Innll:llapandﬂrt Reading

100P - 1
Due 319) 0

121 Jue B g

a. You can also hover over the i for assignment information, such as Title, total Points,
Assigned date, etc., as shown in the image below.
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Indepegudlent Reading Test Argumentative Essay I'fﬂtlvatinna'l N

}1 00P - 1
Due 3/19) Due 3/23) ue 612)
[
Click to Edit
100 A Title: Independent Reading Test
o 8 Points: 100
Assigned: 2018-03-19
a0 B Due: 2018-03-19
= Description:
%0 A Average: 78.13%
Range: 20 to 100

3. Clicking the i opens an Edit An Assignment pop-up screen to edit the corresponding
assignment without having to navigate to the Gradebook Assignments (Teacher Programs)
screen.

Q) Edit An Assignment import CSV File [N Delete Assignment | Save |
Reading Pop Qui: 10 10 Quizzes and Projects %
Tile Points Guestions Auto-Fill Points Assignment Category
December 3| 5 & | 20184 | 10:59 pm
Assigned
December %] 5 #| 2018 %) 11:59 pm
Due
December ¢ | 6 & 20184 10:59 pm
Publish L

Description

A m

Requires Complation Of

] .

L Astign Test
Allgw student uploads  Hige from Excluded Rostrict Te Times

Test Login Pin
Days

Tost Roview Dolay

4. Edit the Title of the assignment by clicking the text box.

5. Edit the number of Points possible in the text box. If this is left blank, then the assignment
will be taken out of 0 points and will count as extra credit.

@ Editing the Points will impact students' grades already entered.

6. Edit the number of Questions entered in the text box. This is not required and is typically
used when entering scores based upon questions correct/incorrect.

7. To fill in points for all students, type in the number of points in the Auto-Fill Points text box.
If Auto-Fill Points is added after the assignment is created, it will only auto-fill empty cells for
that assignment.

8. Edit the selected Assignment Category by selecting another from the pull-down.
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9. Select the check boxes to the course sections that will receive this assignment. Selecting
Check All will populate this assignment for all sections.

Check All
ENG 1

Period 1 - 004 - Lizette Garcia
AVID 3

Period 1 - S2 - 001 - Lizette Garcia (Inactive)
FNC BAS SKLS READ E

Period 2 - 003 - Lizette Garcia

Period 2 - 006 - Lizette Garcia

If the assignment was already created for another course and is selected again here,
the assignment will be duplicated.

10. Select the Hide from Excluded check box to create an exclusive assignment for a student
or group of students. Students with an asterisk (*) will not see the assignment on the student or
parent portal. This is helpful when a transfer student comes into the class or make-up work has
been assigned.

Title Points CQuestions

Hide from Exclueded

11. Select the Exclude from Average check box to ensure the assignment doesn’t count for or
against the students’ averages.

i
Allow Hide Exclude
student from from

uploads Excluded Average

12. Edit the Assigned and the Due date using the Month, Day, and Year pull-downs or click the
calendar icon. Here you can also set a specific time of assignment or a specific time the
assignment is due on the date selected.
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June 21 413] 20183 |2 11:16 am
Assigned

June $] 11 4] 2018 § |= 12:16 pm

el ‘*-II MW{'I |
-su Mo Tu We Th Fr Sa

1 2

3 4 5 6 T 8 9

10 11 12 13 14 15 16 _

17 18 19 20 21 22 23

mAbigallM 24 25 26 27 28 29 30

13. Select a Publish date to determine when the assignment is visible to parents and students
in the Parent/Student Portal. Note: The assignment will not be visible to parents/students until
the Publish date has passed.

(October 4|5 #| 20183 | 10:50 pm
Assigned

(October 4|5 %| 20182 11:50 pm
Due

(October 4|5 #| 20183 10:50 pm

Publish R
E--- toh i 2018 %

Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 =
7 g8 9 10 11 12 13 3
14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30 3

14. Edit the Description of the assignment. This description will be available when hovering
over the assignment within the gradebook. Note: Depending on district settings, the Description
field may not display.

