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Getting Started

Sign in to GradeSpeed

(Updated 7/2012)

Overview
Sign in to GradeSpeed to work with the GradeSpeed gradebook.

1.

o u b~ W

Go to the GradeSpeed URL provided by the a@ampus administrator. The sign in screen
appears.

Click Teacher.
Note: If you have logged in from this computer before, the system will remember
your username but will require you to enter your password.

Sign In to GradeSpeed.NET Help

Schoal | 3elect Schoal "

Teacher

Password @

12 2005 Campusware LP, All rights reserved,

Select the school from the School pop-up menu.
Enter your teacher ID in the Teacher field.
Enter your assigned password in the Password field.

Enter a password if one has already been assigned. If no password has been
assigned and this is the first login attempt, leave the password field blank. Note that
the password can be entered using a virtual keyboard. Click the small keyboard icon
to enter the password using your mouse.

Getting Started
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Sign In to GradeSpeed.NET Help

School | 1st Elementaty School w |

Teacher |B?55

Password |

=1 2005 Carnpusy

Click Sign In.

On the next screen, choose a role (if appli@able). You can toggle between these
accounts/roles after logging in using the Switch Schools function. The gradebook
appears.

Note: If you are not actively working in GradeSpeed, your session may timeout. If so,
you need to sign in again.

Switch Schools

(Updated 7/2012)

Overview

GradeSpeed offers a number of advanced features for managing user accounts. One of
these features allows administrators to connect two teacher accounts to one login profile.
This allows you to have a gradebook account at two different campuses and to use the same
ID and password, regardless of loation.

If this feature is enabled, a Switch Schools link appears on the gradebook below the
calendar information on the left pane.

From: Jun-15 2006
Ta: Sep-30 2006

Click Switch Schools, and the account/role selection window appears. Select the appliable
role to sign in to the gradebook.

Main Gradebook Window

(Updated 7/2012)

Getting Started 6
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Overview

The GradeSpeed teacher gradebook is designed to record, report, and monitor student
performance in an easy to use application.

For more information about entering grades, see Work with Grades, Grades by
Assignment, and Grades by Student.

CradeSpeed By Campusware

Cancal | [fEnms Moves Do (Al Amigaments Cycla:| 4 ¢

Tt
Task for 1345 | Assignment
Jul-2

From: kes- 18 J013
Tee  Feb2d 3012

I R —
I —
I —
I —
— 3
1 1
I R
N R
I —
I —
I —

o e ] ] e e o o e

Features Of The Gradebook

The task bar at the top of the main gradebook page allows for easy navigation. The task bar
remains at the top of each page that can be visited from within a teacher account.

The following table describes the elements available on the task bar:

Icon/ Task Description

Categories Allows you to select categories and permits editing of
categories and their values. You can also access
settings for dropping and weighting grades, grade
entry, and grouping categories. For more
information, see Categories.

Assignments Displays a list of assignments and allows you to
create new assignments. For more information, see
Assignments.

Grades Displays the main gradebook page and allows you to
enter grades for students or assignments. For more

Getting Started 7
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Icon/Task Description

information, see Work with Grades.

Progress Allows you to access the class rosters and district-
Reports approved comments, and to quickly prepare detailed
progress reports for students and parents. For more
information, see Progress Reports.

Reports Allows you to view and print reports. For more
information, see Reports.

Cumulative Displays the student's cumulative averages by cycle.
Grades For more information, see Cumulative Grades.
Seating Chart Displays the seating chart for the selected class. For

more information, see Seating Chart.

Verify Allows you to verify grades and lodk the gradebook
Gradebook once grades are submitted. For more information,
see Verify Gradebook.

Lesson Plan Click to create a lesson plan. For more information,
see Lesson Plans.

Discipline Click to record disciplinary incidents and referrals for
students. For more information, see Discipline
Module.

Note: Discipline module is optional and is only
available if the district has implemented this feature.

Information about the teacher, course, and school is displayed on the left side of the
window.

Link/ Task Description

Help Click to access online help.

Course Click the course name to open the Course window.

Teacher Click to open the Teacher Profile window.
Note: If the teacher has more than one gradebook
account, a Switch Schools link will appear below the
semester/cycle dates. This is useful for teachers who
are responsible for maintaining a gradebook at
multiple schools.

