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About This Manual
Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released inmultiple volumes tomeet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature andmyriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

l Bold indicates user interactions such as a button or field on the screen.
l Italics indicate the option to select or text to enter.
l Notes, Tips, References, and Cautions display in themargin to provide additional information.

Notes provide additional information
about the subject.

Tips suggest advanced options or
other ways of approaching the
subject.

References list another source of
information, such as another manual
or website.

Cautionswarn of potential problems.
Take special care when reading
these sections.

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements andmake sure the district’s computer hardware and softwaremeet theminimum
requirements.

Software and Document History

Document
Version

Release
Date

Software
Release Description

7.0 May 2017 2018

Updates:

l Updated Setting Grade Book Main Options for viewing
Curriculum Maps

l Updated Class Manager for:

l Added note about Additional Staff to Can Edit Scores
l Removed Show Deleted Classes option

l Removed Excluding, hiding in Portal, Notes, and Comments
from Using Standards Mode in Entering Scores.
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Document
Version

Release
Date

Software
Release Description

8.0 Dec 2017 2018.01

Updates:

l Added Grade Book and Google Classroom

l Added Recording Activity Notes

l Updated Creating Progress Reports for the Include Dropped
Classes option.

l Clarified how standards transfer in Transferring Student
Scores

9.0 Jun 2018 2019

Updates:

l Updated Grade Book and Google Classroom for Google
Classroom synchronization options

l You can now enter four digits and four decimal places when
Entering Scores

l Updated Quick Assignments for disabling Google Sync.

l Added Show Section ID and Course Name to Filters,
Options, and Sorting in Setting Grade Book Main Options

l Added Configuring Standards in District Grade Book Setup

l Added Adding Accommodations to Entering Scores

10.0 Dec 2018 2019.01

Updates:

l Updated Configuring Academic Standards with new options
for Auto Fill Standards Scores

l Updated Assignments to include new options when copying
assignments

l Added Other Settings to Configuring Grade Book Score
Types to change the drop-down to a text box when entering
rubric scores

l Updated Transferring Student Scores for (All Matching
Students) option

l Updated Setting Up a Class Website for editing methods

l Updated Detailed Progress Report for new Charts options

l Updated Grade Book and Google Classroom with new
General Options settings and Assignment Synchronization
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Document
Version

Release
Date

Software
Release Description

11.0 Jun 2019 2020

Updates:

l Added a note to Adding Assignments updating Show only
when scored functionality

l Updated Using Assignment Listing Screen to include
additional page size options

l Added content to existing note about Invalid Value Entered!
message in Using the Grade Book Main Screen in Entering
Scores

l Added note to Using Standards Mode in Entering Scores
about enhanced navigation in Standards View

l Added New Grade Book with Rich Course Content

l Added Using the Student Profile Screen

l Added Class Standards Report to Creating Reports

12.0 Mar 2020 2021

Updates:

l Added Using Student Workload

l Added District Course Curriculum

l Reorganized content and added Using New Grade Book as
its own chapter

l Updated Using New Grade Book to include Quick Filters and
View By options

l Added Using Standards-Based Grading

l Added Using Submissions in New Grade Book

l Added Google Docs and Rich Course Content in Google
Drive
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Overview of Grade Book
Grade Book allows teachers to:

l Track student performance on assessments such as homework, quizzes, and projects
l Set up online resources in Grade Book such aswebsites or documents to share with students
via the StudentVUE portal

l Determine the assignments tomake accessible to parents and students through ParentVUE
and StudentVUE, the student and parent portals (if used by the district/school)

The classes, marks, and enrollment information synchronize between
Synergy SIS andGrade Book to reduce data entry. Grade Book requires
a separate license to activate.

This guide illustrates how teachers create and grade assignments in their classes. There are a
number of reports generated from the information. This guide reviews the available reports and
shows how to customize and print these reports.

Grade Book supports either elementary custom report cardswithin Grade Book or secondary
custom report cardswithin Synergy SIS.

l Elementary custom report cards grade students on state and school standards, and the report
cards are printed fromGrade Book from custom templates. These grades are not
synchronized with Synergy SIS.

l Secondary custom report cardswithin Synergy SIS report the grades students received for
the sections theywere enrolled in. To print the report cards fromSynergy SIS, the final grade
for each sectionmust be posted fromGrade Book to Synergy SIS. Secondary custom report
cards are typically used in secondary schools.

Teachers are assigned to one of two roles within Grade Book, depending on the type of report card
used.

l The Teacher role is for teachers using standards-based report cards, generally elementary
school teachers.

l The Secondary Teacher role is for teachers using the Synergy SIS report cards, generally
middle school and high school teachers.

Grade Book screens and functionality are slightly different for each of these two roles and are
specified in the different Grade Book user guides.
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Using this Guide
The purpose of this guide is to help teachers set up andmaintain their Grade Books, and to assist
them in completing Report Cards. Your school may not use all of the functionality of Grade Book.

This guide outlines the threemain phases that you go through when using Grade Book:

l Setting upGrade Book at the beginning of the school year
l UsingGrade Book throughout the school year
l Completing Report Cards at the end of grading periods

Themenus in Grade Book can be customized to adjust the options available for each category of
user (teachers, principals, etc.) Therefore, themenus that you see on your version of Grade Book
may not match themenus you see in thismanual.
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Logging in to Grade Book
How you log in to Grade Book depends on your role.

l Teachers and Staff with TeacherVUE access – Log into Grade Book through TeacherVUE. .

See theSynergy SIS - TeacherVUE User Guide for login
instructions.

l Principals, Report Card Specialists, and District Staff who do not have TeacherVUE access –
Log in to Grade Book through Synergy SIS.

Logging in as a Principal, Report Card Specialist, or District Staff

1. Enter your Login Name andPassword.
2. ClickLogin.

SynergyLog In Screen

3. Navigate toSynergy SIS > Grade Book > Grade Book Admin Login.
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4. With a school and school year selected, clickOpen Grade Book.

Grade BookAdmin Login Screen

Grade Book opens in a new window with the Focus Selections screen.

The focus is not set to any class or grading period, by default. A
focusmust be selected to view class grades. Principals and other
staff can view any class that they have access to, but they cannot
change the grades.

Grade BookScreen

Selecting the focus of Grade Book

1. Select theSchool Year, School, Enrollment Period,Class, andGrading Period in the
Focus Selectionswindow.

The focus selector has different information depending on your role.

2. ClickSelect.
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Setup Overview

Your district may have set default settings for your school . These defaults
may be set for:

l Subjects
l Assignment Types
l Grade Book Score Types
l Report Card Score Types
l Grade BookComments

Your district may require you to use the pre-configured settings. However,
the district may allow teacher to create your own custom types in Grade
Book.

This section explains how to create Grade Book setup customizations for your classes. The
functionality available to you within Grade Book depends on the permissions set by your school or
district. Youmay have the ability to create your own settings and use themwithin the Grade Book
Setup or youmay be restricted to the district defaults. You cannot delete the district set defaults
regardless of permissions, but may be allowed to:

l Copy the district defaults andmodify a version owned by you
l Create and use your own settings
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Grade Book Setup

Accessing Grade Book Setup Screen

SelectGrade Book Setup from theGrade Book menu.

Grade BookSetup Screen

You can perform the following from theGrade Book Setup screen:

Not all teachers have the access or permission to create their own items in
the Grade Book Setup screen. Some teachersmay be required to use
only subjects created by their district.

l Grade Book Setup – Teachers use theAssignment Weighting,Grade Book Settings,
andStandards tabs to configure their classes.�

l Class Settings – Teachers use this tab to configure their classes to determine if they are
using StandardsMode, how theOverall Grade is determined, the score type used for the
overall grade, type of Analysis Bands, and if the final grade displays in ParentVUE.�

l Assignment Types – Configure assignment types.�

l Grade Book Score Types – Define grading scales used to grade or score assignments.�

l Report Card Score Types – Define report card types.�

l Grade Book Comments – Define comments used in report cards.�
l Scoring Rubrics – Teachers use Scoring Rubrics to create rubrics used with Drop Box
Grader.�
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Grade Book Alerts and Notifications

Class notifications alert you to any changes in Grade Book or remind you when new setup is
needed.

1. Select theGrade Book Settings tab in Grade Book Setup screen.
2. Select the alerts and reminders you want to receive.

Grade BookSetup Screen, Grade BookSettingsTab

l Alert me when students are added – Displays aGrade Book alert any time a new
student is added

l Remind me to delegate new students – Applies to teachers who delegate students
to other teachers for Report Cards

l Remind me when a custom report card is setup – Alerts you when your district
has created a new report card

l Remind me to set final grade config for new students – Reminds you to configure
the final grade setting for a new student

Configuring Assignments

Assignment Setup

There are several settings that apply to assignments that you create. New assignments are based
on the Assignments Types that you or your district have defined and the default settings you choose
on the Grade Book Setup tab. You can:

l Set the default grading period for new assignments.
l Inherit or remove the district created non-mandatory assignments.
l Set whether rounding is used to determine the final grade.
l Set an interpretation scale to reduce the impact of a score of zero on a final grade.

You can perform the following on theAssignment Weighting tab:

l Set the weighting score for assignments and how those scores are determined.
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Setting the Default Grading Period for New Assignments

1. Select the Grade Book Settings tab on theGrade Book Setup screen.
2. Select one of the following options in Grading Period Default For New Assignments:

l Assignment Due Date – Places new assignments into the grading period that the
assignment due date falls.

l Assignment Date – Places new assignments into the grading period that the
assignment date falls.

l Current Period in Grade Book – Places new assignments into the active grading period
the teacher is focused to in Grade Book.

l MyLast Selection – Places new assignments into the grading period based on your last
selection.

Grade BookSetup Screen, Grade BookSetting Tab

Setting District Grade Book Settings

Some districts create a District Grade Book for the different grade levels at their school. The district
can addmandatory and non-mandatory assignments to each grade level’s District Grade Book. The
district can push assignments from the District Grade Book into the teacher’s Grade Book.

l For mandatory assignments:

l Teachersmust usemandatory assignments
l Teachers cannot removemandatory assignments

l For non-mandatory assignments, if the assignments were not pushed to the schools,

l Teachers can inherit non-mandatory district classes
l Teachers can remove non-mandatory classes
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1. Select theGrade Book Settings tab in the Grade Book Setup screen.
2. Make selections under District Grade Book Settings:

l Inherit Assignments from the District Grade Books – Select to inherit your district’s non-
mandatory District Grade Book. District-created assignments display in your Grade
Book.

l Remove District Grade Book Entries – Click to remove the district-created
assignments for the current class.

Grade BookSetup, Grade BookSettingsTab

You can remove district created assignments from other classes.

a. Click the class link in the right corner of the screen. The Focus
Selections screen displays.

FocusSelection

b. Select the new class from theClasses field.
c. ClickSelect.
d. Repeat steps.

Configuring Assignment Scoring Settings

It is important to understand how Grade Book calculates the student’s progress in order to use
Grade Book effectively and to explain a student’s grades to parents and guardians.

There are twomethods to calculate assignment scores:

Total Points Method

Teachers who use the Total PointsMethod base their grades on total point calculation.

l Each assignment type is worth the same amount of points based on Category or Assignment
TypeWeighting.

l Assignments can be weighted or not based on the assignment point value.
l Grades are determined by dividing the number of points earned by total points possible.
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Scenario 1 - Maximum Score and Assignment Points are equal:Using this weightedmethod,
an example student’s grade is 52% for the assignment types scored in Grade Book.

In this scenario, the 20 point Quiz has twice the weight of the 10 point Journal, and the 90 point
Project is worthmore than all of the other assignments types combined. A poor score on the 90 point
Project drastically alters a student’s grade.

Scenario 1

Scenario 2 - Maximum Score and Assignment Points are NOT equal and all Points are set
to 1:Using this non-weightedmethod, an example student’s grade is 71.6% for the assignment
types scored in Grade Book.

In this scenario, all of the assignments have equal weight of one point. A poor score on the Project
minimally affects the student’s grade, as it is worth only one point in the grade book; the same as the
other assignments.

Scenario 2

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 2: Grade Book Setup 23

Scenario 3 - Maximum Score and Assignment Points are NOT equal:Using thismethod, an
example student’s grade is 63.8% for the assignment types scored in Grade Book.

In this scenario, the assignments are weighted by assigning them different point values. A low score
on the Project affects the student’s grademore, as it is worth five points. Likewise, Homework is
worth the least amount of points per assignment and therefore holds the least weight, unless there
are sufficient homework assignments that the number of points equals the points for the project.

Scenario 3

Weighted Categories Method

Teachers who use theWeighted CategoriesMethod base their grades on calculating the final grade
based on the grademultiplied by the weight of the different assignment types.

l Weight the assignment categories differently. For example: Homework 15%, Project 35%,
Journal 25%, andQuiz 25%.

l Each assignment has a point value, which is then calculated into a percentage of its overall
category value.

l Grades are determined for each assignment type.
l The grade is the sum of the points earned divided by points possible multiplied by the category
weight.

In theWeight CategoriesMethod scenarios, the assignments are weighted by assigning them
different percentage values. A score on an assignment that has a high point score AND high
percentage affects the student’s grademore. Likewise, an assignment that has a low score AND low
percentage affects the grade the least.

Scenario 4 – Weighted Categories Method: In this scenario, the student’s grade is 74.1% for the
assignments scored in Grade Book. The Project assignment has a higher percentage and point
score than the other assignments.

Scenario 4
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Scenario 5 – Weighted Categories Method: In this scenario, the student’s grade is 69% for the
assignments scored in Grade Book. The Project assignment has a lower percentage, but a higher
point score than the other assignments.

Scenario 5

Scenario 6 – Weighted Categories Method: In this scenario, the student’s grade is 65% for the
assignments scored in Grade Book. All assignments have the same percentage, but different point
scores.

Scenario 6
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Setting Assignment Weights, Dropped Scores, and Default Points

The Assignment Typesmust be defined by you or your district prior to setting assignment weighting.

The Assignment Weighting tab enables you to have different assignment type weighting for your
linked or shared classes. For example:

l Amath classmay have homework, test, and quizzes, but not necessary any projects. You
may choose not to include projects in the overall weight calculation.

l A remedial classmay have students to do themajority of their graded work in class. Youmay
weigh the in-class assignments heavier than the homework for just that class. See
Configuring Assignment Scoring Settings.

Only the primary teacher can set assignment weights for shared classes.

Grade BookSetup Screen, AssignmentWeighting Tab

1. Select theAssignment Weighting tab.

2. Select the assignment types you want to see.�
l Only Show My Types – Select if you created your own assignment types and do not
want to use the district default assignment types.

l Add My Types to the District Types – Select if you are using any of the district
assignments types and your own assignment types.

3. Select theClass.�
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4. Set the appropriate values to weigh the different types of assignments:

l Weight (%) – How much weight each assignment type holds in relation to the other
assignment types. The sum of all the weightsmust equal 100%. If you do not use
weights, enter 0 for each assignment type.�

l Drop Scores – The number of scores to exclude from the final grade calculation. For
example, enter 2 for Homework if you want to drop the two lowest homework scores.
Enter 0 if you do not want to drop any scores.�

l Default Possible Points – The default number of points possible for each assignment
of that type.
For example, enter 10 for Homework if most of your homework assignments will be
worth 10 points; you can override this value when creating assignments. Enter 0 of you
would prefer to default the points to zero.�

5. Select any other classes to apply these assignment weights.�
l Select individual classes to set those classes in the sameway.
l Select Select All Classes to set all of your classes the sameway.

6. SelectAllow class weighting to be set up by grading period to set class weighting by
grading period, if needed.

l Select grading periods.

TheGrading Period currently in focus displays and any additional
periods that share the sameweighting are selected.�

7. ClickUpdate. A message displays indicating your updates are complete.

Final Grade Rounding Setting

Both the Class Percentage and the ClassMark can be rounded.

Not all teachers have the access to ClassMark rounding options. District
level settings control this option.

The following is an example of how the rounding settings affect a student’s final grade.

For the Class Percentage, assume that a student has a class percentage of 89.978%. Here is the
effect theClass Percentage rounding settings have on the grade displayed.

Rounding On Rounding Off
Whole number Only 90% 89%
1 decimal 90.0% 89.9%
2 decimal 89.98% 89.97%
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For the classmark, assume that a school’s grading scale is as follows:

A: 100.00 – 90

B: 89.99 – 80

C: 79.99 – 70

D: 69.99 – 60

F: 59.99 – below

Assume a student has a class percentage of 89.98% and the class percentage was set toRounding
On and 2 decimals. The effect theClass Mark rounding settings have on the final mark are:

Rounding On Rounding Off
Whole number Only A - 90% B - 89%
1 decimal A - 90.0% B - 89.9%
2 decimal B - 89.98% B - 89.97%

Rounding Class Percentage Default

You can specify the default value for the type of rounding you want for the overall scores that display
onGrade BookMain for all classes.

See Configuring Class Settings to change the rounding by class.

1. Select theGrade Book Settings tab.
2. Set theClass Percentage rounding toRoundingOn orRoundingOff.
3. SelectWhole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting applies

automatically.

Grade BookSetup Screen, Grade BookSettingsTab
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Rounding Class Mark Default

You can specify the default value for the type of rounding you want to apply to classmarks.

See Configuring Class Settings to change the rounding by class.

1. Select theGrade Book Settings tab.
2. Set theClass Mark rounding toRoundingOn orRoundingOff.
3. SelectWhole Number Only, 1 Decimal Place, or 2 Decimal Places. The setting applies

automatically.

Grade BookSetup Screen, Grade BookSettingsTab

Setting the Interpretation Scale

The Interpretation Scaleminimizes the effect of a low grade on the student’s overall grade in the
class. An Interpretation Scale is a Report Card Score Type that allows assignment scores be
interpreted as other scoreswhen calculated by grade book.

The zero negatively impacts the student’s overall grade when a student earns a zero on an
assignment for not turning it in. An interpretation scale can calculate that zero in Grade Book as a
different score, such as 59%. A 59% is still within the failing range, but the failing grade has less of an
overall impact when the final grade is calculated.

InterpretedGradeOnGrade EntryScreen InterpretedGradeOnGrade BookMain Screen
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The teacher or district can create a Report Card Score Type that has adjusted values and is
available as an Interpretation Scale. It displays on the Interpretation Scale list on teacher’sGrade
Book Settings tab in the Grade Book Setup screen.

Grade BookSetup Screen, Grade BookSettingsTab

l To create an interpretation scale, create a Report Card Score Type with adjusted values and
select Available as Interpretation Scale.

Grade BookSetup Screen, Report Card Score TypesTab, RC Score Type

Only include the scores that will be interpreted because if all scores use
interpretation, you could receive unexpected results that require additional
explanation to students and parents.

Examples:

l If a student received a 93% on all assignments, their score should
be 93%. However if the Value is set at 100%, theywould receive
100%.

l If a student received 100% on all assignments, their score should be
100%. However, if the Value is set at 95%, theywould receive a
95%.

You can remedy this by selectingHide Final Score.
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l To use an interpretation scale:

1. Select theGrade Book Settings tab on theGrade Book Setup screen.
2. Select an interpretation scale. A confirmation dialog displays.

Grade BookSetup Screen, Grade BookSettingsTab

3. ClickYes to apply the interpretation scale to existing results and final markswithin
Grade Book.

Configuring Assignment Types

Assignment Types are the assignment categories. Grade Book comeswith some pre-configured
assignment types, that you can edit or delete. Assignment Types typically include:

l Homework
l Projects
l Quizzes
l Tests

l Participation
l Reports
l Exams
l Presentations

Use theAssignment Types tab in the Grade Book Setup screen to configure assignment types.

Grade BookSetup Screen, Assignment TypesTab
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Adding Assignment Types

Not all teachers have the access or permission to create their own
assignment typeswithin Grade Book. Some teachersmay be required to
use only the types created by their district.

1. Select theAssignment Types tab in the Grade Book Setup screen.
2. ClickNEW to add a new row.

Grade BookSetup Screen, Assignment TypesTab

3. Define the Assignment Type:

l Enter theMeasure Type andSequence.

The sequence is the order that the assignment types display
when working with assignments.

l SelectYes in theDue Date column if the assignment can have an assigned due date.

Projects and homework typically have due dates. Quizzes and
tests usually do not.

l SelectYes in the Locked column if the assignment cannot be used by teachers.

Only use this option if your district no longer uses this
assignment type.

Use instead of deleting if the assignment type was used in the
current school year.
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l Select a color to identify the assignment type.

a. ClickDefault in the Measure Type Color Picker. The color picker window
opens.

b. Select the color and clickOK.

Color Picker Window

4. Click +INSERT.

Editing Assignment Types

Do not edit assignment types after the school year has started because it
can be confusing to parents and students.

1. Select theAssignment Types tab in the Grade Book Setup screen.
2. Hover over the assignment type until the delete and edit icons display.

3. Click to open all rows for editing or to open a single row.

Grade BookSetup Screen, AssignmentsType Tab

4. Make the necessary changes to the assignment type. The icon displays on the edited
row.

Grade BookSetup Screen, Assignment TypesTab

5. ClickSAVE.
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Deleting Assignment Types

Do not delete assignment types used in the current school year because it
can affect weighting. Lock the assignment type instead.

Deleting an Assignment Types removes the type from the drop-down and it cannot be reinstated.

1. Select theAssignment Types tab in the Grade Book Setup screen.
2. Hover over the assignment type until the delete and edit icons display.