15. Add files by dragging and dropping them directly from the computer to the files section. You
can also click Select to upload a file. Files can also be scanned via Dynamsoft, a one-time
download that allows the attachment of files directly from the scanner; click the Scanner icon
to utilize this function.
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16. Select the check box to Allow student uploads as a way fro students to submit
assignments via LMS. Note: If you are not using LMS, this check box can remain cleared. Note:
Be sure the Due date and time is correct because the students will not be able to upload
documents past the set deadline.

N/A

Requires Completion Of

<«

Allow

student
uploads

17. You can select another assignment that must be completed before the student is able to
submit this assignment from the Requires Completion Of pull-down. This feature works in
conjunction to LMS; if the district has not enable LMS, this feature will remain disabled.

18. Select the Standards related to the assignment by clicking on the appropriate check box.
This feature is available if standards are loaded and attached to courses.

. Check All
- FIRST GRADE LAFS Grade One - 1
Third Party i - Literature - Inte i
System Period 1 - 003 - Gesue gration
LANG ARTS GRADE 1 ﬁwm
+ Period 3 - 006 - Gesu
MATH GRADE ONE LAFS Grade One - 1
Period 5 - 005 - ELIZA - Literature - Craft and
Structure
SCIENCE GHRADE ONE
Period 6 - 005 - Gesu: LAFS Grade One - 1
SOC STUDIES 1 - Literature - Key |deas
|
Standards

a. Standards are listed by subject. Click on a subject to display the available standards and
select the standard(s) that are applicable to the assignment. Note: More than one standard
can be selected. You can also hover over the standard with your mouse to display the
description entered by the district during standard setup.
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r -1-
iterature - Cr n r

v LAFS.1.RL.2.4

« LAFS.1.RL.2.5

Explain major differences between
books that tell stories and books that

itd give information, drawing on a wide
reading range of text types.

Standards

b. Once the assignment has been created and the standards have been attached, standard
information is accessable via the grade field. Double click the student's grade field to open
standard data. You can also click the gray arrow to expand the section that contains
standard data. Note: If a grade has already been entered, the points will default to the
student's overall grade for the assignment.

Friends Words and Phrases Hm%ﬂbuhm
10/30) ﬂ:m

Last Modified

gct_an. ?I'.HE ﬂi:E*Mpm

Standards Points
LAFS.1.RL.2.4

R oirts out of (NN

LAFS.1.RL.2.5

ERN voins ot of (N

c. Standard grades can be edited as needed from the pop-up window shown above. Once
modified, click OK. The overall grade for the assignment will display as the average of the two
standard scores entered.

Gradebook Grades (Teacher Programs) Page 35



Highlight m

- T* - Comments

Mire

Pos ;r't L: 87%8 z et B I US x
Que i 0 72%c

Smi i‘t L) B83%A

- RO oo 3 =3

Lime - I L) B54%F Last Modified

Wig, . . .. Custody Ak | 85%8B E:ﬂ ?(I‘IBU‘I:Eﬁqpm

Wy i—t ] 84%D Standards Points

e e Lot IEII;I-:E out of _

|AFS 1 RI_2.5

CEEE ooints out of (LI

19. Assign Test allows you to assign students pre-made tests to take online. You can assign a
pin (Test Login Pin) and Restrict To Times, if desired. As well as enter the number of days
acceptable for a Test Review Delay. The Test feature works in conjunction to LMS; if this
feature has not been enabled, the Test feature will not display.

20. When all data has been edited, click the Save button.

_ Import CSV File I Delete Assignment

| Assessments/Projects/Writing ¥ |
Assignment Category

Deleting an Assignment from the Gradebook for a Teacher

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.
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F@C §}-] Gradebook Grades . Jigh Schaal - 0041 |} 2018-2019

J’ Teacher Program
01 - 001 - 1200320 ALG 1 HON 4]
a
| § Enter grades by | Points 4 | Include Inactive Students ~ Save
D | | Al Assignments O #% Add Assignment ++* Reports
A 25 Students |_é Show First 9 Assignments
Factoring GCF and EOC Algebra and
o2t Difference of Algebra Review Polynomial Modeling EOC
Functions One
‘S‘ uiares - (P:g]ckat-Functlons ST 'F;te\raew pacgcagt #
= Student Grade Sl (Assigned 4/15 - Due 4/19) 0] _ eeSEHLoLy
e et Dusaits) a=gne e y (Rssignod 426 -Duoze) B0 L e

il i i i
= Alvare - A [] em%p| z ™ z. z Wgg 1w00%a B 79%C 7 64% D NG 20 100% A
@ Alvar. | ] 86%BrA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
& | |Bat o [] 74%Ccpa 0 0%F 0 0%F 11 79%C 65 59% F NG 20 100% A
=\ Biond: @ || 64%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
ills Carli: e | s2%FlA 10 100%A 0 0%F B 57%F 7. 64% D NG 20 100% A

Caru u 93% A fo A 10 100% A 30 100% A 13 93% A 10 91% A NG 20 100% A

Goc A ] es%BrA 10 100%A 0 0%F 13 93% A NG NG 20 100% A

Hef u 88% B e A 10, 100% A 30, 100% A 15 107% A NG NG 20 100% A

b | -

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01 - 001 - 1200320 ALG 1 HON .

[ Fitter =

L}:?
A
| ¢ EEEEETeTT—
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
[

L

2. To edit an assignment directly from the gardebook, click on the i in the right corner of the
listed assignment.

M)

Indepe'r)ludlent Reading Test %ﬂr&umntaﬂva Essay P:‘Igtlvaﬂnrna'l Monday Innll:llapandﬂrt Reading

100P - 1
Due 319) 0

121 Jue B g

a. You can also hover over the i for assignment information, such as Title, total Points,
Assigned date, etc., as shown in the image below.

Gradebook Grades (Teacher Programs) Page 37



Inﬂepegndlant Reading Test Argumentative Essay I':‘Iul:;tlvatiunal N

100P - 1
Due 3/19) Due 3/23) ue 612)
i
100 A Title: Independent Reading Test
o 8 Points: 100
Assigned: 2018-03-19
80 B Due: 2018-03-19
Description:
0 A Average:78.13%
Range: 20 to 100

Clicking the i opens an Edit An Assignment pop-up screen to edit the corresponding assignment
without having to navigate to the Gradebook Categories & Assignments screen.

@ Edit An Assignment Import CSV File | Delete Assignment
Independent Rear 10 10 [ Quizzes and Projects 3]
Title Points Questions Auto-Fill Points Assignment Category
[December ¢ 5 3 20184 10:59 pm
Assigned
[December ¢ 5 & 20184 1l 11:59 pm
Due
[ December ¢ 6 #| 20184 10:59 pm
Publish |
Description
[NiA ¥
Requires Completion Of
st B2
- i . (NA | |
o = Assign Test (]
Allow student uploads  Hide from Excluded Restrict To Times
Test Login Pin
Days
Test Review Delay

3. To delete the assignment, click the Delete Assignment button.

_ Import CSV File Delete Assignment Save “L

| Assessments/Projects/Writing % |
Assignment Category

A fyou delete an assignment, the assignment will be removed from all sections.
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€ Once deleted, teachers can access the Deleted Assignments report via Grades >
Gradebook Reports.

Entering Grades via Imported CSV Files

Scores can be imported into the gradebook using a CSV file. First, create the assignment.
Then, prepare a CSV file that includes a column for Student IDs (student_id) or Local IDs
(custom_53) and a column for student scores/grades. The scores can be entered as points
or as percentages.