Grade BookSetup Screen, Assignment TypesTab

3. Click on the row to delete. The icon displays on the row.

Grade BookSetup Screen, Assignment TypesTab

4. ClickSAVE. A confirmationmessage displays.
5. ClickOK to delete the assignment type.

Hiding Assignment Types

Hiding an Assignment Type removes the type from the drop-down, but it can be reinstated.

1. Click .

Measure Type Screen
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2. Determine the classes that use the Assignment Type.

l Default State – Toggle betweenShow andHide.�

l Class Setting – Toggle betweenShow andHide if different from the Default State.�

3. ClickSave.

Viewing Deleted or Hidden Assignment Types

1. Select theAssignment Types tab on theGrade Book Setup screen.
2. SelectShow Hidden inOptions.

Grade BookSetup Screen, Assignment TypesTab

The deleted types display with a note indicating the date theywere deleted.

Grade BookSetup Screen, Assignment TypesTab

Only Assignment Types used by a course display when you select
Show Hidden.

Hidden types display in sequence.

Click andmake a change to enable theSave button and click
Save to reinstate a deleted Assignment Type.

Click and change the settings to reinstate a hidden
Assignment Type.

Grade BookSetup Screen, Assignment TypesTab
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Configuring Grade Book Score Types
Grade Book Score Types are the grading scales used to grade or score assignments. These are
different than Report Card Score Types because they do not use a range for the score. Examples of
Grade Book Score Types include Letter Grade, Percentage, Raw Score, and Rubric. Grade Book
comeswith some pre-configured score types that you can edit and delete as needed.

Not all teachers have the access or permission to create their own score
types. Some teachersmay be required to use only their district’s default
score types.

Typically, teachers use the raw score scoringmethod to score assignments. However, in other
situations, your district may need to use a custom score type, such as a Pass/Fail. There are two
ways to create a custom score type:

l Add a new Grade Book Score Type
l Copy an existing Grade Book Score Type

Use theGrade Book Score Types tab in the Grade Book Setup screen to configure assignment
types.

Grade BookSetup Screen, Grade BookScore TypesTab
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Adding Grade Book Score Types

1. Select the Grade Book Score Types tab in the Grade Book Setup screen.
2. Click +ADD SCORE TYPE.

Grade BookScore TypesScreen

3. Enter the name of the new Score Type.
4. ClickSAVE. A new row displays under the Score Type Details.
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5. Complete the Score Type Details.

l Score – Text associated with the score such asA+, Pass,O, or 4
l Value – Numeric value used to calculate the score
l Seq –Order that the scores display
l Legend Text – Text to describe the grade or notes to display in ParentVUE about the
score

GBScore Type Screen

6. Click +INSERT.

Copying Grade Book Score Types

1. Select theGrade Book Score Types tab in the Grade Book Setup screen.
2. ClickDuplicate next to the score type to copy. A confirmation dialog displays confirming the

duplication of the score.

Grade BookSetup Screen, Grade BookScore TypesTab

3. ClickOK. A copy of the score type displays at the bottom of the list with all of the individual
scores from the original score type. The word (copy) at the end of the score type name
indicates the score type copy.

Grade BookSetup Screen, Grade BookScore TypesTab
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Editing Grade Book Score Types

1. Select theGrade Book Score Types tab in the Grade Book Setup screen.
2. Click the score type title to open the Score Type Details screen.

Grade BookSetup Screen, Grade BookScore TypesTab

3. Edit the score type:

l To edit the name of the score type:

a. Change the name inScore Type under GB Score Type.
b. ClickSave under GB Score Type.

l To edit score type details, click in the row or . The Score Type Detail rows
open for editing.

a. Make the necessary changes. The icon displays in the row.
b. ClickSave under Score Type Details.

Grade BookSetup Screen, Grade BookScore TypesTab, GB Score Type

l To delete score type details:

a. Click in the row. The icon displays on the row.
b. ClickSave under Score Type Details.

Grade BookSetup Screen, Grade BookScore TypesTab, GB Score Type
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Deleting Grade Book Score Types

Deleting aGrade Book Score Types removes the type from the drop-down and it cannot be
reinstated.

1. Select theGrade Book Score Types tab in the Grade Book Setup screen.
2. Click the score type title. The Score Type Details screen displays.

Grade BookSetup Screen, Grade BookScore TypesTab, GB Score Type

3. ClickDelete.

Grade BookSetup Screen, Grade BookScore TypesTab, GB Score Type

Grade Book deletes the score type immediately with no confirmation
message.
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Hiding Grade Book Score Types

Hiding aGrade Book Score Type removes the type from the drop-down, but it can be reinstated.

1. ClickSecure Grade Book Score Type. TheGrade Book Score Type screen displays.

Grade BookScore Type Screen

2. Determine the classes that use theGrade Book Score Type.

l Default State – Toggle betweenShow andHide.�

l Class Setting – Toggle betweenShow andHide if different from the Default State.�
3. ClickSave.
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Viewing Deleted or Hidden Grade Book Score Types

1. Select theGrade Book Score Types tab in the Grade Book Setup screen.
2. SelectShow Hidden inOptions.

Grade BookSetup Screen, Grade BookScore TypesTab

The deleted Grade Book Score Types display with a note indicating the date theywere
deleted.

Grade BookSetup Screen, Grade BookScore TypesTab

Click andmake a change to enable theSave button and click
Save to reinstate a deleted Grade Book Score Type.

The hidden types display in sequence. ClickSecure Grade Book Score Type to change
setting.

Grade BookSetup Screen, Grade BookScore TypesTab
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Defining Scoring Rubrics

Scoring Rubrics are used to grade or score assignments.

1. Select theScoring Rubrics tab in the Grade Book Setup screen:
l ClickNew to add a new rubric.
l Select the row to edit a rubric. The rubric definition screen displays.

Grade BookSetup Screen, Scoring Rubric Tab, RubricDefinition
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2. Define the rubric:

l Rubric Name�

l Criteria Name�

l Rating Descriptions� and Scores�

Grade BookSetup Screen, Scoring Rubric Tab, RubricDefinition

Click to add another rating to the rubric.�

Click to add another criteria to the rubric.�

Click to remove a criteria or rating.

3. ClickSave.

Displaying Rubrics as Text Box on Enter Scores Screen

You can change the drop-down on the Enter Scores screen to a text boxwhen scoring standards
with a rubric score type.

1. Select theGrade Book Setup tab in the Grade Book Setup screen.
2. Select theGrade Book Settings tab.
3. SelectDisplay rubric score types as text field on Enter Scores screen.

Grade BookSetup Screen
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Configuring Grade Book Comments
Grade BookComments help students, parents, and teachers know the reason for the score of an
assignment. Some common reasons a teacher uses comments are:

l The student was absent for the assignment.
l The student did not turn in the assignment.
l The student is allowed tomake up the assignment later.

Teachers add comments:

l That do not have aNot Scored Value to indicate why the assignment was not scored and to
serve as a reminder to follow up with the student. This type of comment does not impact the
student's final grade.

l That have aNot Scored Value to apply penalties or default points (normally a zero) to
missing, incomplete, or late assignments. This type of comment impacts the student's final
grade.

Not all teachersmay have the access or permission to create their
own report card comments. Some teachersmay be required to use
only their district’s default report card comments.

Adding Comments

1. Select theGrade Book Comments tab in the Grade Book Setup screen to configure
comments.

Grade BookSetup Screen, Grade BookCommentsTab

2. ClickNEW to add a new row.
3. Define the comments:

l Comment – Comment name that displays on the list when entering grades
l SEQ –Order that the comment displays on the list
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l Not Scored Value andNot Scored Value (Standards) – Default points to an
assignment you only provide a comment, but you did not enter a score

TheNot Scored Value is a point value, not a percentage. For
example, if an assignment ismissing, enter 0 inNot Score
Value.

l Penalty % – Amount deducted from the student’s score when this comment is used

Penalty % is typically used in comments for late or incomplete
assignments. When you enter a number inPenalty %, Grade
Book automatically deducts a percentage of the total score for
any assignments labeled with the associated comment.

For example, if Penalty % for assignments is set to 30 for a
comment of Late (La), and the student receives a score of 10
out of 10 with a La code, upon saving, Grade Book assigns the
penalty and the score changes to 7 points or 70%.

l Missing Mark – Code to indicate assignments that aremissing and on theGrade Book
main screen in theMissing column (if the column is enabled)

l Comment Code – Code used in the score entry grid on theGrade Bookmain screen.
The comment code can be up to three letters or numbers.

Avoid creating comment codes that are also used as letter
grades (such as ‘A’ for Absent). This prevents inadvertently
entering a grade when youmeant to add a comment code.

Adding a new comment with the same comment code as an
existing comment replaces the existing comment. Comments
are grouped by the comment code.
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l Removed When Scored – Removes the code when a score is entered for the
assignment.

Use to override a default score entered byNot Scored Value
orNot Scored Value (Standards) for any assignment with a
Missing (Mi) comment.

Grade BookSetup Screen, Grade BookCommentsTab

4. Click +INSERT.
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Editing Comments

1. Move over the subject until the delete and edit icons display.

2. Click in the row or .

Grade BookSetup Screen, Grade BookCommentsTab

3. Edit the fields as necessary. The icon displays in the row.

Grade BookSetup Screen, Grade BookCommentsTab

4. ClickSAVE.

Deleting Comments

Deleting a comment removes it from the drop-down and it cannot be reinstated.

1. Hover over the subject until the delete and edit icons display.

Grade BookSetup Screen, Grade BookCommentsTab

2. Click in the row. The icon displays on the row.

Grade BookSetup Screen, Grade BookCommentsTab

3. ClickSAVE. A confirmation dialog displays.
4. ClickOK to delete the comment.
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Hiding Comments

Hiding a Comment removes the comment from the drop-down, but it can be reinstated.

1. Click .

Comment Screen

2. Determine the classes that use the Comment.

l Default State – Toggle betweenShow andHide.�

l Class Setting – Toggle betweenShow andHide if different from the Default State.�

3. ClickSave.
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Viewing Deleted or Hidden Comments

l SelectShow Hidden inOptions.

Grade BookSetup Screen, Grade BookCommentsTab

The deleted subjects display with a note indicating the date theywere deleted.

Grade BookSetup Screen, Grade BookCommentsTab

Click andmake a change to enable theSave button and click
Save to reinstate a deleted Comment.

The hidden comments display in sequence. Click to change setting.

Grade BookSetup Screen, Grade BookCommentsTab
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Configuring Report Card Score Types
Report Card Score Types are the grading scales that teachers use for the report card.

Secondary school teachers:

l Use the district defined report card types.
l Can create andmodify interpretation scales
l Can create Report Card Sore Types by copying aGenesisGrading
or GenesisProgress score type. For example, if you teach an
advanced class, youmaywant to use amodified scale to adjust the
point values for grades.

Adding an Interpretation Scale Report Card Type

1. Select theReport Card Score Types tab in the Grade Book Setup screen.

Grade BookSetup Screen, Report Card Score TypesTab

2. Click +ADD SCORE TYPE. The Score Type Details screen displays.

Grade BookSetup Screen, Report Card Score TypesTab, RC Score Type

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 2: Grade Book Setup 51

3. Define the Report Card Score Type.

l Score Type – Enter a name for the Report Card Score Type.
l Initial Value – Enter the total value for this scale, such as 100 for a percentage scale,
or 4.0 for a rubric scale.

l Available as Interpretation Scale – Select to indicate that this grade scale is an
interpretation scale. See Using an Interpretation Scale.

l Hide Final Score – Select to hide the final grade from theGrade BookMain screen
and from printed reports. Only the average grade displays.

4. ClickSAVE. A new row displays under the Score Type Details.

Grade BookSetup Screen, Report Card Score TypesTab, RC Score Type
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5. Define the Score:

l Score – Enter the text that displays as the grade, such as A+, Pass, O, or 4.
l Low Score – Enter the lowest value in the score range to qualify for this score.
For example, in a rubric, a score within the range of 3.51 to 4.00 would qualify for a
score of ‘4’. The low score in that range would be 3.51.

l High Score – Enter the highest value in the score range to qualify for this score. For
example, in a rubric, a score within the range of 3.51 to 4.00 would qualify for a score of
4. The high score in that range would be 4.00.

Do not overlap the values in the Low and High Score for two
different Scores.

l Value – Enter the numeric value used to calculate the score.
l SEQ – Enter the number to indicate the order to display the scores.
l Legend Text – Enter a description of the score that displays in ParentVUE and
StudentVUE. For example, O = Outstanding.

6. Click +INSERT or Save.
7. Repeat until all scores are defined.
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Copying Report Card Score Types

Secondary Report Card Score Typesmust be created by copying a
GenesisGrading or GenesisProgressReport Card Score Type.

1. Select theReport Card Score Types tab in the Grade Book Setup screen.
2. ClickDuplicate next to the score type to copy. A confirmation dialog displays to confirm the

duplication.

Grade BookSetup Screen, Report Card Score TypesTab

3. ClickOK. The copy displays at the end of the list with (copy) appended to the name.

Grade BookSetup Screen, Report Card Score TypesTab

4. Change the name to bemore specific. For example,GenesisGrading - 6thru8.

Ensure that all Scores in this score type are available on theMark
Definition screen.
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Editing Report Card Score Types

1. Navigate toSynergy SIS > Grade Book > Setup > Report Card Score Types.
2. Click a Score Type link (Rubric 1-4, for example) to open the RC Score Type screen.

Report Card Score TypesScreen
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3. Edit the RC Score Type and/or Score Type Details as needed.

To edit Score Type Details, click the in the row or in the
header.

The rows display when changes aremade..

Grade BookSetup Screen, Report Card Score TypesTab, RC Score Type Details

3. ClickSave.

Deleting Report Card Score Types

1. Select the Report Card Score Types tab in the Grade Book Setup screen.
2. Click a score type title.

Grade BookSetup Screen, Report Card Score TypesTab

The Score Type Details screen displays.

Grade BookSetup Screen, Report Card Score TypesTab, RC Score Type

3. ClickDELETE.

Grade Book deletes the score type immediately, with no
confirmationmessage.
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Hiding Report Card Score Types

Hiding aGrade Book Score Type removes the type from the drop-down, but it can be reinstated.

1. ClickSecure Report Card Score Type. The Report Card Score Type screen displays.

Report Card Score Type Screen

2. Determine the classes that use the Report Card Score Type.

l Default State – Toggle betweenShow andHide.�

l Class Setting – Toggle betweenShow andHide if different from the Default State.�

3. ClickSave.
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Viewing Deleted or Hidden Report Card Score Types

1. Select theReport Card Score Types tab in the Grade Book Setup screen.
2. SelectShow Hidden inOptions.

Grade BookSetup Screen, Report Card Score TypesTab

Only Report Card Score Types that were used by a course display
whenShow Hidden is selected.

The deleted Report Card Score Types display with a note indicating the date theywere
deleted.

Grade BookSetup Screen, Report Card Score TypesTab
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Configuring Class Settings
TheClass Settings tab on theGrade Book Setup screen displays the classes that the teacher has
been assigned, any linked classes, and any breakout classes the teacher created. You can set the
following on a class-by-class basis from theClass Settings tab:

l Whether or not you are using Standardsmode
l Whether or not Google Classroom is enabled
l The overall grade type for the report card
l Where the overall grade is determined, either Standards or Assignments
l The Analysis Bands, if used
l Whether to show or hide the final grade on ParentVUE

Configure Your Class Settings

1. Select theClass Settings tab.

2. Click .
3. Set the class settings:

Grade BookSetup Screen, ClassSetup Tab

l Standards Mode – Toggle toON to enable StandardsMode in Grade Book to use
academic standards.�SeeUsing StandardsMode.

l Overall Grade From – Select themethods to use to determine the overall grade.�

Standards
Mode

Overall
Grade From Score Overall Grade Calculation

Off Assignment Score
assignments.

Overall Grade determined by scored
assignments using Total Points or
Category Weighting methods.

Term Weighting can be used.

See Configuring Assignment Scoring
Settings.
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Standards
Mode

Overall
Grade From Score Overall Grade Calculation

On Assignment

Score by
assignments
based on
standards.

Overall Grade determined by
assignment scores.

Term Weighting not used.

Standard score determined by
aggregation method. See Select
Standards Proficiency.

Assignment weighting can be used
to exclude assignment types from
standard score. See Setting
assignment weights, dropped
scores, and default points.

On Standard

Score by
assignments
based on
standards.

Overall Grade determined by
standards scores.

Term Weighting not used.

Standard score determined by
aggregation method. See Select
Standards Proficiency.

Assignment weighting can be used
to exclude assignment types from
standard score. See Setting
assignment weights, dropped
scores, and default points.

l Overall Grade Type – Select the Report Card Score Type to apply to the student's
overall class grade.�

Grade BookMain Screen

l Analysis Band – Select an analysis band to group students based on their
performance and tomonitor a student's grades against a threshold.�

l PVUE Final Grade – Toggle to determine whether or not to show the final grade on
ParentVUE.�

l Percentage Rounding – Toggle to determinewhether or not to use percentage
rounding. IfON, use the drop-down to selectUseDefault Setting,Whole Number Only,
1 Decimal Place, or 2 Decimal Places.�
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SeeGrade Book andGoogle Classroom for more information on
Google Classroom.

4. ClickSave.

Configuring Academic Standards
Your statemay have adopted specific educational standards that you are required to use. Your
district creates the standards and can associate them to specific district courses.

Grade Book enables you to:

l Associate assignments with specific academic standards
l Calculate final grades and analyze student performance based on those standards
l Create class standards (objectives)

Standards Setup

A student’s overall grade can either be determined from traditional assignment data or from
standards data when using a standardsmodeGrade Book.

Grade Book first determines the student’s overall proficiency on each standard assessed when
determining a student’s overall grade from standards data. The student’s performance on the child
standards rolls up to determine to overall proficiency on the parent standard when the standards are
set up in a parent/child hierarchy.

Enable StandardsMode in Grade Book Setup to use Academic Standards in Grade Book.
StandardsMode is enabled on a class-by-class basis.

Select Standards Proficiency

Select the default calculationmethod to determine proficiency.

1. Select theStandards tab in the Grade Book Setup screen.
2. Select a calculationmethod to determine standard proficiency. The options include:

l UseDistrict Value – Uses the district-defined value for the selected standard.
l Power Law –Marzano’s Power Law is a statistical formula that predicts what the
student’s next score is based on their previous scores.

l Highest Score – Based on the student’s highest score for the standard.
l Last Score – Based on the student’s last score for the standard.
l Mean – Calculates the average of the scores. The sum of all the scores is divided by the
number of scored items.

l Median – Calculates scores by sorting all scores in ascending order and determining
the grade in themiddle.

l Mode – Uses themost commonly occurring value as the score.
l NoAggregation – Does not calculate overall score
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l Lowest Score – Based on the student’s lowest score for the standard.

Grade BookSetup Screen, StandardsTab

Automatically Calculate Standards Proficiency

You can allow standards proficiencies to calculate automatically when teachers enter regular
assignment scores on theGrade BookMain, Enter Scores, and Class Summary screens.

1. Select theStandards tab in Grade Book Setup.
2. SelectAutomatically Score Standards from Assignment Scores.

l Never – Select to never automatically fill standards
l Always Fill All Standard Scores – Select to always fill from the assignment scores
l OnlyWhenOne Standard Correlated – Select to fill when there is only one standard
correlated to the assignment

Grade BookSetup Screen, StandardsTab

Calculating Final Mark by Standard

Determine if the final grade calculates from the current grading period or from the current school
year.

1. Select theStandards tab in the Grade Book Setup screen.
2. Select the assignments and standards to include in the final grade calculation.

Grade BookSetup Screen, StandardsTab
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Loading District Created Standards

You can download the associated standards into Grade Book if your district has aligned their
standards to the courseswithin Synergy SIS. You can use these standards, modify, or delete them.

1. SelectClass Standards from theGrade Book menu. The Class Standards screen displays.
2. Load standards:

l Load Standards from Course Alignment – Select this option to display a list of
standards defined at the district level for your course. The standards for the course
display on the Class Standards screen listed under MyObjectives on the Standards
Correlation tab of the New Assignment screen.

ClassStandardsScreen

l Add from District Standards Bank – Select this option to select the district
standards you want to use in your course. The Choose Standards screen displayswith
all the standards that have been loaded by your district.

ClassStandardsScreen, Choose Standards

a. Select the appropriate standards for your grade level and class. The selected
standards aremarked .
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b. ClickDONE. The standards for the course display on the Class Standards
screen listed under MyObjectives on theStandards Correlation tab of the New
Assignment screen.

ClassStandardsScreen

Creating Your Class Objectives (Standards)

You can create your own objects to use in assessing students.

1. SelectMy Objectives in the Class Standards screen.
2. Click +NEW. A row displays for the new objective.

ClassStandardsScreen, MyObjectivesTab

3. Define the objective:

l Code – Enter a code for your objective.
l Standard – Enter a title or description of the standard.
l Show in Portal – Select to display the standard in ParentVUE/StudentVUE.
l Weight – Enter a weight for this standard. The default weight is 1.
l Agg Method – Select the way the scores aggregate.
l Score Type – Select the score type used when grading by this standard.

4. Click +INSERT. The objective displays in theMy Objectives tab.
5. ClickManage My Objectives. The objectives display with a list of your classes

ClassStandardsScreen, MyObjectivesTab
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6. Click in the row or in the header. Options display under your classes.

a. Select the classes that apply to the objective. The icon displays on the row.
b. ClickSAVE.

ClassStandardsScreen, MyObjectivesTab

7. ClickApply Objectives to return to theMyObjectives screen.

Editing Standards

You can edit any standard that displays in your class standards list.