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

High School - 0041 W 2018-2019
F@C (§-{ Gradebook Grades

Teacher Program

i 01001 - 1200320 ALG 1 HON ™ n
| & Entergrades by |FPoints 4| Include Inactive Students = Save
(D | | A Assignments 4] % Add Assignment +# Reports
" 25 Students | Show First 9 Assignments
s E?fcl‘:?;ir?ge?;f:F and Algebra Review ;::!;tﬁ:r:i:l()ne E!ougeﬂ:?; térgcand
R ey rincion s o bt
4 Student Grade g gl?:igmdmﬁ - Due 4118) (Rssianed is: bue 4131 mg"“""’ el ) gsslg:mr; u;a’ Due 4/25)
= i i i i
= Alvare A [J emwp|z ™z, z g 100% A M 11 79%C 7. 64% D NG 20 100% A
|| Avar ] 8e%BHA 10 100% A 30 100%A 8 57%F 7 64% D NG 20 100% A
& | |Bat Vg ] 74%cCrA 0. 0%F 0. 0%F 11 79%C 6.5 59% F NG 20 100% A
i Biond . @ || e4%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
il | |cadtie vt [J s2%FRkA 10 100%A O 0%F 8 57%F 7 64% D NG 20 100% A
Caru ] 93%AnA 10 100% A 30 100%A 13 93%A 10 91% A NG 20 100% A
Goc A ] es%BRA 10 100%A 0 0%F 13 93% A NG NG 20 100% A
Hef [] 88%BHA 10 100% A 30 100% A 15 107% A NG NG 20 100% A
» _.

1. Click the section pull-down to change gradebooks for the teacher to a different section.
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Gradebook Grades

Teacher Program

01-001-1200320 ALG 1 HON

| Filter | -

J_'J
4
|+ T —
®

02 - 001 - 1200310 ALG 1 B

04 - 004 - 1200310 ALG 1 I

06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
I

L]

2. To import scores once the assignment as been created and the CSV file prepared, click the i
in the right corner of the listed assignment to edit and import.

M)

Ind dent Reading Test A ntative E Motivational Mond Independent Readi
EEEEQE‘“ Ieru eading um-e ve Essay . .. orna onday "u; n ng

(23 [ Dye 8121 e B g2

a. You can also hover over the i for assignment information, such as Title, total Points,
Assigned date, etc., as shown in the image below.

Independent Reading Test Argumentative Essay Motivational M
10)

100F - 10Q)
Due 3/19) Due 3/23) ue 612)
i
100 A Title: Independent Reading Test
B 8 Points: 100
Assigned: 2018-03-19
80 B Due: 2018-03-19
Description:
0 A Average:78.13%
Range: 20 to 100

Clicking the i opens an Edit An Assignment pop-up screen to edit the corresponding assignment
without having to navigate to the Gradebook Assignments (Teacher Programs) screen.
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® Edit An Assignment Import CSV File || Delete Assignment

Independent Rea 100 10 | Quizzes and Projects ¥ |

Title Points Questions Auto-Fill Points Assignment Category

| December ¢ | 5 %| 2018 % \J 10:59 pm

Assigned

| Decernber % | 5 vl 20184 \_] 11:59 pm

Due

| Decernber 3| 6 | 2018 % \J 10:59 pm

Publish |

Description

NIA L3

Requires Completion Of

£ »
NiA L]
g Assign Test o
Allow sludent upleads  Hide from Excluded Restrict To Times
Test Login Pin

Days
Test Review Delay

3. Click the Import CSV File button to upload and import grades.

Import | Import CSV File |} Delete Assignment I Save ﬂ

| Classwork
Assignment Category

€ Importing grades must be done by section; importing cannot take place for multiple
sections at once.