1. Select the standard from the list under Class Standards. The Class Standards screen
displays the selected standards.

2. Hover over the standard until it is highlighted and click . The fields that you can edit
display.

ClassStandardsScreen

3. Edit the standard detail as necessary. The icon displays on the row.

ClassStandardsScreen

4. ClickSAVE.
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Deleting Standards and Objectives

You can delete a standard that displays in your class standards list on the Class Standards screen.

1. Select the standard from the list under Class Standards. The Class Standards screen
displays the selected standards.

2. Delete the standard or objective.

Delete One Standard or Objective

1. Hover over the standard or objective until it is highlighted and click .

ClassStandardsScreen

The icon displays on the row.

ClassStandardsScreen

2. ClickSAVE.

Remove All Standards from a Class

Select Remove All Class Standards inOptions.

ClassStandardsScreen

All standards listed under Class Standards are removed.

The standards are removed without a confirmation dialog.
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Configuring Term Weighting
All terms have the sameweight in the calculation of the final grade by default. Using termweighting
adjusts the weight of different grading periods so that some havemore of an impact on the final
grade calculation than others.

For example, in your class your studentsmay spend the first and second quarters learning new
concepts. Youmaywant to set those quarters to weigh less in the overall calculation.

1. Select TermWeighting from theReport Cardmenu. The TermWeighting screen opens.
2. Select the class in the focus selector.

TermWeighting Screen

3. Select theAvailable Periods used as a calculated grade. The weighting fields display.
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4. For each period selected:

l Select the periods used in the calculation.
l Enter theWeight as a percentage that eachmarkweighs in the calculation.

TermWeighting Screen

5. Select any additional classes that use the same TermWeighting.
6. ClickUpdate.
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Configuring Final Grade Defaults
Use the Final Grade Config screen to set the report card score type for the student’s final grade. The
final grade settings determine the grade that Grade Book sends to Synergy SIS and displays on the
student’s course history and their transcripts.

1. Select Final Grade Config from theGrade Bookmenu.
2. Define the score type on the Final Score Config tab for students in the entire enrollment

period or a grading period.

FinalGrade Config Screen, FinalGrade Config Tab

l Manage Final Grade Calculations� – Select to go to the Report Card Score Types
tab in Grade Book Setup.

l Set final score types for� – Select one of the options:

l Entire enrollment period� – Select theEnrollment Period. The student
section displays the students with all available grading periods for the enrollment
period.

l Grading period� – Select theGrading Period. The student section displays
the students with the select grading period.

l Set all students to score type�—Select the report card score type for all
students. he student section displays the selected Score Type.

l Score Type� – Select the report card score type for each student and grading period
if it is different than the selectionmade inSet all students to score type.

3. Select the Final Grade Defaults tab.
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4. Define the score type for students entering a current class.

FinalGrade Config Screen, FinalGrade Defaults Tab

l Score Type – Select a score type for each grading period.�
l Also apply the above setting to the following classes – Select other classes that
should use the same settings.�

5. Save the settings:

l Save Defaults – Click to save the settings for students entering your class in the future.
l Save & Apply to All Students – Click to save the settings for future students and all
existing students.
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Setting Grade Book Main Options
Grade BookMain is where the student’s assignments, scores, and overall grade display for each
class.

Accessing Grade Book Main

SelectGrade BookMain from theGrade Bookmenu. TheGrade BookMain screen displays:

Grade BookMain Screen

You can perform the following from this screen.

l Focus the screen to a specific grading period of a class.�

l Configure the Grade BookMain screen Filters & Options.�
l Toggle between showing assignments and the default standards view using
Assignment/Level.�

Click the down arrow to view the Default Standards View settings.

Grade BookMain Screen

l Search for assignments by name using keywords inSearch by Asgn Name.� As the
name is typed, the potential matches display in a drop-down below the search box. The
selected assignment is highlighted on theGrade BookMain screen.

l Search for students or assignments by name inSearch .� As the name is typed, the
potential matches display below the Search box.

l The selected student displays on the Class Summary screen for the student.
l The selected assignment displays on the Enter Grade Book Scores screen.

l ClickNew to open the New Assignment screen.�

l ClickReports to run Grade BookReports.�
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l Toggle between viewing the assignments for a class and the standards and associated
assignments for a class usingAssignments/Standards.�

l Use Student Groups to Enable group editing, create student groups throughGrade Book.
�

Click the left arrow to view the Student Group settings

Grade BookMain Screen

Grade BookMain uses symbols to identify content:

Assignment Menus

StandardsWith Assignments

Item Description Std Asgn

Click to see� the description of the assignment�
and to access the assignment menu.�

X

NOT shown in ParentVUE/StudentVUE� X

Notifies the teacher that there are items uploaded to

the drop box.� X

Notifies the teacher that there are resources uploaded

for the assignment.� X
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Item Description Std Asgn

Click to sort the column. Toggles between ascending

and descending order.� See also Sorting.
X X

Click to see the assignments associated with a

standard.� X

Click the standard name to view the description of the

standard.� X

Click the lower bar to view the edit menu.� X X

Click the standard number to view the child standards

� X

Excluded scores display e in the lower right corner of
score cells X X

Comments display in the score cells X X

Indicates at risk scores as defined in Filters &
Options X X

Grade BookMain has a summary row at the bottom of the screen.�

Grade BookMain Screen

Item Description Std Asgn

Displays the average, median, and/or mode for the class

� based on Filter & Option settings
X

Click to see the average, median, and/or mode for the

class as a bar chart.� X
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Focusing Grade Book Main

Teachers use a drop-down to focus theGrade BookMain screen to a specific Class and Period
and/or Term if used.

l Classes – Select a class from the list.
l Periods – Select the records for a grading period.

Grade BookMain Screen

l Term – (If shown) Filter by an active school term, such as a semester or year.

Grade BookMain Screen
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Filters, Options, and Sorting

The following section covers how to control the assignment and student information displayed on the
Grade BookMain screen:

l Use filters onGrade BookMain
l Set your Grade BookMain preferences
l Change your student or assignment sort order

Grade BookMain Screen

Filters

l Assignment Date – SelectAll Dates, LastWeek, or Last 30 Days. The default shows all
dates.

l Assignment Types – SelectShow All or a particular Assignment Type such as a quiz or
homework. The default is to show all assignment types.

Grade BookMain Screen
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Options

SomeOptions display based on District Settings.

l Show Dropped Students – Displays students dropped from the class in the grid. A line
through their name and indicates dropped students.

Grade BookMain Screen

l Hide Class Grade – Removes theGrade column that shows the student’s overall grade in
the class

l Show Total Missing – Adds theMissing column to the grid that shows the total number of
assignments that a particular student has not completed

l Show Grades By Type – Adds columns for the assignment types in addition to the grades
for the individual assignments

l Show Comment Codes – DisplaysComment Codes after the score for the assignment, and
the score and code are in bold.

l Assignment Note Entry – Allows you to enter a public or private note associated with a
student’s assignment.

Grade BookMain Screen

l Show Student ID – Displays the Student ID next to student names in the Student column
l Show Attendance on Due Date – Displays attendance codes in the upper right corner of
the scoring cell

l Show Modified Curriculum – Displays theModified column onGrade BookMain, if used
by your school. Select the option if the student participates in amodified curriculum for the
class
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l Show Audit Indicator – DisplaysAudit next to the student's name in Grade BookMain to
indicate they are auditing the class

This option only displays for districts who have enabled the Audit
ClassOption in District Setup.

See theSynergy SIS – Schedule and CourseGuide for more
information.

l Show Section ID – Select to display the Section ID when two or more sectionsweremerged
in Synergy SIS

l Show Course Name – Select to display the Course Namewhen two or more sectionswere
merged in Synergy SIS

l Summary Modes – Select either Show Median and/or Show Mode to display themedian
score or themode for the class at the bottom of each assignment column

l Show Comments – Determines how information is displayed

l Normal – Displays the raw score
l Percentage – Displays the score as a percentage of the total points
l Points – Displays the total points

Percentage andPoints do not display if an Interpretation Scale is
used or if you are displaying standards (Level #) in Grade Book
Main.

l Comments – HighlightsGrade BookComments, such as Late, Absent, Missing, Incomplete,
Language, or Extra Credit, with the selected comment highlighted in the grid in orange

l Analysis Bands – Applies the selected Analysis Band to the Grade BookMain screen

Click edit bands to open the Analysis Bands screen.

l Row Size – Adjusts the size of each row in the grid. The row size can be Large, Medium, or
Small.

l At risk highlight scores percentage – Changes the percentage used to determine an at
risk student.At risk students are defined as those students with a score of 50% or below for
either an assignment or overall, by default.
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l View Curriculum Map – Allows users who have access to CurriculumMaps to view the
maps

Gradde BookMain Screen

Sorting

l Sort Students by – Select either Last Name, First Name, Student ID,Nickname, or custom
sorting options to display the order students. Students sort by Last Name, by default.

Grade BookMain Screen, FiltersAndOptions

The selection sets the order of the student names on theGrade
BookMain, Report CardMatrix, Report Card Preview, Report Card
Students, andMass Assign Comments screens.
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You can create a custom sort order for students onGrade BookMain.

1. ClickFilters & Options in Grade BookMain.
2. Select eitherCustomSorting First Name orCustomSorting Last Name fromSort

Students by. The students onGrade BookMain are sorted by first or last name.
3. ClickDone to close the Filters & Options screen.
4. Drag and drop the student names on screen into the appropriate order.
5. ClickSave Changes. New students display at the top of the list when added to a class.

Grade BookMain Screen, CustomSort Option

l Assignment Order – Select eitherOldest to Newest,Newest to Oldest, orCustomSort
Order. Assignments display in Grade Book fromOldest to Newest, by default.

Grade BookMain Screen, FiltersAndOptions

You can create a custom sort order for assignments onGrade BookMain and the
Assignments screens.

1. ClickFilters & Options in Grade BookMain.
2. SelectCustomSort Order fromAssignment Order.
3. ClickDone to close the Filters & Options screen.
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4. SelectAssignments from the Grade Bookmenu.

Assignment Screen, CustomSort Order

5. ClickCustom Assignment Sort. The Sort Assignments window displays.

Sort AssignmentsScreen

6. Drag the assignments to the appropriate order.
7. ClickSave Changes. Grade Book reorders the assignments on both the Assignments

screen and theGrade BookMain screen.
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Student Groups

Use student groups to break up your Grade Book. For example, youmay have high, medium, and
low reading groups in your class. Creating student groups for the different reading levels allows you
to view, edit, or enter scores for each group separately. Breakout classes can use student groups to
maintain separate assignments for each group.

Creating Student Groups

1. Click to expand the Student Groupsmenu .

Grade BookMain Screen

2. SelectEnable group editing.

3. Click . The New Group field displays.

Grade BookMain Screen, Student Groups
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4. Enter the New Group name and click . The new group displays in the Student Groups
area.

Grade BookMain Screen, Student Groups

5. Click next to the group name to add a subgroup.

Use subgroups as filters.

Grade BookMain Screen, Student Groups

6. Enter a name for the subgroup and click .

Grade BookMain Screen, Student Groups
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7. Click in front of the subgroup to assign students to the subgroup. The students display with
in front of their names.

Grade BookMain Screen, Student Groups

8. Click next to the student name to assign the student to the subgroup. As students are

added, their names are added underneath the subgroup. The turns into , and their
names are highlighted blue.

Grade BookMain Screen, Student Groups

Click to remove the student from the subgroup.

9. Clear theEnable group editing option when all students have been added to their correct
groups.
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Viewing by Group in Grade Book Main

1. Click the name of the subgroup in the Student Groups section.

Grade BookMain Screen

Grade BookMain displays students in the subgroup with their assignments, and scores.

Grade BookMain, Displaying Subgroup

The averages at the bottom of the grid display the entire class
average, not just the average for the group.

2. Click the active subgroup title to inactivate the current subgroup and return to viewing all
students in Grade BookMain.
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Creating a Breakout Class from a Student Group

1. ClickConvert to Classwith a subgroup active. A message box displays confirming the
conversion.

Grade BookMain Screen

2. ClickOK to create the class. The class displays under the Class list on Grade BookMain.

Use ClassManager to view details of the class and edit class details
as needed.

Grade BookMain Screen, Student Groups
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Class Manager
Theway teachers deliver instruction to accommodate the needs of their students and deal with
limited space or resources is handled in different ways. Teachersmay:

l Share their class with another teacher (co-teach)
l Give a group of students special or intensive instruction within their class

Use the ClassManager tomanage these varying teaching scenarios by creating:

l Linked classes to have a separate Grade Book for each subject you teach
l Breakout or Intervention classes to add students from other homerooms to your class or to
maintain a separate set of assignments and grades for a group of students.

l Shared classes to share homeroom, breakout/ classes, and linked classeswith other
teachers

l Separate assignment weights and resources

Accessing Class Manager

1. SelectManage Classes from theGrade Bookmenu.

ClassManager Screen

You can perform the following from this screen.

l Select aClass�

l New Class – Create Breakout or Intervention class�

The Linked Classes tab is hidden and aStudents tab
displays for Breakout or Intervention classes.
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l Class Name andClass Objective – Displays the name and objective for the selected
class�

Change theClass Name and clickSave to override the
district assigned name inside of Grade Book. The changed
class name is not visible publicly to anyone outside of Grade
Book, for example Reports, ParentVUE, and StudentVUE.

Clear theClass Name and clickSave to return to the district
assigned name.

l Staff – Share the classwith other teachers�

l Class Resources – Add internet URLs or document files for a class�

This tab works the same as the Class Resources tab on the
Resources screen.

l Linked Classes – Link classes or subjects to a class�

Creating a Linked Class

Linked classes:

l Allow you to have a separate Grade Book for each subject you teach
l Display in the focus selector drop-down onGrade BookMain screen and other screens
l Allow you to create separate category or assignment-type weighting
l Are available on StudentVUE and ParentVUE screens

Your homeroom students are automatically added to the linked classwhen you create a linked class.
Your linked classes update anytime students are added to or dropped from your homeroom class.

You can only add students enrolled in your homeroom class to your linked
classes.

See Creating Breakout Classes to add students from another teacher’s
homerooms into your class.

1. Select your homeroom section inClass.
2. Select the Linked Classes tab.
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3. Select subjects:

l To link subjects, click next to the subject underUnlinked Subjects. The linked
class displays under Linked Classes and any related assignments and scoresmove
from the homeroom to the linked class.

ManageClassesScreen, Linked ClassesTab

l To remove subjects:

a. Click next to the subject under Linked Classes.
If assignments are associated to the class, the Assignments Exist screen
displays. The class ismoved under Unlinked Subjects, no further action required
if assignments do not exist.

b. Select an option:

Remove Linked ClassWith Assignments

c. ClickDelete.
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Creating Breakout or Intervention Classes

Breakout or Intervention classes:

l Allow you to add additional classes to your Grade Book for students who are not in your
homeroom.

l Maintain a separate set of assignments and grades for a group of students.
l Display in the focus selector onGrade BookMain screen and other screens.

Breakout and intervention class use the assignment weighting and
categories of the parent class. You cannot create separate category or
assignment-type weighting for breakout or intervention classes that have
a parent class identified.

You can also create breakout classes using student groups.

1. ClickNew Class. New class information fields display.
2. Define the class:

l Class Name – Enter a name.
l Class Objective – Enter an objective.
l Class Type – Select eitherGrade Book Breakout or Intervention.
l Parent Class – Select the related homeroom class.

Select <<none>> if no homeroom class is available.

The new class or its related assignments does not display in
ParentVUE.

Set assignment weighting.

ManageClassesScreen

3. ClickSave. An alert displays and the class displays in the list of available classes. The
Students tab becomes available on the ClassManager screen.
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Adding Students to a Breakout or Intervention Class

1. Select a breakout or intervention class on the ClassManager screen.
2. Click theStudents tab. The list of available students displays.

The pool of students you have to choose from depends on your
security permission.

3. Select the students:

a. Select a class or select <<All Classes>>.

b. Click next to the student’s name tomove them to the breakout or intervention class.

ManageClassesScreen, StudentsTab

Click next to the student’s name in the breakout or intervention
class to remove a student.
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Sharing Classes

You can share your homeroom, breakout/intervention, and linked classeswith other teachers at
your school. You canmanage the other staff’s ability to:

l Create assignments
l Edit scores
l Edit students

Grade Book automatically creates a ClassGroup for any shared class
enabling all staff associated with the class tomaintain a Stream if your
district uses Streams.

1. Select theStaff tab on the ClassManager screen. The list of available staff members
displays.

2. Click next to the staff member’s name inAvailable Staff. The staff member’s name
moves to theAdditional Staff columnwith a list of access rights for the class.

They can view the shared class and post to the Stream if you do not
grant the added staff member any additional permissions. Only the
main teacher canmodify the class and student setup, grading
settings, and add, edit, delete, or post report card grades.

Their students become available on theStudents tab when you
add a staff member to a breakout class. You can combine the
students from both yours and the other staff member’s classes to
create a shared breakout class.

3. Select the appropriate permissions for this staff member.

l Can Edit Staff –Gives permission to add or remove staff members to this class
l Can Edit Students –Gives permission to add or remove students from this class.
Students cannot be added or removed from shared homerooms or shared linked
classes

l Can Create Assignments –Gives permission to create assignments for this class
l Can Edit Scores –Gives permission to enter and edit assignment score for this class

Set toCan Edit Scores to allow additional staff to view,
score, andmake annotations on student work submitted
through Drop BoxGrader.

l Can Post Grades –Gives permission to post grades for this class
l Can Change Class Settings –Gives permission to change class settings for this
class
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l Can Post Streams –Gives permission to create andmaintain communications
threadswithin Streams

ManageClassesScreen
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Assignments
Assignments are any assessment items, such asHomework or Quizzes. Assignments typically
include:

l Homework
l Projects
l Quizzes
l Tests

l Reports
l Exams
l Presentations

You can create new assignments from these screens:

l Grade Book Assignment
l Standards
l Grade BookMain
l Quick Assignments

Adding Assignments

1. Access the New Assignment screen:

l SelectNew Assignment from theGrade Bookmenu.

Grade BookMenu

l ClickNew Assignment on the Standards screen.

StandardsScreen
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l ClickNew onGrade BookMain.

Grade BookMain Screen

2. Enter the assignment settings.

Youmust turn Google Sync toOFF beforemaking any additional
changes to the assignment if you do not want to synchronize an
assignment to Google Classroom.

QuickAssignment Screen

l Category Values – A summary of the assignments in Grade BookMain to grade for the
class

l Assignment Name – The name of the assignment
l Description – The description of the assignment

Assignement Name and Descripton display in
ParentVUE/StudentVUE if enabled.

l Assignment Type – Select an assignment type.

The assignment types listedmay include district created
assignment types aswell as any assignment types youmay
have created. The list is defined by the settings underWhich
assignment type would you like to use? on the
Assignment Weighting tab in Grade Book Setup.

You are warned if you select a non-weighted type when the
originalAssignment Typewasweighted when changing
Assignment Types.
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l Score Type – SelectRaw Score, Percentage, or any other Grade Book score types
previously created.

Max Score andPoints must be entered when usingRaw Score.

Points must be entered when usingPercentage. Scores are
entered as percentageswhen entering scores. For example, the
teacher enters 90 (9/10 = 90%) as the score if the student earned 9
points out of 10 points possible.

Youmust have a Scoring Rubric defined when usingRubric.

l Select aRubric.
l Select whether toShow Rubric Score in Portal.

l Max Score – Enter themaximumnumber of points possible on an assignment
(XXXX.XX).

l Points – Enter the number of points the assignment is worth in Grade Book.

This is the same value as theMax Score for most assignments.
Extra Credit assignment allow values of 0.1 and higher.

See Configuring Assignment Scoring Settings to weight the
assignment.

Score Type,Max Score, andPoints may not be available in
StandardsMode based on your district’s settings.

l Date of Assignment – The date the assignment was given to students. The default is today’s
date.

l Assignment Category – The grading category for the assignments. Options include:
l Normal – The assignment counts towards the student’s overall grade.
l Extra Credit – The assignment is an opportunity for the student to improve their overall
grade. Extra Credit does not negatively affect their grade.

Create extra credit assignment only in assignment categories
that have at least one other assignment entered in that
assignment category (for example, Tests).

Grade Book counts the extra credit assignment if an extra
credit assignment is part of a weighted assignment category
where noNormal assignments have been scored yet.

l Not for Grading – The assignment does not count toward the student’s overall grade.

l Due Date – The date the assignment is due. The default is today’s date.
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l Parent/Student Portal – Displays the assignment in ParentVUE and StudentVUE if enabled.
Select an option.

l Show Assignment in Portal: This option is selected by default.
l Show only when scored

TheShow only when scored option displays only whenShow
Assignment in Portal is turnedOn.

l Show Rubric Score in Portal: This option displayswhen theScore Type selected is
a rubric. It is selected by default.

l Assignment Drop Box – Allows students to upload completed assignments through
StudentVUE if enabled by your district. Enter the following when enabled.

l Drop Box Open Date – The date students can start uploading assignment
documents.

l Drop Box Close Date – The date students can no longer upload assignment
documents.

l Document Control Limit – The number of documents that the student can upload for
the assignment. This could bemultiple version of the same document or multiple
documents to fulfill the assignment.

Assignment Drop Box

Enable Drop Box to use the DropBoxGrader for scoring
assignments.
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l LMS Options – Allows a discussion within LMS for this assignment if needed

This option only shows if your district is using LMS and you are
sharing the class on ParentVUE/StudentVUE.