4. In the pop-up window, click Choose File and select the CSV file from your computer.

onse your CSV file:
Choose File Mo file chosen

What type of Score values are in the file:

) Points (' Percent

Student ID Column | 1 4|

Score Column| 2 %
Upload

5. Select the type of score values included in the file, Points or Percent.

6. From the Student ID Column pull-down, select which column in the file contains the Student
IDs. The student IDs must match what is in Focus or the import will not work.
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7. From the Score Column pull-down, select which column in the file contains the scores.
8. When all information has been entered and the file selected, click Upload.

9. Once uploaded, the scores are imported to the Gradebook and will be listed for the selected
assignment.

Gradebook Reports

Selecting a user from the User List navigates to the teacher's Gradebook screen where there
are various options available.

F@C §}-] Gradebook Grades Jigh Schaal - 0041 |} 2018-2019

Teacher Program

- 01- 001 - 1200320 ALG 1 HON )] u
a
| § Enter grades by IF‘omtsiﬂ I Include Inactive Students = Save
D | | Al Assignments O #% Add Assignment ++* Reports
A 25 Students '-é Show First 9 Assignments
e E?E?S:'&%F and Algebra Review ;::-r:':ﬂ:r:i:ltjne E!ooc ﬁ:ﬁ; Léraa gnd
4 ||s Ament#1  fo o unctions ager Possraa
udent Grade 12 S&-igmd 446 - Due 4/18) = (Assigned 4/24 - Due 4/26) géslgmd 4/23 - Due 4/25)
= i . i
= Alvare A [] em%p| z ™ z. z Wgy 100%A M 11 79%C 7 64% D NG 20 100% A
|| Avar ] 8e%BHA 10 100%A 30 100%A 8 57%F 7. 64% D NG 20 100% A
& | |Bat Yt ] 7echkAa 0 0%F 0 o%F 1 78%C 65 59% F NG 20 100% A
=\ Biond: @ || 64%D| Z 10 100%A 0 0%F 12 86%B 7. 64% D NG 20 100% A
il | | carlic o [ se%FmA 10 100%A 0 0%F 8 _ 57%F 7. 64% D NG 20 100% A
Caru u 93% A lo A 10 100% A 30 100% A 13 93% A 10 91% A NG 20 100% A
Goc A [] sa%BRA 10 100%A O 0%F 13 93% A NG NG 20 100% A
Hef ] ss%BrA 10 100%A 30 100% A 15 107% A NG NG 20 100% A
- .

1. Click the section pull-down to change gradebooks for the teacher to a different section.

Teacher Program

01-001 - 1200320 ALG 1 HON

[ Fitter =

L}:?
A
| ¢ EEEEETeTT—
®

02 - 001 - 1200310 ALG 1 B
04 - 004 - 1200310 ALG 1 I
06 - 007 - 12073008 LIB ARTS MATH 1

07 - 002 - 1200310 ALG 1 |
] I I
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2. The Gradebook module offers numerous reports; to access them, click the Reports button
directly below the Save button in the upper-right corner of the screen. A list of different reports
will display. Click the report to generate the chosen report.

Enter grades by = Percent ] Include Inactive Students Save

»o* Reporis

Grade Breakdown Graphs
Argumentative Missing Grades
Eﬁll Failing Graldes
Extra Credit Grades
i Highlighted Grades
Excused Grades
Custom Grades
N Transferred Students
n Progress Reports
Blank Gradebook
Gradebook Audit Trail
M Student Participation
N Learners Proficient

Test

X m »* T T P

€ Forinformation about each of the listed report, see the article titled, Gradebook
Reports (Teacher Programs).

3. If areport is generated via Gradebook, when finished viewing the report, click Back To
Gradebook.

| €)  Return To Gradebook ‘

Excused Grades

All students who have been excused from an assignment. You can excuse a student from an assignment by entering any of * or X in the Include Inactive Students  Save
gr1a i;i?:;:d grade |
Student Assignment Points % Grade Comments Assigned Due
Farrington, Independent Reading Test " 1100 Excluded x Mar 19, 2018 Mar 19, 2018
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