New Assignment Screen

Standards Correlations

Select the appropriate standards for the assignment in the Standards Picker in theStandards
Correlations tab if your district is standards-based.

The selected standards are labeled in the Standards Picker and display under Assignment
Standards.

l – Indicates a standard that is correlated to a report card row

l – Indicates the standard correlation is rolled up to the parent standard displaying the

The district must add standards for teachers to search and select them.

New Assignment Screen
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Grading Periods

1. Select theGrading Periods tab.
2. Select the grading periods for this assignment.

New Assignment Screen, Grading PeriodsTab

Grading Periodsmay already be selected based on defaults
assigned in Grade Book Setup.

3. Select theResources tab to add any electronic files (such as PDFs, Microsoft Office ® files)
or website URLs, if needed.

4. Select theWork Samples tab to define the work samples for the assignment, if needed and
enabled.

l SelectCreate Assignment to create an assignment from the work sample.
l Select the Level.
l Select theSubject.
l Select theStrand.
l Select theStaff Rater.
l Select the Performance Level Type.

New Assignment Screen,WorkSamplesTab

Work samples show proficiency for students in a subject when their
testing scores are inadequate to receive a passing grade.Work
samples are set up in Synergy SIS or TeacherVUE.
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Saving the Assignment

There are three ways to save an assignment.

l ClickSave Assignment to save the assignment and return to the Grade BookMain screen.
l SelectSave/Enter Scores to save and immediately score the assignment.
l SelectSave/Add Another Assignment to save the assignment and repeat the steps above to
create another assignment.

New Assignment Screen

Copying Assignments

You can copy assignments from one class to another, across grading periods, and across school
years.

Copy Assignments does not create assignments inMark Periods set to
Computational.
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TheWork Sample is copied to the class, grading period, or school year
when you copy an assignment attached to aWork Sample.
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1. SelectCopyAssignments and Share Grade Books from theGrade Bookmenu. The Copy
Assignments screen displays all assignments from any school year and from anyGrading
Period within that school year.
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2. ClickChoose What to Copy to select the assignments to copy.
a. Select theSchool Year,Class Type,Class, andGrading Period that the

assignments are copied from.
b. Select the individual assignment to copy or selectAll to select all assignments.
c. ClickNext. A list of all the classes for the school year and grading period displays.

CopyAssignmentsScreen

3. ClickChoose Where to Copy to select the details for the class to copy the assignment to.
a. Select theSchool Year and/or Period of the classes you would like to display in the

Copy To list.
b. Select the classes that you want to copy the assignments to.
c. ClickNext. The Date Options display.

CopyAssignmentsScreen
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4. Select a Date Option.

l Copy Using Individual Dates – Select this option to use the dates from the original
assignment.

l Copy Using Matching Grading Period – Select this option to use the dates a
matching grading period.

l Copy to Specific Grading Periods – Select this option to select the grading periods
from a defined list.

CopyAssignmentsScreen

5. ClickFinish. The copied assignments display in Grade BookMain.

Editing Assignments

Any assignments can be edited until it has student scores associated with it. After scores are entered
for the assignment, the score type cannot be edited.

Edit a single assignment fromGrade BookMain, the Assignments, Enter Grade Book Scores, or
Calendar screens or edit multiple assignments from the Assignment Listing screen.

Editing a Single Assignment

1. Select the class:

l FromGrade BookMain:

a. Select the class that contains the assignment.
b. Click the assignment title and selectEdit Assignment to open theGrade Book

Assignment screen.

Grade BookMain Screen
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l From the Enter Grade Book Scores screen:

a. Select the name of the assignment and selectEnter Scores in Grade BookMain.
The Enter Grade Book Scores screen for the selected assignment displays.

Grade BookMain Screen

b. SelectEdit Assignment to open theGrade Book Assignment screen.

Enter Grade BookScoresScreen

l From the Calendar screen:

a. Select the assignment on the Calendar screen.
b. SelectEdit Assignment to open theGrade Book Assignment screen.

CalendarScreen

l From the Assignment Listing screen, see Using Assignment Listing Screen.

2. Make appropriate changes.
3. There are three ways to dave an assignment:

l ClickSave Assignment to save the assignment and return to the Grade BookMain
screen.

l SelectSave/Enter Scores to save and immediately score the assignment.
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l SelectSave/Add Another Assignment to save the assignment and repeat the steps
above to create another assignment.

New Assignment Screen

Using Assignment Listing Screen

1. SelectAssignment Listing from the Grade Bookmenu.
2. Select a class and grading period if different from the current focus.

Assignment Listing Screen

3. Select the number of assignments to display.

Assignment Listing Screen

4. Edit the assignment.

Fields that you cannot edit are shaded gray. For example,Score
Type once the assignment has scores against it.
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l To edit a single assignment, make the changes directly in the row for the assignment.

Assignment Listing Screen

l To edit multiple assignments:

a. Select the assignments requiring the change or selectAll.

Assignment Llsting Screen

b. Enter the change that you want applied to the assignments in the top row (for
example, changeDue Date to 10/4/2013).

c. Click to apply the change to all selected assignments.

Assignment Listing Screen

5. ClickSave Changes.
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Verifying or Change Grading Periods for Multiple Assignments

1. Select theGrading Periods tab on the Assignment Listing screen. The grading periods
currently assigned are selected and labeled Included.

Assignment Listing Screen, Grading PeriodsTab

2. Select the assignments to add to a grading period.
3. ClickSave Grading Periods.

Deleting Assignments

Assignments can be deleted using the following screens:

l Grade BookMain
l Enter Grade Book Scores

Student scores and resources that have been issued for that assignment
are also deleted when you delete an assignment. You cannot retrieve
these scores and resources.

1. Select the assignment to delete:

l FromGrade BookMain, select the class that contains the assignment title and select
Delete Assignment.

Assignment Menu
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l FromEnter Grade Book Scores screen for the assignment, clickDelete Assignment.

Enter Grade BookScoresScreen

2. ClickDelete in the confirmationmessage.

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 3: Using Grade Book 109

Quick Assignments

TheQuick Assignment screen allows saving assignments and scores acrossmultiple classes, while
saving all data entries in real-time.

l Any changesmade in the Quick Assignment screen create an assignment in Grade Book.
l All subsequent changes save in real-time and are tracked in the Undo List. There is noSave
button.

l Each changemade highlights in green for ten seconds as a visual acknowledgment of the
change.

l Click Return to Grade Book to exit the Quick Assignment screen when you are finished
making changes or entering scores.

l ClickDelete Assignment that displays once an assignment was created to delete an
assignment. A message displays to confirm or to cancel the request:

QuickAssignment Screen, Delete Confirmation

Deleting an assignment correlated tomultiple sections only deletes
the assignment from the currently focused section.

1. SelectQuick Assignment from the Grade Bookmenu or click + New and selectQuick
Assignment on theGrade BookMain screen.

TeacherVUEScreen

Grade BookMain Screen
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2. Define the assignment.

Youmust turn Google Sync toOFF beforemaking any additional
changes to the assignment if you do not want to synchronize an
assignment to Google Classroom. Any other change on this screen
instantly creates the assignment and therefore Google Classroom
immediately pulls it.

QuickAssignment Screen

QuickAssignment Screen

ClickNew on theQuick Assignment screen to create a new Quick
Assignment without returning to the Grade BookMain screen.

QuickAssignment Screen

l Assignment status indicator:

l Making a change to any part of the Quick Assignment screen creates the
assignment.

l ClickingAssignment Not Saved also creates the assignment.
l TheAssignment Not Saved is replaced withDelete Assignment once the
assignment is created.

QuickAssignment Screen
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l Assignment Name – Enter the name of the assignment that displays on
ParentVUE/StudentVUE if enabled.

l Description – Enter the description of the assignment that displays on
ParentVUE/StudentVUE if enabled.

l Assignment Type – Select an assignment type.

QuickAssignment Screen

l – Indicates a District-Wide Assignment Type

l – Indicates a Teacher-Created Assignment Type

l – Indicates an Assignment Type withWeighting (if applicable)

The list is defined by the settings underWhich assignment
type would you like to use? on theAssignment
Weighting tab in Grade Book Setup.

l Score Type – SelectRaw Score, Percentage, or any other Grade Book score types
previously created.

Max Score andPoints must be entered when usingRaw Score.

Points must be entered when usingPercentage. Scores are
entered as percentageswhen entering scores. For example, the
teacher enters 90 (9/10 = 90%) as the score if the student earned 9
points out of 10 points possible.

Youmust have a Scoring Rubric defined when usingRubric.

l Select aRubric.
l Select whether toShow Rubric Score in Portal.
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l Max Score – Enter themaximumnumber of points possible on an assignment
(XXXX.XX).

l Points – Enter the number of points the assignment is worth in Grade Book.

This is the same value as theMax Score for most assignments.
Extra Credit assignment allow values of 0.1 and higher.

See Configuring Assignment Scoring Settings to weight the
assignment.

Score Type,Max Score, andPoints may not be available in
StandardsMode based on your district’s settings.

l Assignment Date – The date the assignment was given to students. The default is
today’s date.

l Due Date – The date the assignment is due. The default is today’s date.

Not all Assignment Types include aDue Date selector.

3. Complete theAdvanced options:

QuickAssignment Screen

l Assignment Category – Select the grading category for the assignments. Options
include:
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l Normal – Select if the assignment count towards the student’s overall grade.
l Extra Credit – Select is the assignment is an opportunity for the student to
improve their overall grade. Extra Credit does not negatively affect their grade.

Create extra credit assignment only in assignment categories
that have at least one other assignment entered in that
assignment category (for example, Tests).

Grade Book counts the extra credit assignment if an extra
credit assignment is part of a weighted assignment category
where noNormal assignments have been scored yet.

l Not for Grading – Select if the assignment does not count toward the student’s overall
grade.

l Parent Portal – Displays the assignment in ParentVUE and StudentVUE if enabled.
Select an option.

l Show in Parent/Student Portal – Toggle toOFFto not show the assignment in
the portal. This option is selected by default.

l Show only when scored – Toggle toON to hide unless scored.
l Show Rubric Score in portal – Toggle toON to display when using a rubric.
This option is selected by default.

l Assignment Drop Box – Toggle toON to allow students to upload completed
assignments through StudentVUE if enabled by your district. When enabled, enter the
following:

l Document Control Limit – The number of documents that the student can
upload for the assignment. This could bemultiple version of the same document
or multiple documents to fulfill the assignment.

l Drop Box Date Range – The date students can start uploading assignment
documents and the date students can no longer upload assignment documents.

Assignment Drop Box

Enable Drop Box to use the DropBoxGrader for scoring
assignments.
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4. Select the Classes for the assignment fromSections.

QuickAssignment Screen

Select it from the list of added classes to remove a section.

5. Select the Grading Period for the assignment fromPeriods.

QuickAssignment Screen

Select it from the list of added periods to remove aGrading Period.

6. Add web and document resources to the assignment fromResource if needed.

QuickAssignment Screen, Resources
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SeeResources for more information.

QuickAssignment Screen
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Scoring Quick Assignments

Use the Score section to enter studentScores,Comments, andNotes that save in real-time.

QuickAssignment Screen, Scores

l Advanced fill-down options are available for Score andComment entry once youmake an
entry.

l HoldingSHIFT selectsmultiple columns. Includes functionality for independent sorting of
these columns.

l Selecting the column headings sort the grid in ascending or descending order.

Scoring a Quick Assignment

1. Enter Score. Scores save in real time and the overall Grade needs to recalculate to be
accurate.

l Enter Scores,Comments, andNotes if not using a rubric.
l Rubric Scoring Mode displays if using a rubric.

a. Toggle toON to enter scores using the rubric.
b. Select aScore field for a student to display the rubric.

QuickAssignment Screen
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c. Select a criterion from the rubric. The ratings for the selected criterion display.

QuickAssignment Screen

d. Select a rating. The list of criterion display.

QuickAssignment Screen

e. Continue selecting criterion and ratings until scoring is complete. The rubric
points tally and display for the assignment.

f. Click a navigation option to save andmove to another student.

l Click , , or , or anywhere outside of the scoring rubric
window saves the student’s score for the assignment.

l Click automatically navigates to the next student in the list that
does not have a grade saved for this assignment.

l Click to cancel any changes and close the rubric scoring window.

l Click to clear all selected ratings.
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2. Click to recalculate all of the overallGrades of the students in the class.

Marking a studentEXCLUDED from an assignment or entering a
comment with a not scored value requires a recalculation.

QuickAssignment Screen

3. Click to display the scoring options to exclude a student from the assignment and/or to
hide the assignment fromParentVUE / StudentVUE, if needed.

Fill-down options are also available for theExclude and Hide in
Portal options.

QuickAssignment Screen

The symbol changes and highlights in red depending on what is selected:

– StudentExcluded from the assignment

– Assignment hidden in ParentVUE / StudentVUE

– StudentExcluded from the assignment AND the assignment hidden in ParentVUE /
StudentVUE
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Searching Score Data

l Enter a keyword search to filter bySection, Student name, overallGrade, and assignment
Score. From the results:

l PressENTER or TAB to navigate the cursor to theScore column.
l PressENTER or TAB to return to the search box.
l Add ~ (tilde) in front of the search for an exact score search (for example: ~17)
l Add ! (exclamation) in front of the search to filter for comments (for example: !absent)

QuickAssignment Screen
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Undo List

ClickUndo List to view a list of ongoing changesmade anywhere on theQuick Assignment screen
during this session.

l Click [undo] to revert the listed change and adds a new entry for the reverted change.
l Click clear list to clear the list and start a new list of changes.

The list also clears upon exiting the Quick Assignment screen.

QuickAssignment Screen
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Resources
Add resources such as a website or a document for a class or assignment. Students and parents
can download resources through StudentVUE and ParentVUE in theGrade Book tab.

l Class resources are added from the ClassManager or Resources screens and show on the
ParentVUE and StudentVUE screens under ClassResources.

StudentVUE, Grade BookPage

l Assignment resources are added from theGrade Book Assignment screen or when editing an
assignment onGrade BookMain or from theQuick Assignment screen. Assignment
resources show on the ParentVUE and StudentVUE Assignment Details screens.

StudentVUE, Grade BookAssignment Page
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Creating Resources

Electronic resources such as document files or web pagesmay be attached to a class or
assignment.

1. AccessResources:

l SelectResources from theGrade Bookmenu to create a class resource.

Grade BookMenu

l Select theClass Resources tab on the ClassManager screen to create a class
resource.

ClassManager Screen, ClassResourcesTab
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l Select theResources tab on theGrade Book Assignment screen to create an
assignment resource.

Grade BookAssignment Screen, ResourcesTab

l SelectCreate Assignment Resources for the assignment to create an assignment
resource.

Grade BookMain Screen

l SelectCreate Assignment Resources on the Calendar screen.

Calendar Screen

2. Enter theResource Name.
3. Enter theResource Description.
4. Select Parent Portal to display this resource in ParentVUE and StudentVUE.
5. Enter aSequence number for the resource if you want multiple resources to display in a

specific order.

Resources display alphabetically if no sequence or the same
sequence number is used.
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6. Select the Classes/Sections that use this resource.
7. Select theResource Type:

l SelectWeb Resource to enter a website to use with the assignment.
a. Enter theNewWeb Resource URL.

b. Click .

c. Click . The resource displays at the bottom of the screen.

l SelectDocument Resource to upload a file (Microsoft Office®, PDF file, etc.) to use
with the assignment.

a. Select Document Resource.

b. Click to select the file to upload.

c. Click .

Assignment Screen, ResourcesTab
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Viewing Resources

1. SelectResources from theGrade Bookmenu.
l Scroll to the bottom of theClass Resources tab on the Resources screen to view a
resource for a class. Any available ClassResources display at the bottom of the
Resources screen.

ResourcesScreen, View ClassResources

l Select theAssignment Resources tab to view resources for an assignment. The
Assignment Resources tab displays a list of resources for assignments.

Grade BookMain Screen, Assignment ResourcesTab

You can reorder and customize how the information is displayed on
this tab.

l Click the header to sort the column in ascending or
descending order.�

l Enter a value to filter the column.� For exampleMath.

l Drag a column header into box to group the results.�

2. View the attached resource.

l ClassResource – ClickOpen Resource.
l Assignment Resource – ClickView Resource.

Electronic files download to your computer and websites open in another tab.
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Modifying Resources

1. Select the resource:

l ClassResources – ClickEdit on theClass Resources tab. The resource information
that you can edit displays.

l Assignment Resources –OnGrade BookMain:

a. SelectEdit Assignment from the assignment onGrade BookMain.

Grade BookMain Screen

b. Select theResources tab.

c. Click or in the header. The resource information that you can edit
displays.

Grade BookMain Screen, ResourcesTab

2. Edit the resource name or description and whether to show it in ParentVUE and
StudentVUE. The icon displays on the row.

Grade BookMain Screen, ResourcesTab

3. ClickSave.
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Deleting Resources

1. Select the resource.

l ClassResources – Click on theClass Resources tab.
l Assignment Resources –OnGrade BookMain:

a. SelectEdit Assignment from the assignment onGrade BookMain. TheGrade
Book Assignment screen displays.

Grade BookMain Screen

b. Select theResources tab.

c. Click .

Grade BookMain Screen, ResourcesTab

The icon displays on the row.

Grade BookMain Screen, ResourcesTab

2. ClickSave.
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Setting Up a Class Website
You can create websites that parents and students view in ParentVUE and StudentVUE that are
specific to your class if the district has enabled ClassWebsites. These websites have topics such as:

l Announcements
l Homework
l ClassroomDocuments

l Helpful hints
l Additional resources
l Directions

ParentVUE/StudentVUE - ClassWebsite

Thewebsite displays all homework assignments that are not scored during the current year or
current semester depending upon the length of the class.

l Class – Displays the posts for the selected class or homeroom.�

l Posts – Displays the information regarding the post.�
l Resources – Displays the electronic files uploaded to the website that the students can use.
�

l Topics – Topic names display under this banner on the right hand side. Grade Book comes
with some pre-configured topics: ClassroomDocuments, Announcements, and Homework.
These cannot be deleted. You can add custom topics.�

l Curriculum Plan – Curriculum items created using LessonVUE display under this
banner.�
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The Teacher Class Website Entry Screen

This section describes the Teacher ClassWebsite Entry screen formatting window used to create
website posts and topics. The information in the formatting window displays slightly different in
ParentVUE/StudentVUE.

Reselect the topic in StudentVUE after you save changesmade in the
Teacher ClassWebsite Entry screen to see how your changes affected
the post.

1. SelectClassWebsite from theGrade Bookmenu.

ClassWebsite, Select Topic

2. Format the post.

Teacher ClassWebsite EntryScreen
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ClassWebsites, StudentVUE

l Topic – Displays in the list of Topics and at the top of the web-page.�

l Headline – Displays at the start of the post.�

l Visibility – Determines if the post displays on ParentVUE/StudentVUE.�

l Post – Description or information for your post.�

l Section – Select the class/section that the post applies.�

l Documents – Upload resources for the post.�

l CurriculumPlan –The curriculum elements display if your district uses LessonVUE.�

Curriculum Plan, StudentVUE

The formatting and editing tools available for creating templates and content are:�

l Source – Toggles the view betweenWYSIWYG (What You See Is
What YouGet) and HTML editingmode. The HTML tags such as <p> or <b>
display when editing in HTML. For example, a heading using the Heading 1 style
displays as: <h1>Heading</h1>.
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l New Page – Clears unsaved changes

l Preview – Previews the template design

l Cut, Copy, andPaste – Cuts, copies, or pastes the selected text

l Paste as Plain Text – Pastes the text as plain text with no formatting. This
is helpful when copying from other programs that may have hidden HTML
formatting, such as other web pages or Microsoft Outlook.

l Paste From Word – Inserts text copied fromMicrosoft Word and allows you
to edit the text to remove erroneousHTML code that Microsoft Word inserts.

a. Paste the text in the pop-up box.
b. SelectRemove Styles definitions if needed.
c. ClickOK.

Paste FromWordWindow

l Undo andRedo – Undoes the last action or redoes the last action
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l Find – Searches for text

Find And ReplaceWindow

l Replace – Replaces text

Find And ReplaceWindow, Replace Tab

l Select All – Selects all content in the formatting window

l Bold, Italic, Underline, or Strikethrough – Formats the
selected text as bold, italic, underline, or strikethrough

l Subscript and Superscript – Inserts subscript or superscript text

l Remove Format – Clears all formatting for the selected text

l Insert/Remove Numbered orBulleted List – Formats the selected
paragraphs as numbers or bullets
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l Increase orDecrease Indent, Outdent – Indents or outdents the
selected paragraph

l Blockquote – Indents the paragraph on both sides

l Align Left, Center, Align Right, or Justify – Aligns text per
the setting

l Insert Hyperlink orRemove Hyperlink – Inserts or removes a link to a
website or email address

l Anchor – Inserts a place that you can link to inside the template

l Table – Inserts a table

l Insert Horizonal Line – Inserts a horizontal line

l Insert Special Character – Inserts a special character such as a copyright
mark or currency symbol

Select SpecialCharacter Window

l Text Style – Selects a built-in format for the selected text

l Paragraph Style – Selects a built-in format for the selected paragraph

l Font – Selects a font for the selected content

l Size – Selects a font size for the selected content

l Text Color – Applies the selected color to the text

l Background Color – Highlights the text with the selected color
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l Maximize –Maximizes the editing window

l Show Blocks – Shows the content inside of blocks

l About CKEditor – Lists information about the CKEditor (the HTML text
editor used to edit the content)

Creating Posts and Custom Topics

1. ClickSelect for the topic to edit.

ClassWebsite Screen

2. ClickNEW to open the Teacher ClassWebsite Entry screen.

ClassWebsite Screen
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3. Enter and format the post/topic.

l Replace the name of the topic with your custom name to add a custom topic

Teacher ClassWebsite EntryScreen

You can only delete topics and posts that you created. Delete all the
posts stored in that topic to delete a custom topic.

l Complete the following to add a new post.

a. Enter aHeadline.
b. Enter and format the post content.
c. Set theVisibility for students and parents.

Toggle theVisible toggle toHidden if you are not
finished with your post or do not want it visible.

d. Select theSections or break out classes/groups that will see this post.

l ClickUpload New Document to add a document or file.
a. ClickChoose Document.

Upload ADocumentWindow

b. Select a document and clickUpload. The document icon displays under your
post.
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4. ClickSave. The new post heading and content display under the topic heading with blue
Posted label in Grade Book.

ClassWebsite Screen

Changing Topic Name

1. Hover over the topic until the delete and edit icons display.

2. Click .

ClassWebsitesScreen

3. Edit the name. The icon displays on the row.
4. ClickSave.

ClassWebsitesScreen
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Editing a Post

1. Hover over the subject until the delete and edit icons display.

2. Click to open the Teacher ClassWebsite Entry screen.

ClassWebsite Screen

3. Make the necessary changes to the post.
4. ClickSAVE.

ClassWebsite Screen
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Deleting Topics

1. Hover over the topic until the delete and edit icons display.

2. Click . The icon displays on the row.

ClassWebsitesScreen

3. ClickSave. A message stating that the topic and all posts will be deleted displays.

ClassWebsitesScreen

4. ClickOK to delete the topic.
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Deleting a Post

1. Hover over the subject until the delete and edit icons display.

2. Click . The icon displays on the row.

ClassWebsite Screen

3. ClickSAVE. A message confirms the deletion.

ClassWebsite Screen

4. ClickOK to delete the post.

Copying Posts

You can copy one or all of your posts to another school year.

1. ClickCopy Posts on the ClassWebsites screen.

CopyPostsScreen
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2. Choose aSchool Year,Class, and the posts to copy.

Selected posts are highlighted in blue.

CopyPostsScreen

3. ClickCopy Posts. The topics and posts are copied to the selected year and class.

There aremultiple versions of the post if a post with that name
already existed.
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Entering Scores
You can enter scores in Grade Book for assignments or proficiency against standards. Select the
mode (assignment or standards) on the Class Settings screen. Both use theGrade BookMain or
Enter Grade Book Scores screens.

l Enter scores directly into Grade Book Main – Use thismethod when you have just a few
scores to enter for just a few students. For example, when an assignment has already been
scored and you need to enter a few remaining scores for students who were absent or are
turning the assignment late.

l Enter scores using the Enter Grade Book Scores screen – Use thismethod when you
want to enter scores for multiple students at one time. Thismethod features a fill down feature
that saves time when entering scores.

The following items are things to keep inmind when adding student scores using theGrade Book
Main or Enter Grade Book Scores screens.

l Blank Cells –Grade Book assumes that blank cells are simply assignments that are not
scored. The student’s grade is not be affected by that assignment if no score is entered. Blank
cells do not automatically equate to a score of zero. Use Comment codes to indicate if a
student was absent, excused from the assignment, or if the assignment ismissing. See
Creating Grade BookComments andWorking with Grade BookComments.

l Extra Credit – Teachers can also give students extra credit by enteringmore points than the
assignment is worth in addition to creating assignments that aremarked with the Extra Credit
assignment category. For example, if theMax Score on an assignment is 100 and you want
to give the student 35 additional points for extra credit, enter 135 as the student’s score. Grade
Book calculates what percentage increase applies to the student’s overall grade. Thismethod
only applies to assignments withRaw Score or Percentage scores. The extra credit cannot be
more than twice the high score value.

Grade Book notifies you that the score is above themaximum value
with . The arrow does not display after the changes are saved.

l Dropped Scores – d displays on theGrade BookMain screen on the dropped assignments
because they have the low score if a teacher chose to drop scores in Grade Book Setup.

l At Risk Scores – on assignment scores indicates the assignment received an at-risk
score. Teachers set an at-risk percentage in their Grade Book options that help determine the
students who are receiving low scores.

There is an additional method using Grade Book Import when scoring assignments. Use the import
method to enter scores for multiple students for one or more assignments. Thismethod allows you to
create assignments as you enter the scores. Themethod validates the data and provides
information to remedy errors prior to importing. See Importing Assignment Scores.

Copyright 2015-2020 Edupoint Educational Systems, LLC



142 Grade Book User Guide - Secondary
Chapter 3: Using Grade Book

Using Assignment Mode

You can edit or enter scores for an assignment from the following screens:

l Grade BookMain
l Enter Grade Book Scores
l Calendar that uses the Enter Grade Book Scores screen

Using the Grade Book Main Screen

1. Click in any score box on theGrade BookMain screen. The column turns yellow and a cursor
displays. If a score was already entered, the score is highlighted.

Grade BookMain Screen
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2. Enter the score using the appropriate score type (for example, letter grade, raw score,
percentage, rubric).

Grade Book displays an Invalid Value Entered!message if the
score is in the wrong format.

Invalid Value Entered! Message

The Invalid Value Entered!message closeswith any keystroke.
This allows the teacher to continue valid score entry without the
need to close the window manually with themouse.

Until scores are saved:

l The scores display red.
l TheGrade is struck-out indicating the score needs
recalculation.

3. ClickSave Changes.
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Using the Enter Grade Book Scores Screen

1. Select the name of the assignment in Grade BookMain.
2. SelectEnter Scores. The Enter Grade Book Scores screen for the selected assignment

displays.

Grade BookMain Screen

3. Enter the student scores for the assignment in the column underneath the assignment name.
You can enter a score with up to four digits and four decimal places (for example, 9999.9999).

Assignment Score EntryScreen
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Using or :�
To enter the same score for the assignment for all students:

l Click once to copy the score or comment down to all
students below the line that do NOT have an entry.

l Click twice to copy the score or comment down and
override fields that have been previously entered.

l If a majority of students received the same score except for a
few, first enter the scores for the students with different
scores, clickSave and then from the top of the list enter the
score all of the rest of the students earned and click once.

To enter the same score to the assignments that was given for the
standard, both the standard and the assignment must be using the
same score type:

l Click once to copy the score or comment to the right to all
students that do NOT have an entry.

l Click twice to copy the score or comment to the right and
override fields that have been previously entered.

Not all districts use .

The cell turns red if the score types are not the same format when
using .

l ClassGrade – Calculated grade based on the scores of the assignments andGrade
Book settings.�CalculatedGrades display in blue.

l Exclude – Select to exclude the score from the final class grade calculation.�

l Hide in Portal – Select to hide the score on ParentVUE and StudentVUE.�

l Comment – Select any applicable comment code for the list.�

l Notes – Enter any applicable notes about the assignment.�
l Public Notes display in ParentVUE and StudentVUE.
l Private Notes are only available to school personnel.
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l Click to view the standards associated with the assignment.� SeeUsing
StandardsMode.

Enter Grade BookScores, StandardsScreen

4. ClickSave or Save / Return to Grade Book.

Importing Assignment Scores

TheGrade Book Import screen enables you to use a pre-formatted Excel document to import your
assignments and scores to Grade Book.

The Excel document that you download from theGrade Book Import screen includes the student
names, student IDs, and the columns required to perform the import. It also provides instructions on
a separate tab for completing the process.

The import screen validates all data and provides information to remedy any errors prior to importing
your assignments and scores.

1. SelectGrade Book Import from theGrade Bookmenu or Import Assignments on the
District Grade Book screen. TheGrade Book Import screen displays.

Grade Book Import Screen
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2. Create the Excel file to import:

a. ClickDownload Sample File. Grade Book generates a formatted Excel file
(MassImport.xls) with the student information pre-populated.

Sample File

b. Select the Instructions tab on the Exce file l to view instructions on how to complete
the import process.

The downloadedMassImport worksheet contains the list of
student names and the Synergy SIS IDs.

l The Instructions tab lists theAvailable Measure
(Assignment) Types and Available Subjects that
are available in your Grade Book. Use these values in
the Import Template.

l Separate the information with two bar characters (||) to
correlate tomultiple report card rows. For example,
MATH||GEOMETRY

c. Complete the Import Template tab of the file.

l To import multiple assignments, copy and paste the student rows on the
worksheet.

l When entering Score information:

l MAX_SCORE is themaximumvalue a student can earn on an
assignment.

l POINTS is the number of points the assignment is worth in Grade Book.
l SCORE_TYPEmust be a defined Score Type in Grade Book Setup.
l When usingPercentage as the SCORE_TYPE, theMAX_SCORE value
of the assignment should be 100.

l ASSIGNMENT_CATEGORY isNormal, Extra Credit, orNot for Grading.
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l Datamust be entered in the following columns for each line that is imported:

STUDENT_PERM_ID

STUDENT_FIRST_NAME

STUDENT_LAST_NAME

ASSIGNMENT_NAME

ASSIGNMENT_DESCRIPTION

OVERALL_SCORE

MAX_SCORE

POINTS

SCORE_TYPE

ASSIGNMENT_TYPE

ASSIGNMENT_DATE

SUBJECT

Sample File

d. Save the Excel file.

3. Import the Excel spreadsheet into Grade Book.

a. Click on theGrade Book Import screen.
b. Select the Excel file.
c. Select Options for the upload:

l Add Assignments Not Found in Current Class only imports assignments
that do not currently exist in Grade Book for the class in focus.

l Ignore Unknown Columns in File ignores any columns not required by the
import tool.

l Overwrite Existing Score overwrites any existing scores found for the
assignment.
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4. ClickUpload Import File. WhenGrade Book uploads the file, any errors with the file or
format display.

The status displays the number of errors, if any, in the Review
Import File box.

Each error displays in the Import File Status boxwith the error and
the row number where the error is located on the import file.

Grade Book Import Screen

5. Resolve any errors. Once all errors are resolved, the Review Import File status changes to
OKand the Import Data button becomes available.

Grade Book Import Screen
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6. Click Import Data. Once the import is complete, the Import File Status changes toOK: File
Import Success!

Grade Book Import Screen

The assignment and score display in Grade BookMain, tied to the appropriate grading
periods as defined in Grading Setup.

Grade BookMain Screen

Using Standards Mode

When adding student scores in Standardsmode:

l The proficiency of each standard is determined by the aggregationmethod indicated on the
Class Standards screen. Proficiencymay automatically update based on settings on the
Standards tab on theGrade Book Setup screen. See Automatically Calculate Standards
Proficiency.

l Scores can be added for the standard aswell as the assignments to indicate how the student
performed against the particular standard for that assignment.

l Only the overall assignment grade is used for overall grade calculations and for output on
reports when standards are not tied to report card rows.

l Scores entered for Standards are used for analysis on theStandards tab of the Student
Summary screen.
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Enabled standards for your class before entering scores in Standardsmode. See Configuring Class
Settings.

Grade BookMain Screen

When Standards are enabled, Grade BookMain displays the Assignment/Standard toggle� to
switch between the views.

l When the toggle is set toAssignment, Grade BookMain displays the Assignment name,
information, and allows you to enter the overall assignment score. See Using Assignment
Mode.

Assignmentsmust have standards associated with them in order for
them to display in Standardsmode. See Adding Assignments for
more information.

l When the toggle is set toStandard, Grade BookMain displays the Standard name,
information with a toggle to view the associated assignments. Grade Book allows you to enter
the score for the student’s performance on that specific assignment as it relates to the
standard.

If an assignment applies tomore than one standard, view/score all
the standards associated to the assignment by selecting Enter
Scores from an assignment associated to a standard.

The standard level displayed is set using theDefault Standards View drop-down�.

l Level 1, Level 2, Level 3 – Select the level (parent, child, grandchild) of the standard to
display in the grid.

The currently focused standards level remains highlighted to assist
navigation in Standards View.

l Show Summary Score:
l When selected, shows the score based on the calculationmethod selected.
l When not selected, shows the resolved score. For example, if the calculated proficiency
on a standard is 2.86, Grade Book displays a 3.
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l Show Standards Evidence Chart – Shows a bar graph of all scored assignments. The
selected assignment is striped. The colors represent the Assignment Type.

Grade BookMain Screen, StandardsEvidence Chart

Using Grade Book Main Screen

1. Set the Default Standards View:

l Set the Standard level to see the standard level.
l SelectShow Summary Score to display the calculated score for the standard, if
needed.

l Select Show Standards Evidence Chart to see a chart showing the assignment
results that contributed to the standards proficiencywhen you select a cell on Grade
BookMain, if needed.

Grade BookMain Screen

2. Use the toggle in the standard cell to view associated assignments.�
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3. Select an assignment score cell on the screen. The column turns yellow, and a cursor
displays. �

Grade BookMain Screen

4. Enter the score that represents the student’s performance on that specific assignment as it
relates to the standard in the appropriate format based on theMAX points for the assignment.

Grade Book displays an error message if the score is in the wrong
format. The scores are red until they are saved.�
The assignment may apply to more than one standard.

The standardmay havemore than one assignment.

The score shown in the standard column is an aggregate of all the
assignments associated with the standard.�

5. Click Save Changes.

Using Enter Grade Book Scores Screen

The Enter Grade Book Scores screen allows the assignments to score by:

l Standard – Use to scoremultiple assignments� against a standard.�

Enter ScoresFromStandard

You can create and score a new assignment with themaximum
score and points that are the same as the standard.�
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l Assignment – Use to scoremultiple standards� assigned to an assignment.�

Enter ScoresFromAssignment

1. Toggle to view the assignments onGrade BookMain.
2. SelectEnter Scores from standard or associated assignment on theGrade BookMain

screen. The Enter Grade Book Scores screen displays.

Grade BookMain Screen
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3. Select in assignment view to view the standards associated to the assignment. The
standards for the assignment display.

Enter Grade BookScoresFromAssignment

Enter Grade BookScoresByAssignment

4. Enter the score that represents the student’s performance on that specific assignment as it
relates to the standard in the appropriate format based on theMaxScore for the assignment.

Enter Grade BookScores, AssignmentsFromStandard

Enter Grade BookScores, StandardsFromAssignment
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Using or :�
To enter the same score for the assignment for all students:

l Click once to copy the score or comment down to all
students below the line that do NOT have an entry.

l Click twice to copy the score or comment down and
override fields that have been previously entered.

l If a majority of students received the same score except for a
few, first enter the scores for the students with different
scores, clickSave and then from the top of the list enter the
score all of the rest of the students earned and click once.

To enter the same score to the assignments that was given for the
standard, both the standard and the assignment must be using the
same score type:

l Click once to copy the score or comment to the right to all
students that do NOT have an entry.

l Click twice to copy the score or comment to the right and
override fields that have been previously entered.

The cell turns red if the score is in the wrong format.

Not all districts use .

The cell turns red if the score types are not the same format when
using .

The score shown in the standard column is an aggregate of all the
assignments associated with the standard.�

The assignment does not show an aggregate score.�

5. Click Save or Save / Return to Gradebook. A message displays confirming the scores
were saved and the standard’s score is populated based on the calculation of the assignment
scores.

ClickAnalyze Standard Results on the Enter Grade Book Scores screen
to view a breakdown of the scores for the standards. See Viewing
StandardsDetails.

Enter Grade BookScoresScreen
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Overriding Calculated Standard Scores on the Grade Book Main Screen

1. Select the score box to override in Grade BookMain. The selected box turns yellow and a
cursor displays.

Grade BookMain Screen

Select to view the associated assignments.

2. Enter the score to override the calculated standard score. The value turns red.

Grade BookMain Screen

3. Click Save Changes. The overridden field turns green.

Grade BookMain Screen

Clear the field and clickSave Changes to remove the overridden
score. Grade Book recalculates the standard score value.
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Scoring Drop Box Assignments

Grade BookMain displays an icon next to the assignment to notify you that a student has uploaded a
document to score when using the Digital Drop Box or Drop BoxGrader.

Grade BookMain Screen

Not Using Drop Box Grader

1. Click the assignment header for the assignment with a drop box and selectEnter Scores.

Grade BookMain Screen

The Enter Grade Book Scores screen for the selected assignment displays and theBox
column indicates the students that submitted the assignment using the digital drop box.

Enter Grade BookScoresByStandard Screen
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Enter Grade BookScoresByAssignment Screen

2. Select the icon in theBox column. The file information displays.
3. Select the document name to open the document.

DigitalDrop BoxWindow

4. View and score the document.

Using Drop Box Grader

1. Click the assignment header for the assignment with a drop box and selectDrop BoxGrader.
The scoring screen for the selected assignment displays.

Enter ScoresUsing Drop BoxGrader
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2. Select a student from the list or enter a keyword in the search field to find a student.

DropBoxGrader Student Search

The student’s document displays.

l Manage the document:�

l Download the document

l Print the document

l Adjust viewing options

l Navigate the pages

l Move the document

l Search the document

l Annotate the document:�

l Highlight information

l Add notes

l Use strikeouts

l Draw

l Delete annotations or use theDelete key on your keyboard.

l Hide annotations

l See summary information about the assignment andmake comments.�

l Score the assignment using the Scoring Rubric.�
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l See the scoring data.�

The score for the assignment is calculated by taking the
percentage of the rubric and applying it to the total points for
the assignment. For example: Rubric Points of 13/16 is
81.25%. Using rounding, 80% of 10 points is 8.

Scoring Screen
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3. Score the assignment:

l Select the boxes that represent the score for the assignment.

The total points for the rubric is determined by the rows
scored. You do not have to select a score in each row of the
rubric.

l Mark up the document if needed.
l Enter Public or Private Notes if needed.

Comments can be entered without entering a score.

Scoring Screen, Rubric

4. ClickSave or Save and go to Next Ungraded assignment.
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Working with Grade Book Comments

UseGrade BookComments to trackwhy assignmentsmight have a blank score or if a student
turned in an assignment late. See Configuring Grade BookComments .

Enter comments on the following screens:

l Grade BookMain
l Enter Grade Book Scores

Set the Filters & Options to Show Comment Codes in Grade BookMain.

Use the comment code defined in Configuring Grade BookComments in
Grade BookMain.

An exclamation point (!) removes the codes.

Using Grade Book Main Screen

1. Click a score box. The column turns yellow and a cursor displays.
2. Enter the score and/or comment code.

To Action Example Screen

Enter a score
and comment

Enter
<score><space><comment_
code>

Enter a comment
without a score Enter <comment_code>

Remove a
comment and
retain a score

Enter <score><space>!

Remove a
comment and
leave cell blank

Enter !

Include an
excluded score Enter <score><space>!ex

Include without a
score Enter !ex

Exclude without
a score Enter ex

Exclude with a
score Enter <score><space> ex
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3. Enter public or private notes.

l Public Notes – Enter a comment that displays on ParentVUE and StudentVUE.
l Private Notes – Enter a comment that displays only to staff.
l Hide score in parent portal – Select to hide score in ParentVUE.

l Fill down score – Click to insert the same comment for all students below.

Grade BookMain Screen, CommentsWindow

Set the Filters & Options for Assignment Note Entry in Grade Book
Main.

4. ClickSave Changes.
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Using Enter Grade Book Scores Screen

1. SelectEnter Scores. The Enter Grade Book Scores screen for the selected assignment or
standard displays.

Grade BookMain Screen

The Enter Grade Book Scores screen for the selected assignment or standard displays.

Enter Grade BookScoresScreen

2. Enter, edit, or remove comments.

l Comment – Use the drop-down to use aGrade BookComment.�
l Notes:

l Public Notes – Enter a comment that displays on ParentVUE and StudentVUE.
�

l Private Notes – Enter a comment that displays only to staff.�

Click to view standards.

3. ClickSave or Save/Return to Grade Book.
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Adding Accommodations

Teachers add accommodations for an assignment usingPrivate Notes or Public Notes.

1. SelectEnter Scores. The Enter Grade Book Scores screen for the selected assignment or
standard displays.

Grade BookMain Screen

The Enter Grade Book Scores screen for the selected assignment or standard displays.

2. Click in aPublic Notes or Private Notes.

Enter Grade BookScoresScreen

3. Select the accommodations.
4. ClickOK.

Enter Grade BookScoresScreen
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5. ClickSave. The accommodations display in Grade BookMain when you click .

Grade BookMain Screen

The entered accommodations behave like any other note in the field. It is
possible to add the same accommodationmultiple times. You can remove
duplicates by editing the note and saving the edits.
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Using the Calendar
You can perform the following from the Calendar screen:

l View all previous or upcoming assignments
l Access an assignment to enter scores, edit the assignment, or create assignment resources

Calendar Screen
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Filtering the Calendar

Use the filters at the top of the calendar to select the information displayed.

Calendar Screen

l Select Class – Select the class assignments that display on the calendar. Select <<All>> to
view all assignments.

l Category – Select the Assignment Types that display.
l Month – Select the calendar month and year.
l Display:

l Assign Date – Displays the date the assignment was distributed to students
l Points Possible – Displays the total number of point the assignment is worth when
calculating the final grade

Managing Assignments on the Calendar

Select an assignment on the Calendar screen

1. Select the assignment on the Calendar screen.
2. Select an option:

l Enter Scores – The Enter Grade Book Scores screen displays for the selected
assignment. See Using the Enter Grade Book Scores Screen.

l Edit Assignment – TheGrade Book Assignment screen displays for the selected
assignment. See Editing Assignments.

l Create Assignment Resources – The Assignment Resources screen displays for the
selected assignment. See Creating Resources.

Calendar Screen
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Using Student Workload
The StudentWorkload screen provides a week-at-a-glance of the total item count and time duration
for students in their other classes.

1. Log in to TeacherVUE.
2. SelectStudentWorkload from theGrade Bookmenu.

TeacherVUEHomeScreen

All students enrolled in the section display in the grid. The number of items and time duration of
coursework from other classes display per day.

Grade BookStudentWorkload Screen

l Weekly Average SummaryCard – Displays the average number of items per student
according to the class focus. An average number of workloadminutes display when hovering
the cursor on a specific day’s card.u

l Week Toggle – Navigate to prior and future weeks to view item and time duration data.v
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l Workload Threshold – Use the fields to set the number of items and/or duration (in minutes) to
highlight either Yellow or Red.When a student hasmore than the value assigned, the tile
highlights accordingly.w

l Student SummaryCard – Hover on an individual tile of a student, and a breakdown of items
by class and assignment type displays.x
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Transferring Standards Results
The Transfer Standards screen enables you to transfer the student’s proficiency level on standards
to your current class.

The student must have a score for an identical assignment related to the standard for the standards
to transfer. For example, the assignment must be:

l For the same grade
l In the same grading period
l Against the same standard

To transfer standard results:

1. Select Transfer Standards from theGrade Bookmenu. The Transfer Standards Proficiency
Levels screen displays. Grade Book returns any standard results for the currently selected
grading period in other classes that match a standard in your Class Standards list.

Transfer StandardsProficiencyLevelsScreen

2. Select theSubject.
3. Select the student’s name. The Transfer Standards chooser opens. All the student’s

standards results for all their classes display.

Transfer StandardsProficiencyLevelsScreen
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4. Select the Transfer option to indicate the standards to transfer for this student or select
All. �

Transfer StandardsScreen

Click show assignment to view the assignments associated with
the standard.�

5. ClickTransfer Standards.� You are returned to the Transfer Standards Proficiency
Levels screen.

6. ClickSave.
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Transferring Student Scores
Transfer a student’s assignment scores between classes taught by the same teacher. This is
especially useful when a student transfers from one section to another after homework or projects
have already assigned.

1. Select Transfer Scores from theGrade Bookmenu.
2. Make selections:

l Copy From Class – Select a class to transfer scores from.� Assignments for the
selected class display in the Assignments grid.

l To Class – Select a class to transfer the scores to.�

l Student – Select the student or (All Matching Students).�

l To Assignment – Select the assignment score to transfer.�

If there are standards attached to the assignment selected in
Copy From Class and the assignment is copied to the To
Class or another assignment is selected that does not contain
the standard:

l The standard is added to the assignment in To Class.
l The standard is added to the Class Standards.

l Assignment in the class the score is transferred to.

The assignment name is selected if the assignment is a direct
match.

You can select another assignment to transfer the score to if
the assignment name is not a direct match.

l << DoNot Copy >> – Select to not copy the assignment score to the To Class.
l << Add Assignment >> – Select to copy the original assignment and score to the
To Class as a new assignment.
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3. ClickCopy Student Scores. The student scores transfer to the new class.

Transfer Student Grade BookScoresScreen
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Recording Activity Notes
1. Log in to TeacherVUE.
2. SelectActivity Notes from theGrade Bookmenu.

l The screen automatically saves as you enter data.
l The section displays all of the days of the current calendar month, by default.
l The Time drop-downs are set with five-minute increments.

3. Enter Activity Notes.

a. ClickPE Minutes or EL Instruction to select the type of Activity Note to enter.
b. Select start and end Times.
c. Enter a Logged Amount.
d. Enter anyNotes regarding the activity.

Use in the Time and Logged Amount fields to use the same
value for all fields.

Use to enter Activity Notes in other months.

ActivityNotesScreen
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Grade Book and Google Classroom

Logging into Google Classroom from Grade Book Main

1. SelectGrade BookMain fromGrade Bookmenu.

2. Click to open theGrant Permissions in Google screen.

This only displays for users who have not logged in.

Grade BookMain Screen
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3. ClickAllow. displays.

Google PermissionsScreen

4. Click .

5. Click to accessGoogle ClassroomGeneral Options.

Grade BookMain Screen

Clickdisconnect account to disconnect fromGoogle Classroom.
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6. Set the options for Google Classroom.

Session Auto Sync is enabled, by default. Clear the option to
disable.

a. Select theDefault Assignment Type to use whenGrade Book cannot match an
Assignment Type from the Instructions field of Google Classroom assignments.

b. Select the Default Points Value to apply to SynergyGrade Book assignments
synchronized fromGoogle Classroom.

l Set to a Specific Number – Set the Points value to the number entered.
l Set by Assignment TypeWeighting Default – Follow the default value set for the
Assignment Type on theAssignment Type Weighting tab of the Grade Book
Setup screen.

You can set this value differently in each class.

l MatchMaxScore Value – Use theMax Score andPoints set on theGoogle
Classroom assignment.

c. Enter the exactSync Block Phrase in the Instructions field of Google Classroom
assignments to prevent the assignment from synchronizing into SynergyGrade Book.

Update any existing blocked assignments within Google Classroom
before synchronizing fromGoogle if theSync Block Phrase is later
changed. This prevents any unintentional synchronizing of
assignments fromGoogle Classroom. The default phrase is
(Managed byGoogle Classroom).

7. ClickSave.
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Enabling Google Classroom

1. SelectGrade Book Setup fromGrade Book menu.
2. Select theClass Settings tab.

3. Click .
4. Select the settings:

l Google Classroom
a. Toggle toEnabled.
b. Click Advanced Options.
c. Class Code

l Enter the Class Code if a class is set up in Google Classroom.
l TheClass Code automatically populates after you create the class if the
class is not set up in Google Classroom.

d. ClickAccept to allow students in the class to view the assignment. the default
synchronization setting for adding students to an assignment.

Google ClassroomScreen

Any students enrolled in a classwith email addresses
that match those set up within Google are automatically
added to the newly createdGoogle Classroomwhen
Sync Student Roster is set toON.
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e. Disable the default synchronization options, if needed.

Grade BookSetup Screen, ClassSettingsTab

l Sync Google Assignments From –Grade Book can only synchronize
Google Assignments with a the due date on or after the date listed. By
default the date is set to the day prior to the dayGoogle Classroomwas
first enabled on a section.

l – Displays onGrade BookMain for Google assignments that are not
synchronized

Grade BookMain Screen
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Viewing Google Classroom from Grade Book Main

1. SelectGrade BookMain fromGrade Bookmenu.

Classes enabled and synchronized for Google Classroom display 
.

Grade BookFocus

2. Select a Google enabled class.
3. Select an assignment created in Google Classroom.

They display . Assignments created in Google Classroom are
locked and cannot be edited fromGrade Book, by default.

Grade BookMain

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 3: Using Grade Book 183

Google Classroom information displays on the New Assignment andQuick Assignment
screens after an assignment synchronizes to Google Classroom.

New Assignment Screen

QuickAssignment Screen
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Assignment Synchronization

You can set SynergyGrade Book assignments to not synchronize to Google Classroom following its
creation. This removes the assignment from in Google Classroom and prevents future
synchronization of the assignment into Google Classroom.

A message displays on the Class Settings screen if Student Roster
Syncing is not enabled.

Grade BookSetup Screen, ClassSettingsTab

Deleting Grade Book assignments also deletes the assignment from
Google Classroom, after performing aGoogle Sync.

l Select Turn Google SyncOff from an assignment in Grade BookMain to disable that
assignment from synchronizing with Google Classroom.

Grade BookMain Screen

l Select Turn Google SyncOn for an assignment that is not synchronizing.

Grade BookMain Screen
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Assignment resources added to new assignments synchronize into Google Classroom. Document
resources fromSynergyGrade Book assignments are created as a copy for each student in Google
Classroom.

Unlocking Google Assignments

Unlocking Google Classroom assignmentsmay cause the assignments to
go out-of-sync.

AssignmentsScreen

l From the Assignments screen:

1. SelectEdit Assignment.

Grade BookMain Screen

2. SelectUnlock all assignment in this class fromGoogle Unlocked.

Grade BookAssignmentsScreen
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When assignments are unlocked:

l displays onGrade BookMain for unlockedGoogle assignments

Grade BookMain Screen

l displays on the New Assignment screen for unlocked assignments.

New Assignment Screen
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District Course Curriculum
District Course Curriculum allows the district to organize rich course content by district course.
Assignments and itemswith rich course content are also sequenced using the Course Curriculum
window. Teachers of that course inherit the Course Content and can add the items to their own
classes.

Creating District Course Content

This example uses theContent option. The same process applies to theAssignment option.

1. Navigate toSynergy SIS > Grade Book > Setup > Course Content.

2. Click .
3. SelectContent.

Course Content Screen

4. Select or enter Content Settings as needed.

These are the default settings for the itemswhen teachers inherit a
copy of the item.

5. Select Classification options as needed.

This organizes the content in the District Content Bank.

A Course option is required to use the content item on the Course
Curriculum screen.
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6. Add content to theStudent Content and Teacher Instructions tabs as needed.

Teachers, students, and parents can view Student Content.
Teacher Instructions is only available to teachers.

Edit Course Content Item Screen

Creating Course Curriculum

1. Navigate to Synergy SIS > Grade Book > Setup > Course Curriculum. The Course
Curriculumwindow displays.

Course CurriculumWindow

2. Select the District Course to open a screen for that specific course.

You can search for specific courses by Title, Description, Duration,
or Subject, or use filters to narrow the list of courses.

Items that are linked with the selected course on the Course
Content screen display in the Content Bank.

3. Drag and drop items from the Content Bank to CurriculumSequences to build a course
curriculum.
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4. Drag and drop items to re-sequence, or remove items as necessary using in Curriculum
Sequences.

Course Curriculum Screen

Inheriting a Curriculum Sequence

1. Log in to TeacherVUE.
2. SelectCourse Content from theGrade Bookmenu.

TeacherVUEHomeScreen
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3. Select the course tab. The Course Content created by the district displays on this tab in the
recommended sequence.

The course tab only displays if the district has created Course Content for
the course.

Course Content Screen, Course Tab

Using Content from Course Curriculum

Teachers can add content fromCourse Curriculum to their own classes.

1. Select an item from the course tab. A window openswith the content details.

2. Edit options as needed for the specific class and click . This adds the content to
the teacher’s Course Content. Copied assignments are also added to Grade Book.

Add FromContent BankWindow
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3. The item from the District Content Bank displayswith a green checkmark and the date it was
added.

TeacherVUECourse Content Screen
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Using New Grade Book with Rich Course Content
On the New Grade Book screen, teachers can:

l Custom sort grade books by units or assignments
l Automatically save as they enter scores and create new assignments
l Add rich content including information from third party applications to an assignment
l Filter and sort by student name, mark or percent, and by individual and whole class student
performance

New Grade Book is currently available for section-based traditional (non-
standards based) grading.

New Grade Book Screen

TheNew Grade Book screen includesmany features.

NewGrade BookScreen

Enabling Autosaveu

1. Right-click .
2. SelectON orOFF to enable/disable theAutosave feature.

NewGrade BookScreen - Autosave
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Using Quick Filtersv

1. Click to open the Filters window.
2. Select entire categories (Assignments, for example) or expand the category to select

specific items as a filter.

Grade Book reloadswith the selected filter options and theQuick
Filter button diplays the number of active filters.

3. TogglePin toON and what you pinned displayswhen you click the Quick Filter button.

4. Click to leave the Filters window pinned on the screen.

FiltersWindow

QuickFilter Detail

Click to re-open the Filters window.

Click to remove active filters. Grade Book reloads to display all
information.
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Using View Byw
The View By button has anAssignments tab and aStandards tab.

l Select theAssignments tab toView ByUnit, View ByCategory, or View ByWeek.

View ByAssignmentsTab

l Select theStandards tab toView ByAssignment, View ByStandard, orView ByParent
Standard.

View ByStandardsTab

Using Grade Detail, Reports, Options, Export, and Column Chooser x

l Click to toggle Grade DetailON orOFF.

l Click to print reports available to you from this screen.

l Click to toggle optionsON andOFF to customize New Grade Book. See New
Grade BookOptions for additional information.

l Click to export New Grade Book date in an Excel spreadsheet.

l Click to include and exclude columns.

Adding Course Content y

l Click to add anAssignment,Content, and aSyllabus. See Course Content for
additional information.
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New Grade Book Options

New Grade Book allows teachers to customize their Grade Book. Select to make
modifications.

1. Student Picture – Show/Hide student demographic images.
2. Show Only Ungraded– Automatically filter to display any students that have unscored

assignments throughout Grade Book.
3. Show Posted Grade – Displays the option for teachers to post final grades from the New

Grade Book grid. Teachers can also add comments and overridemarks.
4. Show Units andUnit Totals – Shows assignments organized by unit and displays unit

percentage andmark.
5. Progress Bar – Shows student performance as set by an analysis band. Teachers can

choose to email a set of students.

ProgressBar

6. Width – Expand or contract the width of assignment columns. Narrow columns display text
vertically.

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 4: Using New Grade Book 197

7. Grade Level – Displays a column to show the students' current grade level.

NewGrade BookScreen

Sorting and Filtering

TheNew Grade Book grid allows teachers to sort and filter by every column.

1. Select and column header (except the title of and assignment or unit). Grade Book sorts in
asscending or descending order by that column.

2. Select the icon and select items from the list to filter the Grade Book.
3. ClikOK to refreshGrade book using the selected filter options icon.

NewGrade BookScreen – Filtering

Signing out and back in, or re-loading New Grade Book, refreshes
all sort/filter options.
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Course Content

Course Content includes all possible resources and content that a teacher provides for a class.
Assignments can include Rich Course Content.

1. Click .
2. SelectAssignment,Content, or Syllabus to create content

a. This button allows teachers to create assignments that expect a student score. Rich
Course Content can be added to each assignment as needed by the teacher.

b. Content is rich course information that does not expect a student score. Teachers can
use Content to share studymaterials such as videos and documents. This area can
also be used to share general class announcements about things like projects and field
trips.

c. Mousing over the Syllabus option displays four areas teachers can edit:Contact Info,
Class Policies,Grading Policies, andCourse Description. These options also
display as tabs once the Syllabus page opens.

NewGrade BookScreen – New Content
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Creating New Content-Rich Assignments

1. Click .
2. SelectAssignment.
3. Enter assignment detail information. Itemsmarked with an asterisk (*) aremandatory.

l Content Type – This defaults to Assignment. This field signifies that the teacher is
creating content that requires scores.

l Unit – Teachers can create units to help organize their assignments. Type a unit name
into the field. For all subsequent content, the unit name displays in themenu.

l *Title (of Assignment)
l Category
l Due date – This defaults to the day the assignment is created.
l Score type – Raw score, Percentage, Letter Grade, or a defined type (i.e. rubric).
l Max Score – Total score that a student can earn on an assignment.
l *Points –Weight or amount the assignment is worth in Grade Book calculations.
l Expected Duration (in minutes) – Time expected for students to complete the
assignment.

Creating New Course Content

1. Click .
2. SelectContent.
3. Enter content detail information. Itemsmarked with an asterisk (*) aremandatory.

l Course Item Type – Defaults toContent. This signifies that student scores are not
required.

l Unit – Teachers can create units to help organize their content. Type a unit name into
the field. For all subsequent content, the unit name displays in themenu.

l *Title (of Course Content)
l Due Date – This defaults to the day the content is created.
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Adding Rich Course Content

TheContent area allows teachers to include an unlimited amount of information for Course Content
or Assignments. Teachers can add formatted text and resources (such as documents, videos, or
links) from the Content area.

The Tools on the right side allow teachers to add images, links, and documents, or to add/embed
YouTube videos or LTI content.

Course Content Screen

Teacher Resource Library

Any Images, Links, or Documents teachers use are added to their ownResource Library. These are
accessible for future use because this library is stored within Synergy.

1. Select Image, Link, orDocument from the Tools area.
2. Select a previously used image, link, or document, or upload a new one.

Each tab (Images, Links, andDocuments) can be accessed, regardless
of the selection chosen above.

Teacher Resource Library
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Google Drive

Teachers can add content from aGoogle Drive. Users not currently logged in to a Google account
are prompted to log in. Once logged in, users can access the files and folders held in Google Drive
and embed resources as needed.

When a document fromGoogle Drive is embedded, the permissions on
that document are automatically set to PUBLIC. This is necessary for
students to access the file.

Google Drive Content

Adding Google Docs to Assignments or Course Content

See your administrator to set up the required configuration for Google
Submissions.

1. SelectNew Grade Book from theGrade Bookmenu.
2. Add a new assignment or edit an existing assignment.

Two options are available for adding rich content:Synergy Editor
andGoogle Doc. Synergy Editor is the traditional text editor that
allows you to embed text, photos, videos, YouTube, LTI content,
etc. TheGoogle Doc option allows you to create a new Google Doc
or select an existing Google Doc as rich content for the assignment
or course content item.

Teachers can only provide rich course content using onemethod
per assignment or course content item.

3. ClickGoogle Doc. A confirmation displayswarning that any content currently entered in the
Synergy Editor field will be deleted. Click to proceed.

If you are not signed in to the browser using your district-providedG
Suite email address, click and complete the authentication
process.

4. A Google Doc is automatically created. Create the Google Doc as needed or click
to load a previously createdGoogle Doc.
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5. Click to open theGoogle Doc in a separate tab. This opens the document to
edit as needed.

Changes can bemade to the Google Doc in Grade Book or directly in
Google. All changes display in either location.

Using Google Docs in Google Drive

Google Docs created in New Grade Book are organized in the teacher’s Google Drive. Folders are
created automatically to keep the documents organized by school year, class, and assignment.

1. Navigate to http://drive.google.com.
2. Locate theClass Content folder.
3. Navigate through the school year folder to find the class(es) and assignment(s) where Google

Docswere created.

Google Drive

Google Docs in ParentVUE and StudentVUE

1. SelectGrade Book in ParentVUE or StudentVUE.
2. Select the class and assignment where theGoogle Doc rich course content is available. The

Google Doc displays.

TheGoggle Doc is read-only for students and parents.

Course Item Screen
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Configuring Rich Content Features

Rich content for New Course Content allows teachers to easily search for Third Party LTI content
and YouTube videos that support learning objectives. YouTube and LTI must be configured for
teachers to use these features.

YouTube

Select the YouTube icon to search all content on YouTube by keyword. Prior to embedding the
content to the page, teachers can view the YouTube video before choosing Insert Video.

A district’s proxy serversmight limit access to some YouTube content.

YouTube Content

Third Party (LTI) Applications in Course Content

1. SelectAll LTI Apps from the Tools area. Previously used applications display by default.

2. Select to view all LTI Applications. Select to toggle back to
the default view.

Any application that displays
can be used without configuration. Applications that display

must be configured. Selecting the
application allows the teacher to configure it if they have the
credentials for theConsumer key andShared secret.

3. Select a configured application to use. Each application ismanaged by its own vendor, and all
functionality is determined and developed by that vendor. For example, Quizlet provides a
search field that allows users to search their repository.
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4. Add content to the assignment or Course Content.

Embedded LTI Content

Assignment Advanced Settings

Teachers can set specifications on theAdvanced Settings tab for each assignment. These
settings include:

l Grading Type –Normal, Extra Credit,Not For Grading,Content
l Assignment Date – Use if different than the Assignment Due Date
l Analysis Band – An individual assignment can have its own Analysis Band. Point values
configured in the Analysis Band canmatch theGrade Book Score Type of the assignment
(grading for DIBELS proficiency for example).

l Grading Periods – Select Grading Periods that the assignment impacts
l Courses – Click the toggle button toON and all other sectionswith the same course number
are automatically selected. Additionally, all classes taught by the teacher are listed and can be
individually selected if needed.
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l ParentVUE/StudentVUE

l Show Only When Scored – Assignments display only when scores are entered.
l Show Rubric In Portal – If a rubric is applied to this assignment, the rubric displays.
l Enable Discussion – Allows teacher and students to discuss the assignment in the
portal.

l Show Assignment As Of Date Time – Select a specific day/time for the assignment
to display in the portal.

Course Item Screen, Advanced SettingsTab
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Standards

Course Content and Assignments can be aligned to standards. Search for Standards by name in
the text field or filter by selecting theStandards Type, Subject, andGrade Level. You can then
select standards from the populated list.

Course Item Screen, StandardsTab
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Entering Scores for an Assignment

In New Grade Book, you can enter scores on the same screen used to create assignments. The
Scores tab populates when an assignment is created. On theScores tab, teachers can enter
scores in two views: grid and cards. Select these views on the right-hand side of theScores tab.
Grid view reflects a traditional grid where users can enter raw or rubric scores. You can use the
toggle button tomark assignments excused or hidden in the portal. The remaining columns allow
teachers to enter Grade Book comments and public/private notes. TheGrid entry screen also
includes a column chooser for teachers to tailor the columns displayed on the screen.

Card view presents students as cards in a grid. Teachers enter the scores on the student’s card and
can easily use the Tab key, Enter key, or keypad arrows to navigate from student to student. In the
card format, the student’s score type and percentage displays on their score card.

Course Item Screen, ScoresTab, CardsView
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Course Content Bank

TheCourse Content Bank allowsCourse Content Assignments and Items to be pushed to a bank
so teachers can share and pull needed Course Content. Content is created by teachers or district
staff and is easily accessed in theSearch Content Bank option. When searching the Content Bank,
teachers can filter by course, unit, type, year, author, grade, andmore.

1. Select the link from an Assignment or Course Content.
2. Select an option. Teachers can:

a. Copy Current Item – Copy all rich content to a new item that can be set as an
assignment or asCourse Content for use.

b. Delete Item – Remove the Course Content or assignment fromGrade Book.
c. Add to Content Bank – Add the Rich Content to the bank to be visible by others for

use.
d. Search Content Bank –Open a searchable grid that displays all Course Content

added to the bank. Selecting Course Content displays a preview of the content and
allows the content to be copied and used.

e. Preview As Student –Open a new display to view the content as a student would
through StudentVUE.

Course Content Screen
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Student Profile

Selecting a student’s name on the New Grade Book screen opens the Student Profile. Student
Profile provides a holistic look at the student, including information regarding grades, course history,
health, discipline, and communication.

Student Profile Screen
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Course Content Screen

TheCourse Content screen contains all of the Course Content for a teacher’s section. Teachers can
create additional Assignments and Course Content Items by clicking . Content is organized by
the teacher through theOptions tab. This organization is how the students view the course content
through StudentVUE.

1. Navigate toGrade Book > Course Content.
2. Select theOptions tab.

a. Select fields to display to students. Options include:Week,Date,Unit, Assignment
Type, andSubject.

b. Drag the rows to customize the order the content displays to students.

Course Content Screen, OptionsTab
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3. Select theCourse Content tab. The teacher sees the content organized bywhat was set on
theOptions tab. In this example, students are presented Course Content first by Unit, then
byDate. The Course Content screen provides the teacher an outline of the content shared
with students and includes:

a. Total amount of Course Content in the focused section
b. Content organized by teacher’s customized layout
c. Search field to find anyCourse Content provided to the students
d. Toggle to show only upcoming assignments
e. An outline of the Course Content
f. An indicator that that the assignment was completely scored

Course Content Screen

To edit previously created course content, select the name of the
Course Content or Assignment. Additional resources can be added
to the content item as needed.
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ParentVUE and StudentVUE

Classes using New Grade Book and Course Content can be used alongside classes using Grade
Bookwithout Course Content.

Selecting a classwithin ParentVUE or StudentVUE where the teacher has used Rich Course
Content displays the ‘Course Content View.'

The Course Content view of ParentVUE and StudentVUE displays the following information:

1. Syllabus information – Contact information, classroom policies, grading policies, and course
description are listed at the top of the class detail for easy student access.

StudentVUESyllabusScreen, Course Description Tab

2. Overall classmark and percentage
3. Breakdown by assignment category
4. Number of missing assignments – Can be toggled to show only assignments that aremissing
5. Upcoming assignments – Can be toggled to only show assignments with a future due date
6. Show Done filter – Displays or hides assignments and course content the student marked

‘Done’
7. Students canmark assignments and course content 'Done'

StudentVUECourse Content Screen
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Course Content and Assignment Detail

By selecting the name of a Course Content Assignment/Item, students can access further
information. This allows students to access all resources as provided by the teacher including text,
videos, and LTI applications.

Course Item Screen

Assignment And Standards View

Parents and students can toggle to the ‘Assignment View’ or ‘Standards View’ to see theGrade
Book information presented without Course Content included.

StudentVUEAssignment View
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"What If?" Calculator

The calculator button on the right side of each assignment allows students to present 'What If?'
situations. Students can use the pull bar to see how a specific score on an assignment will impact the
mark in class.

StudentVUE "What If" Calculator

Using Standards-Based Grading in New Grade Book

Enabling Standards Mode

1. Log in to TeacherVUE.
2. SelectGrade Book Setup from theGrade Bookmenu.

TeacherVUEHomeScreen

3. Select theClass Settings tab.
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4. Click to edit all classes or click to edit an individual class.
5. ToggleStandards Mode toON.
6. ClickSave.

Grade BookSetup Screen, ClassSettingsTab

Correlating Standards to Assignments

1. SelectNew Grade Book from theGrade Bookmenu.
2. Create a new assignment or edit an existing assignment.
3. Select theStandards tab.

Course Item Screen, StandardsTab

4. Select Standards.u

l Select theStandards Type, Subject, andGrade Level.

5. ClickShow Class Standards or Show District Standards.v

Show District Standards displays the entire district standards
bank.

Show Class Standards displays only standards that have been
selected for the class.
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6. Select standards or groups of standards.w

l Click or to expand a group of standards.

l Click or to collapse a group of standards.

7. Select individual standards to correlate themwith the assignment. The standards display in
Selected Standards.x

Course Item Screen, Selected StandardsDetail
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Using Standards Views in New Grade Book

1. SelectNew Grade Book from theGrade Bookmenu.
2. Click theView By button and select theStandards tab.

NewGrade BookScreen, View ByStandardsTab

l View ByAssignment –OrganizesGrade Bookwith a focus on assignments. It displays
associated standards and a column showing assignment score detail.

NewGrade BookScreen, Standards– View ByAssignment
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l View ByStandard –OrganizesGrade Bookwith a focus on Standards. It displays
associated assignments and a column showing the overall standard proficiency.

This is the view most in line with standards view in classic Grade
Book.

NewGrade BookScreen, Standards– View ByStandard

l View ByParent Standard –OrganizesNew Grade Book to display ‘rollup’ calculations
of parent standards. It displays child standards and a column showing the proficiency of
the parent standard.

NewGrade BookScreen, Standards– View ByParent Standard
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Entering Scores in New Grade Book

1. Select either Standards View ByAssignment or Standards View ByStandard.
2. Enter scores.
3. ClickSave.

InStandards –View ByStandard:

l The overall Standard Score populates based on the aggregation of
the associated assignments when you clickSave.

l Entering a value in the Standard Score column overrides the
calculated standard proficiency and remains for the entire grading
period.

NewGrade BookScreen, Standards– View ByStandard

Entering scores in theStandards – View by Parent Standard overrides
the calculated standard proficiency and remains for the entire grading
period. Edupoint does not recommend entering scores in this view.
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Entering Scores in Assignment

1. Select the assignment
2. Select theScores tab. The assignment displayswith the associated standards.
3. Enter assignment or standards scores.
4. ClickSave.

Course Item Screen, ScoresTab
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Entering Scores Using Grade Detail

TheGrade Detail option provides an option for teachers to quickly enter standards scores, analyze
standards data, and enter notes or comment codes.Grade Detail provides information from any
view (Assignments or Standards) in New Grade Book, and provides different data based on the
focus or the field selected.

1. Click in New Grade Book.
2. ToggleGrade Detail toON.

NewGrade BookScreen, OptionsMenu

3. Select an assignment field. FromStandards – View ByStandard, this is any score field under
the assignment name. FromStandards - View ByAssignment, this is any score field under the
Assignment Score column. TheGrade Detail window displays the standards correlated to the
selected assignment.

4. Click the score under the standard description.
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5. Select a comment code if needed.

Grade DetailWindow

Using the Analysis Tab in Grade Detail

This tab displays the standards associated with the assignment with a graphical representation of
the student’s proficiencies per standard. The overall standard proficiency is displayed, along with the
aggregationmethod set on the standard.

1. Select theAnalysis tab.
2. Select a field for an overall standard proficiency. This automatically opens an Analysis of the

Grade Detail, focusing on the selected standard. The overall proficiency of the standard is
displayed, along with the aggregationmethod set, and a graphical representation of the
student’s proficiencies towards that standard.

Grade DetailWindow, Analysis Tab
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Using the Notes Tab in Grade Detail

1. Select theNotes tab.
2. Enter Public or Private Notes for the student. Public notes display in ParentVUE,

StudentVUE, and on some reports.

Gradde DetailWindow, NotesTab
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Limiting to Standards-Only Scoring

The No Score For Assignment option allowsNew Grade Book to only accept standard scores.
This prevents teachers from keeping track of overall assignment scores.

1. SelectGrade Book Setup from theGrade BookMenu.
2. Select theStandards tab.
3. SelectNoScore For Assignment inAssignment Scores to limit New Grade Book to only

allow a standards score.

Grade BookSetup Screen, StandardsTab

TheAssignments tab does not display whenNo Score For
Assignment is selected.
The overall assignment score column is replaced with aComment (Cmt)
column to allow New Grade Book comments to be saved for the
assignment when inStandards – View ByAssignment.

NewGrade BookScreen, Standards– View ByAssignment
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Using Submissions in New Grade Book
Students can submit classwork using Drop BoxGrader or Google Drive in New Grade Book.
Teachers can view, score, and provide feedback on student submissions.

See your administrator to set up the required configuration for Google
Submissions and Drop BoxGrader.

Setting Up Assignments with Google Submissions

1. SelectNew Grade Book in theGrade Bookmenu.
2. Create a new assignment or edit an existing assignment.
3. Select theStudent Submissions tab.

NewGrade BookScreen, Student SubmissionsTab

4. ToggleEnable Online Submission toON.
5. SelectGoogle for Submission Type. Information saved on the teacher's Google Drive

displays.

NewGrade BookScreen, Student SubmissionsTab

6. Select Google content (Google Doc, Google Sheet, etc.) to embed as the Submission
Template. This is the interactive document that is distributed to each student for submission.

7. A preview of the resource displays in a window. Click .
8. ClickSave ifAutosave is not enabled.
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Using Student Submissions with Google

Studentsmust be signed in to the browser with their district-providedGSuite email to utilize Google
Submissions in StudentVUE.

1. Navigate toGrade Book in StudentVUE.
2. Navigate to the applicable course and assignment.
3. Select theSubmission tab. A copy of the teacher-provided template displays. This copy is

editable by the student and is added to the student’s Google Drive.

Grade BookScreen, Submission Tab

This document can be edited in StudentVUE or directly in Google. Any
changes aremade in both locations.

Click when complete.

Resubmit by clicking again.
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Grading With Student Submissions

1. SelectNew Grade Book on theGrade Bookmenu.
2. Select the assignment.
3. Select theSubmissions tab. Student templateswith links to their submission display.

NewGrade BookScreen, Student SubmissionsTab

4. Select the Google Doc next to a student’s name to open the Submission Grader screen. The
Google submission displays. The teacher can edit the Google Doc on the interface.

SubmissionGrader Screen

5. Enter a score, assign comments, write public and private notes, andmark assignments as
excused and hidden fromParentVUE and StudentVUE as needed.

The rubric displays below these fields if you are grading with a
rubric. You can enter the rubric score directly on the interface, and
the score scales accordingly.

SubmissionGrader Screen

6. ClickSave ifAutosave is not enabled.
7. Navigate to the next student by clicking either arrow, or close the screen.
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Setting Up Assignments with Drop Box Grader

1. SelectNew Grade Book from theGrade Bookmenu.
2. Create a new assignment or edit an existing assignment.
3. Select theStudent Submissions tab.

NewGrade BookScreen, Student SubmissionsTab

4. Toggle Enable Online Submission toON.
5. SelectDrop Box for Submission Type. Drop Box Submission Settings display.

NewGrade BookScreen, Student Submission Tab

6. SelectDrop Box Open Date,Drop Box Close Date, andDrop Box Doc Limit options as
needed.

7. ClickSave or ifAutosave is not enabled.

Using Student Submissions with Drop Box Grader

1. Navigate toGrade Book in StudentVUE.
2. Navigate to the applicable course and assignment.
3. Select theSubmission tab. The Drop BoxGrader Turn-In instructions and selection

displays.

4. Click to upload a file from the computer, or drag and drop a file from the
computer. The uploaded file displays in the File section.

5. Click .
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6. A window with the document information displays upon submission.

Turn-InWindow

7. Close the window.

Grading with Drop Box Grader

1. SelectNew Grade Book in theGrade Bookmenu.
2. Select the assignment.
3. Select theStudent Submissions tab.
4. Click the student submissions available for grading link.

NewGrade BookScreen, Student SubmissionsTab

See Scoring Drop Box Assignments for additional information.
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Using the Student Summary Screen
The Student Summary screen presents a detailed overview of both student performance in your
class and student performance in other classes (if scheduled to other sections).

Accessing the Student Summary

Grade BookMain Screen

Select a student’s name from theGrade BookMain or Enter Grade Book Scores screens. The
Student Summary screen opens.

Student names are links.

Assignment typesmust be assigned to the subject.

l TheClass Summary displays the student’s performance, the class average, and their
performance in each assignment type category.

Student SummaryScreen, ClassSummaryTab
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l SelectAssignment Summary to display the student’s performance on individual
assignments. You can:

l Rearrange the order that the information displays by dragging and dropping the column
headers

l Edit the student’s scores and notes on the Assignment Summary.

SelectStandards to enter scores based on standards.

Student SummaryScreen, Assignment SummaryTab

Use the filters to change the view.

l School Year – Select the school year.�
l Class Filter – Select another class and/or grading period to view the student’s
performance on assignments.�

l Type – Select how to view the summary, either Assignments or Standards.�

l Grading Periods – Select the Current grading period or All.�

l Select another student.�

l Export – Export the assignment summary by clicking theXLS or PDF link.�

l Filter – Drag column headings to filter the results by that column.�

l Sort – Click the column heading to sort the rows in ascending or descending order.�
l Search— Enter a keyword to search for all assignments with that keyword or use the
arrow tomake a selection.�
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l SelectAll Classes to display how a student is performing in all of their classes. Click the
arrows to view performance in the class by Assignment Type.

Student Summary, AllClassesTab

l SelectStandards to display the student’s performance based on the selected standards
associated with the class assignments. Each column displays a different standard, with the
Mean, Mode, Last Score, Highest Score and Power Law totals for the standard at the bottom
of each column.

Student SummaryScreen, StandardsTab

This view is only available if assignments have standards correlated
and the standards have been scored.

Power Law is amathematical formula that looks at how students
performed on previous assessments and tries to predict how a
student would score if theywere assessed today. As a result, this
formula can be used as an indicator of a student’s current mastery of
standards. In order to return a Power Law score, more than one
assignment must be present and no assignments can be scored a
zero. Scoring Standards using a rubric is helpful, though not
required, when using Power Law to calculate overall grades.
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Using the Student Profile Screen
The Student Profile screen provides student summary information acrossmultiple data domains.
This screen is available to both Synergy SIS and New Grade Book users.

Accessing a Student Profile in Grade Book

1. Navigate toGrade Book > New Grade Book.
2. Click a student name.

NewGrade BookScreen

Basic Navigation

Summary,Attendance,Course History,Grade Book Detail, Interventions,Health,
Discipline, Test History, andCommunication tabs are available on the Student Profile screen in
both Synergy SIS and New Grade Book.

Student Profile Screen
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Summary Tab

TheSummary tab provides Attendance Totals, Behavior Totals, General Information, Emergency
Contacts, Current Schedule, Enrollment History, and Student Groups data.

Student Profile Screen, SummaryTab

Student Profile Screen, SummaryTab

Student Profile Screen, SummaryTab
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Student Profile Screen, SummaryTab

Student Profile Screen, SummaryTab

Student Profile Screen, SummaryTab

Student Profile Screen, SummaryTab
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Attendance Tab

TheAttendance tab displays Attendance Summary ByMonth, Attendance Summary By Period,
Grid (by date), and Calendar data.

Student Profile Screen, Attendance Tab

Student Profile Screen, Attendance Tab

Student Profile Screen, Attendance Tab
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Student Profile Screen, Attendance Tab

Course History Tab

TheCourse History tab includesOverall Course Summary, Lifetime ClassMarks, and Transcript
data.

Student Profile Screen, Course HistoryTab

Student Profile Screen, Course HistoryTab
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Student Profile Screen, Course HistoryTab

Grade Book Detail Tab

TheGrade Book Detail tab displaysClassGrade, CategoryGrades, and Assignment data display
for the selected class and grading period.

Student Profile Screen, Grade BookDetail Tab

Student Profile Screen, Grade BookDetail Tab
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Student Profile Screen, Grade BookDetail Tab

Student Profile Screen, Grade BookDetail Tab
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Interventions Tab

A separate license for theMTSS product is required to access the
Interventions tab. This tab is not visible without the additional license.

The Interventions tab displaysMTSS andCheck In CheckOut data.

Student Profile Screen, Intervention Tab

Health Tab

TheHealth tab displays student Conditions and Immunization data.

Student Profile Screen, Health Tab

Student Profile Screen, Health Tab
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Discipline Tab

TheDiscipline tab displays SummaryCharts and All Discipline Events data.

Student Profile Screen, Discipline Tab

Student Profile Screen, DisciplineTab

Test History Tab

The Test History tab displays Test Analysis and Test History data.

Student Profile Screen, Test HistoryTab
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Student Profile Screen, Test HistoryTab

Communication Tab

TheCommunication tab displays the Communication History for the student.

Student Profile Screen, Communication Tab
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Using the Standards Screen
The Standard Summary screen presents a detailed overview of the standards used in your class
and the class’ performance on the standards.

Accessing the Standards Summary

l SelectStandards from theGrade Book menu.

StandardsScreen

l Class – Select a class to view the standards summary.�
l Class Standards – Displays the standards selected or created on the Class Standards
screen.� SeeConfiguring Academic Standards.

l Select a standard to display the standard and related concepts display in the
Standards Summary table.

l Standards Summary table – Displays the standard, the count of assignments tied to
the standard and the class’ performance on the standard.�

l Select a standard that has performance indicators to view the Standard Details
screen.
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l Options – Select an option:�
l Show Codes – Select to display the standard codes.
l Show Only Standards With Results – Select to display only the standards
with performance indicators.

l +New Assignment – Select to create a new assignment related to the
standard.�

l +New Assessment – Select to create a new assessment related to the
standard.�

StandardsScreen

A separate license for the Assessment product is
required to access this functionality. See the
Synergy SIS – Assessment User Guide for more
information.

l Select to view the StandardsDetail screen�.
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Create Assignments from the Standards Summary Screen

1. Select a standard to select it. The icon displays.

StandardsScreen

2. ClickNew Assignment.

StandardsScreen

TheGrade Book Assignment screen displayswith the selected standard pre-populated on the
Standards Correlations tab. See Creating Assignments.

Grade BookAssignment Screen (from Standards)
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Viewing Standards Details

The StandardsDetail screen displays the standard and the class’ performance on the standard as a
whole and as individuals.

1. SelectStandards from theGrade Book menu.
2. Click the standard link.

Only standardswith assignments and results are available as
hyperlinks.

StandardsScreen

The Standard Detail screen displays.

StandardsDetail Screen

l Standard – Displays the full text of the selected standard�.

l Band – Select the analysis band to apply to the standard’s proficiency results�.

l Standards Proficiency Band Analysis – Displays the class’ proficiency on the standard
based on the selected analysis band�.
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l Auto Select slider – Selects the students that fall into the range on the standard
aggregatemethod�.

l Create Breakout Class – Select to create a breakout class.�
l Student – Displays the performance of a student on the assignments associated
with the standard and their proficiency on the standard itself.�

l Show LessonVUE Content – Displays content from LessonVUE if your district
uses LessonVUE.�

See theSynergy SIS – LessonVUE User Guide for more
information.

Creating a Breakout Class from the Standard Detail Screen

Youmaywant to create a breakout class based on proficiency level of students on the standard to
provide additional instruction or support. You can select students individually or based on proficiency
level.

StandardsDetail Screen

1. Select the students to include in the breakout class by:

l Using the Auto Select slider�. Students whose proficiency level falls in the
designated range display.

l Click next to their name.�

2. ClickCreate Breakout Class.� TheClassManager screen displays and theStudents
tab is pre-populated with the students selected. See Creating Breakout or Intervention
Classes.
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Using the Analysis Tool
TheGrade Book Analysis Tool screen displays the overall points, possible points, and percentage of
points earned for each student. Values considered at risk highlight in red.

l You can organize and sort student grades using this tool to help analyze the grades for a
deeper analysis of the student or class performance.

l You can save customized views of the students’ grades for future use.

Analysis bands are a quick way to group students based on their performance. Use bands tomonitor
students whose grades need tomeet a particular threshold for eligibility to participate in certain
school programs such as sports or student council.

Analysis Bands display on theGrade BookMain screen and in the Analysis Tool. Teachers apply
Analysis Bands in the Grade Book Setup screen on theClass Settings tab.

Analysis Bands also display in other areas of the system such as
Assessments and Analytics.

Configuring Analysis Bands

1. Open the Analysis Bands screen:

a. SelectAnalysis Tool from theGrade Bookmenu.
b. ClickSetup Analysis Bands.

AnalysisToolScreen

2. Select edit bands from Filters & Options in Grade BookMain.

Grade BookMain Screen

3. Enter a name for the band.
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4. Click +INSERT. The new band displays on the list.

AnalysisBandsScreen

Defining Analysis Bands

Select the band to define. The Details panel for the band displays.

Add a New Band

1. Click + New in the Details panel.

AnalysisBandsScreen

2. Complete theMark, Low Score, andHigh Score fields.

Do not have numeric gaps. For example:

Band 1 – 0-59

Band 2 – 60-79

Band 3 – 80-100

3. ClickDisplay Color to use the Color Picker to define the color for the band.
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4. Click Insert.

AnalysisBandsScreen

Edit Band Details

1. Select to edit one row or in the header to open all fields for editing.

AnalysisBandsScreen

2. Make the changes. The icon displays on edited rows.
3. ClickSave.
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Edit Analysis Band Name

1. Select to edit one row or in the header to open all fields for editing.

AnalysisBandsScreen

2. Make the changes. The icon displays on edited rows.
3. ClickSave.

Delete a Band

1. Select next to the row. The icon displays on the row.

AnalysisBandsScreen

2. ClickSave. A confirmationmessage displays.
3. ClickOK.
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Delete an Analysis Band

1. Select next to the row. The icon displays on the row.

AnalysisBandsScreen

2. ClickSave. A confirmation dialog displays.
3. ClickOK.

Apply analysis bands to classes using the Class Setting tab in Grade Book
Setup.

Using the Analysis Tool

As a teacher, youmust be focused to a school and class in order to use the Analysis Tool.

1. SelectAnalysis Tool from theGrade Bookmenu. The Analysis Tool screen opens.

AnalysisToolScreen
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2. Select the filters.

l Analysis By – Select to analyze by assignment, report card area, standard, or final
mark/category.�

l My Views – Use with the associated buttons and field to create views based on filters
you set up.�

l Show Analysis Bands – Select to display the student’s performance against
predefined bands.�

You can create Student Groupswhen showing Analysis Bands
by entering aGrade Book Group Name and clicking Add to
grade book.

AnalysisToolScreen

l Reset Grid – Use to clear all filters.�

l Export – Export the screen using either theXLS or PDF link.�
l Show All Classes – Select to include the data from all classes for each student for the
school year.�
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3. Customize the data displayed.

AnalysisToolScreen

l Filter the data within columns by using the arrows on the column headings and click
OK.�

AnalysisToolScreen

l Drag and drop the column headings including thePoints, Possible,%, andBand
columns, to the left and right to reorder them.�

AnalysisToolScreen

l Drag a heading into the space above the grid to display the relative data for the heading
in the grid.�

AnalysisToolScreen

l Select the arrow on the column heading to adjust whether the data is displayed in
ascending or descending order.�
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l Right-click the column header to change the information displayed:

l Hide – Select to hide the filter list.
l Show Field List – Select to show the PivotGrid Field List to drag the hidden filter
lists back into position.

AnalysisToolScreen

AnalysisToolScreen
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l Show Prefilter – Select to use the column, conditions, and operators to filter the
analysis information.

AnalysisToolScreen

Using Views

You can save the view for use in other classes after the data is filtered and sorted.

l To create a new view:

a. Enter a name for the screen inCreate a New View.
b. ClickSave View. The saved screen can be selected fromMy Views.

l To use a previously saved view, select the previously saved screen fromMy Views.
l To delete a view:

a. Select the screen fromMy Views.
b. Click Remove View.

Exporting Data from the Current Screen

Export the data as it displays on the screen by clicking either XLS or PDF.
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Using the Analysis Dashboard
The Analysis Dashboard enables district administrators and principals to view MarkDistribution,
Assessment, and Test History results for an entire school. The Analysis Dashboard uses dynamic
filters to define the analysis parameters. The data can be viewed in bar or pie charts or be filtered by
gender or ethnicity.

1. SelectAnalysis Dashboard from theAdmin menu. The Analysis Dashboard screen displays
theMarkDistribution Data by default.

AnalysisDashboard Screen

2. Click Change View to select another view.�

AnalysisDashboard Screen

l MarkDistribution – Displays the overall grades and the number of students that
received that mark. Normally used with section-based grading in secondary schools.
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l Assessment Results – Displays the scores and number of students that received those
scores on assessments created by the school or district.

A separate license for the Assessment product is required to access
Assessment Results. See theSynergy SIS – Assessment User Guide for
additional information.

l Test History – Displays the scores and number of students that received those scores
on tests imported to Grade Book.

3. Use the dynamic filter to select the chart's focus.�

Additional filters display as selections aremade.

AnalysisDashboard Screen

The data displayed on the dashboard changes tomatch the filters.

AnalysisDashboard Screen
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4. Select the type of chart.�

AnalysisDashboard Screen, Chart Types

l Full Stacked Bar Chart

l Bar Graph

l Pie Chart

l Gender Breakout

l Ethnicity Breakout

5. Click Add New Chart to add additional charts to the bottom of the screen. Select different
filters to perform a comparison.�

6. ClickReset to remove all filters and selections.�

7. ClickOptions to:�
l Change theChart Display
l Select thePanel Size
l Select Chart Colors

AnalysisToolScreen
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Running Admin Reports

Users without access to Grade Book can access Admin Reports from
Synergy SIS > Grade Book > Admin Reports.

Admin Reports are SQL-based reports created by your district andmade available to specific users
(such as teachers, principals, and specialists.) Your district sets your ability to access Admin Reports
and the reports that you can run. Admin Reports can be:

l A Simple Table that does not allow you tomanipulate the results
l An Advanced Table that allows you tomanipulate the results

Running the Reports

1. SelectAdmin Reports in theAdmin menu.

Admin ReportsScreen

2. Use the filters to locate the report.

Admin ReportsScreen

3. Select the report name. The report displays.
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l Viewing a Simple Table Report:

You can only view reports in Simple Table format. They
cannot be exported into XLS or PDF.

Simple Table Report

l Viewing an Advanced Table Report:

Advanced Table Report

a. Group or filter the data for analysis using one of the followingmethods:

l Click the header to sort the column in ascending or descending order.�

l Enter a value to filter the column.�ClickClear Filters to remove.�

l Drag a column header into box to group the results.�

b. Export the report in Excel or PDF format.�
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l Viewing a Chart Report:

You can only view reports in Chart format. They cannot be
exported into XLS or PDF.

Chart Report
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Creating Progress Reports
The ProgressReport screen enables you to create progress reports that you can customize and
email or print for distribution. Information aggregates byReport Card Row or by Section. Options
include the ability to show:

l Points
l Progress bar
l Assignment detail
l Category breakdown
l Class average
l Assignment percentage of overall score
l Parent signature request

You can filter the assignments displayed in the progress report using the Filter Assignments
functionality.
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Generating Progress Reports

1. SelectStudent ProgressReports from theGrade Bookmenu.

ProgressReport Screen

2. Select aStudent.
3. Select a Grading Period.

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 6: Progress Reports and Report Cards 267

4. Select aSummary Method.

ClickRefresh This Reportwhen changing the selection to update
the ProgressReport data.

l BySection – Typically used by secondary schools that use report cards from
Synergy SIS

l ByStandard – Displays a summary of the scores based on the standards. (Summary
Method)

ProgressReport Screen, SummaryMethod - ByStandard

l Class Summary – Shows the class and subject scores

ProgressReport Screen, SummaryMethod - ClassSummary

5. Select report output options: (options vary depending on theSummary Method selected):

l Show Overall Grade– Adds a row at the top that showsOverall ClassGrade
l Show Grading Legend – Adds a legend that displays the score types used for the
class to the progress report whenShow Overall Grade is selected

l Show Points– Adds a column that shows points earned/possible by assignment,
category, and class

l Show Bar– Adds a column that provides a visual indicator for performance by
assignment, category, and class
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l Show Report Card Rows with No Results – Displays the report card rowswhere
no scoreswere entered

l Show Assignment Detail– Includes assignments results on the progress report
l Show Standards Detail– Includes standards results on the progress report
l Request Signature– Adds a signature line for parents to sign acknowledging receipt
l Show Category Breakdown– Includes category level detail on the progress report
output.

l Show Class Average– Adds a column that displays the class average for each
assignment, category, and class

l Show Assignment % of Overall Score– Adds a column that displays the impact of
each assignment and category in the overall grade

l Include Dropped Classes – Includes dropped classes in the progress report when
Summary Method is set toClass Summary

6. Click Filter Assignments to open the Filter Assignments screen.

ProgressReport Screen
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a. Filter the assignments by theStart Date and End Date if needed.
b. Select assignments to include in the report output.
c. ClickApply.
d. ClickBack to Progress Report Data.

Filter AssignmentsScreen

4. Click remove to remove the selected item from the report output if needed. The removed item
does not display on the printed or emailed report. Removed items are restored to the report
when it is refreshed.

Removed items are restored to the report when it is refreshed.

5. Click an option.

l Generate All – Select to produce/refresh progress reports for all students in the
current class.

l Refresh This Report – Select to produce/refresh data for the selected student.

6. Add custom items to display on your individual student’s progress reports if needed.

Refreshing or regenerating the reports removes custom items.

a. Scroll to the bottom of the ProgressReport screen. The new item row is the last row on
the screen.

b. Enter an item name.
c. AddNotes if neded.
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d. Click add new item. This new item displays on the currently selected student’s
progress report.

ProgressReport Screen

Reposition the newly created item by selecting the row and
dragging up or down to the appropriate position if adding
more than one custom item. Only custom items can be
repositioned.
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Delivering Progress Reports

1. ClickPrint/Email on the ProgressReport screen.

ProgressReport Screen

The ProgressReport Status screen opens.

ProgressReport StatusScreen

l Select the students that you want to print progress reports for.�
l EnterReport Header Text andReport Footer Text if needed. This text displays on
all generated student progress reports.�
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l Email – Select the individuals that receive the progress report email if needed.�

Add theCopy Email To email address if Include Copy to is
selected. Addmultiple email addresses by separating
addresseswith a comma or semicolon.

l Select Filters, if needed.�
a. Include Student Marks—Select to show theOverall Grademark on the

progress report.
b. Select marks to email or print progress reports for students with the selected

marks only.

Filters

2. Select DeliveryOptions.�

l Click to produce PDF version progress reports.

ClickPrint in the student’s row to produce a PDF version of the
progress report for a single student.

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 6: Progress Reports and Report Cards 273

l Click to email progress reports to the recipients identified under Email.�

ClickEmail in the student row to email the progress report to the
recipients for a single student.

Selected student and parent recipientsmust have valid email
addresses on the Parent and Student screens in Synergy.

Parentsmust have Educational Rights selected on the
Parent/Guardian tab of the Students screen for parents to receive
emails.

Any students without valid email addresses are flagged in the Status
column after emailing progress reports. ClickPrint Non Emailed to
generate PDF versions of the progress reports for these students.

Posting Final Grades
At the end of each grading period, the teacher:

1. Verifies the assignments are associated to the correct grading period and checks that all
assignments are graded.

2. Views and edits the grades.
3. Posts the grades to Synergy SIS.

Verifying Assignments

Checking the assignments posted to the correct grading period before posting grades ensures all
necessary assignments are included on the progress reports or report cards and counted towards
the overall grade.

1. SelectAssignments from the Grade Bookmenu.
2. Select theGrading Periods tab.
3. Check that all assignments have been included in the correct grading periods
4. Verify all assignments have scores and/or comments onGrade BookMain.
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Viewing Final Grades

l SelectStudents from theReport Cardmenu. TheGrade Summary screen displayswith
calculated final grades.

l Calculated final grades display on theGrade Summary
screen once the teacher enters at least one assignment with
scores for students.

l Dropped students display if you select theShow Dropped
Students option in Grade BookMain.

Grade SummaryScreen

l Postable Periods – Clear only show postable grading periods to display all
grading periods.�

l Class – Select a grading period. The current grading period displays by default.�
l Teacher edited grade – Displays if the teacher changed the calculated grade – The
calculated grade still displays�

l Containsmissing assignments affecting grade – Displays if there is amissing
assignment�

l Student – Select the student’s name to display the Student Summary for that student.
�
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l Click the current grade to see a breakdown of the student’s overall grade calculation for
the selected grading period.� TheGrade Breakdown screen displays.

Grade Breakdown Screen

l If any assignments are taggedNot Graded, score the
assignment.

l If TermWeighting was setup for the class, the weighting
calculation displays beneath the final grade.

Grade SummaryScreen, TermWeighting

l Edit Final Grade and Comments – Click to edit the final grades or add comments�
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Editing Final Grades and Comments

1. ClickEdit Final Grade and Comments on theGrade Summary screen.

Edit FinalGradesAnd CommentsScreen

l Final Grade – Select the new grade to override or change a student’s final grade.�

SelectClear Manual Score to use the calculated score.

l Enter comments:

l Select theComment if available.�

l Enter a Free Form Comment if needed.�

l Scroll to the bottom of the screen to view the available
comments and their codes.

Edit FinalGradesAnd CommentsScreen

l Comments can be split into categories such asConduct or
Citizenship.

l Click to fill the comment down to all the other students.
�

2. ClickSave Changes. The changed grades are shaded yellow.

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 6: Progress Reports and Report Cards 277

Posting Grades

Once teachers have completed reviewing the final grades, the teacher post the grades to
Synergy SIS from theGrade Summary or Edit Final Grades and Comments screen.

On the Grade Summary Screen

l Select the students in thePost column. All students are selected by default.�

l A dropped option displays in the Post column if you select
Show Dropped Students in Grade BookMain. Deselect
Dropped to exclude dropped students.

l Clear theAll option and individually select the students to
post to post for only a few students.

Grade SummaryScreen

l ClickPost.� A confirmationmessage displayswhen grades post successfully. Results

display in the Edit Final Grade and Comments column.�

On the Edit Final Grades and Comments Screen

l ClickPost.

Edit FinalGradesAnd CommentsScreen

A confirmationmessage displayswhen grades post successfully. Results display in theEdit
Final Grade and Comments column on theGrade Summary screen.
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Running Grade Book Reports
1. ClickReports on theGrade BookMain screen. TheGrade BookReports screen opens.

Grade BookMain Screen

2. Select a report from the report list.

Grade BookReportsScreen

3. Select the Grade BookReports options.

The options displayed vary based on the report selected.

l Use Student Name – Student identified by name
l Use Student Nickname – Student identified by nickname
l Use Student ID – Student identified by student id
l Include Sub Class Assignments – Includes Sub Class Assignments, as well asmain
class assignments

l Run report for all Classes – Includes all classes
l Run report for current Class – Includes only the current class
l Run report for selected Class – Includes only classes selected in the list in the report

Grade BookReportsScreen
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l Run report for all Students – Includes all students in the selected class
l Run report for “at risk” students – Includes only at risk students (as defined by the
teacher on theGrade Book Options tab)

l Run report for selected students – Includes only students selected in the list in the
report

Grade BookReportsScreen

l Run report for all Assignments – Includes all assignments
l Run report for selected Assignments – Includes only assignments selected from
the list in the report

Grade BookReportsScreen

All reports can be printed as a PDF. Select reports can also be printed as
an Excel worksheet.
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4. Select the report options.

Grade BookReportsScreen

See report description for details.

Some reports allow Headers and Footers be added to the report:

l Header Text - Text entered in this text box displays above the
report detail.

l Footer Text - Text entered in this text box displays below the report
detail.

5. ClickRun Report.
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Detailed Progress Report

TheDetailed ProgressReport displays:

l Each student’s current overall progress in class
l Overall progress by assignment category
l Assignment details if selected
l Charts if selected

Detailed ProgressReport Interface Screen

Grade Book Reports Options

l Font Size – Font sizemust be between 8pt and 14pt.
l Row Height – Row Height for the report gridsmust be between 15 pixels and 45 pixels.

Student Progress Options

l Report Detail:

l Detailed – Adds assignment detail below the Summary area, displaying a list of
assignments with date, mark, points, percentage, assignment category, and
assignment name.

l Summary Only – Excludes details.
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l Assignment Detail Options:

l Show Notes – Displays Public Notes for assignments on report output.
l Show Comments – Displays comments teacher assigned to student for a given
assignment.

l Show Assignment Description – Displays assignment description.
l Show Due Date – Displays the due date for assignments

l Include Not For Grading Assignments:

l Include Not For Grading – Filters report output to hide/display assignmentsmarked
Not For Grading.

l Charts:

l Show Chart(s) – Adds charts to top of report
l Options – Select the charts in the order you want them to display on the report.

Detailed ProgressReport Interface Screen

l Category Summary – Shows the student’s total points, percentage,mark in each
assignment category, total missing assignments, and overall class grade

CategorySummaryChart Output
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l Category Points – Shows a stacked bar graph of the student’s earned points by
assignment category compared to the total possible points in each category

CategoryPointsOutput

l Category Percentages – Shows a stacked bar graph of the student’s percentage
performance in each assignment category

CategoryPercentagesOutput
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l Overall Grade & Category Breakdown – Shows a pie chart of the total points
possible per assignment category with the student’s overall percentage score
and the student’s total missing assignments.

OverallGrade &CategoryOutput

l Student vs. Class Average – Shows a stacked bar graph of the student’s total
percentage score compared to the class average percentage score

Student Vs. ClassAverageOutput

l Show Score TypeOptions – Select options/details to display for each assignment:Show
Mark, Show Points, andShow Percentage.

l PageOrientation

l Landscape – Prints the page in landscape orientation.

l Request Parent Signature:

l Show Signature Box – AddsParent Signature line to bottom of report.
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Detailed ProgressReport Output
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Summary Progress Report

The Summary ProgressReport displays the student’s current progress in class. Progress by
assignment category can also be included in this report.

SummaryProgressReport Interface Screen

Class Progress Report Options:

l Dropped ClassesOption:

l Show Dropped Classes – Add the dropped classes to the report.

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape – Prints the page in landscape orientation.

l Missing AssignmentsOption:

l Show Missing Assignments – Adds aMissing or Absent Assignments box to the
report. This box shows the date, assignment type, and assignment name of any
assignment that ismissing.
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l Category Detail Option:

l Show Category Detail – Adds assignment category-level detail to the report. This
includes information about the number of assignments, points earned/points possible,
percentage of points earned, andmark earned by assignment category.

l Order by:

l Student Name/Student ID – Prints the Summary ProgressReports in alpha or
numeric order. IfHide Student Name is selected, the report prints in numeric order, by
Student ID.

l Points – Prints the Summary ProgressReports by student, in order of student points
earned, highest to lowest.

l Parent Signature Option:

l Show Signature Box – AddsParent Signature line to bottom of report.

SummaryProgressReport Output
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Print Grade Book

The Print Grade BookReport displays a printed version of the Grade Book. Students are listed on
the report with their performance on each assignment. The detail is based on the setting in the
Grade BookMain screen:

l Grade Book prints standards if Standardsmode.
l Grade Book prints assignments if Assignments.

Print Grade BookReport Interface Screen

Copyright 2015-2020 Edupoint Educational Systems, LLC



290 Grade Book User Guide - Secondary
Chapter 7: Creating Reports

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape – Prints the page in landscape orientation.

Print Grade BookReport Output
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Blank Grade Book

The BlankGrade BookReport displays a blank printed version of the Grade Book. Each student is
listed on the report as well as blank columns to add new assignments and scores.

BlankGrade BookReport Interface Screen
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Blank Grade Book Options

l Print Extra Lines at the bottom of the report:

l Show Extra Lines – Adds blank lines to the bottom of the report to allow you to write
new or transferred students’ names.

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape – Prints the page in landscape orientation.

l IncludeOverall Grade:

l Include Overall Grade – Includes the students’ current overall grade in the class.

BlankGrade BookReport Output

Edupoint Proprietary and Confidential



Grade Book User Guide - Secondary
Chapter 7: Creating Reports 293

Assignment Detail Report

The Assignment Detail Report displays each student’s performance by assignment including the:

l Student marks
l Points earned/points possible
l Notes

Assignment Detail Report Interface Screen
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Report Options

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape - Prints the page in landscape orientation.

l Request Parent Signature:

l Show Signature Box - Adds Parent Signature line to bottom of report.

Assignment Detail Report Output
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Student Missing Assignments Report

The Student Missing Assignments Report displays a list of all Missing or Absent Assignments, by
student, including the:

l Date
l Assignment type
l Assignment name
l Notes

Student Missing AssignmentsReport Interface Screen
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Report Options

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape – Prints the page in landscape orientation.

l Request Parent Signature:

l Show Signature Box – AddsParent Signature line to bottom of report.

Student Missing AssignmentsReport Output
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Missing Assignments Summary Report

TheMissing Assignments SummaryReport displays a list of all students with Missing or Absent
Assignments. The report includes the:

l Student name
l Date
l Assignment type
l Assignment name
l Notes

Missing AssignmentsSummaryReport Interface Screen
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Report Options

l Font Size – Adjusts the font size 1-3 point sizes.
l PageOrientation:

l Landscape – Prints the page in landscape orientation.

l Request Parent Signature:

l Show Signature Box – AddsParent Signature line to bottom of report.

Missing Assignment SummaryReport Output
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Class Summary Report

TheClass SummaryReport summarizes each student’s performance in class. Overall Grade
(percentage andmark), performance in each assignment type (percentage andmark), and number
of missing assignments are displayed on this report.

ClassSummaryReport Interface Screen

Grade Book Reports Options

l Font Size – Font sizemust be between 8pt and 14pt.
l Row Height – Row Height for the report gridsmust be between 15 pixels and 45 pixels.

ClassSummaryReport Output
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Chart - Assignment Student Performance

The Assignment Student Performance chart displays a graphic chart of the performance of a class
on an assignment by student.

Chart: Assignment Student Performance Report Interface Screen

Grade Book Reports Options

l Select assignments to Chart – Includes only the assignments selected in the list.
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Student Assignment ResultsChart Output
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Chart - Class Grade

TheClassGrade Chart displays a graphic chart of the student's grade to date.

Chart: ClassGrade Report Interface Screen
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ClassGrade Chart Output
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Class Standards Report

TheClass StandardsReport provides a summary of the standards assessed in class, including the:

l Number of evidence per standard assessed
l Class average of each standard
l Breakdown of class performance as set in an analysis band

ClassStandardsReport

Report Options

l Hide Code Columns – Hides the standard Code Column in the report
l Show Summary Values – Displays detail on the student proficiencies
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ClassStandardsReport Output

ClassStandardsReport Output
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Chart - Class Category Summary

TheClassCategory SummaryChart displays a graphic chart of the performance of a class on by
assignment types to date by student.

Chart: ClassCategorySummaryReport Interface Screen
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ClassCategorySummaryChart Output
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