School The school for the selected teacher appears.

Semester The selected semester and cycle appears.

Date The selected date range appears.

Export Roster Click to export a simple class rooster in .csv format.

Getting Started 8
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Link/ Task Description

Student List Click to view the Student List window. For more
information, see Student List.

Lock Click to secure the gradebook at any time without
signing out. The gradebook will be minimized, and a
password window appears. To re-enter the
gradebook, enter the password, then click OK.

Sign Out Click to exit the gradebook.

Pearson recommends that you exit the gradebook
using the Sign Out button rather than simply closing
the browser window. When you click Sign Out, you
are prompted to save changes. Closing the browser
window without signing out could result in the
potential loss of any changes made in the
gradebook.

Teacher Profile
(Updated 7/2012)

To access the teacher profile, click the teacher name on the left pane of the main gradebook
window.

Alexander, 5

The following screen appears:

View: User Profile W [ Lpdate | | caneed || Apph ] Create Custom Fields
Change Password

Tescher's Email:
Conference Pesiod:

Minimium passing grade: 7o [ pasplaying Faling Grades in Red

Gradebook Atterdance
Total Column | Abs. this Cie. Abs. this Sem, Abs. this Yr.
{Choose up to 3)
r]Tardbs this Cye. Tardies this Sem. Tardies this ¥r.

Include Attendance enterad by other teachers,

Samesber Exam Weght: 14.7
Mlazimum Retake Grade: i
Retake Behavior: | Highest b
Startup Page:! | Gradebock w

User Profile

Getting Started 9
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Teachers an maintain their personal information and general gradebook settings in the
User Profile view. To view and edit this data, be sure "User Profile" is selected in the View
drop-down list.

Teacher's Email

The teacher must enter his or her email address in order to be able to:
¢ Communicate with parents through the ParentConnection module
e Create a Lesson Plans or Curriculum Management account

e Take full advantage of the Transfer Grades feature (allows some grade information
to "follow" a student from one teacher to another)

Conference Period

The conference period, if entered, can be displayed on the GradeSpeed Campus-wide
Progress Reports.

Minimum Passing Grade

This field may be pre-filled with a value set by the campus or district administrator. Whether
it is pre-filled or blank, the teacher an enter the appropriate value for his or her gradebook.

Check the Displaying Failing Grades in Red checkbox to have all grades below the
specified Minimum Passing Grade to appear in red within the gradebook.

The Gradebook Attendance Total Column option allows teachers to select up to 3
attendance totals they wish to appear in the Att (attendance) column within their
gradebook. There are 6 main options that teachers may choose from: absences this cycle,
tardies this cycle, absenaes this semester, tardies this semester, absences this year, and
tardies this year. Chedck the Include Attendance entered by other teachers checkbox to
include attendance records from students' other teachers.

Semester Exam Weight

Like the "Minimum Passing Grade," this field may be pre-filled, but the teacher can enter
the appropriate value if needed.

Maximum Retake Grade

Teachers will use this field to set a maximum grade that a student is allowed to earn for a
"retake" assighment. For example, a student who earns a 100 on a retake assignment may
only be eligible for 90 points; to accomplish this, the "Maximum Retake Grade" should be
setto "90."

Retake Behavior

Getting Started 10
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Use the drop-down list to indicate how GradeSpeed should handle assignments where
retake grades have been recorded.

Retake Behavior: | Highest i

Startup Page: HAverage [ g

Average of 2 highest

GradeSpeed allows teachers to record an original grade and two retake grades for each
student's assignment. The Retake Behavior setting determines how these multiple grades
should be considered in determining the student's score for that assignment.

Highest - the highest of the three scores is used
Average - the average of any available scores is used

Average of 2 highest - the average of the two highest available scores is used

Startup Page

The teacher an use this drop-down list to indicate which page should be displayed first
when he or she first logs in to GradeSpeed.

Startup Page: | Gradeboak, e

Atkendance I;

arade by Student

Change Password

To change the teacher password click the Change Password link. A window will pop up
containing an encrypted password field and confirmation field. Since these fields are
encrypted, remember that the number of characters that appear in the Password and
Confim fields is NOT necessarily the number of total characters in the actual password.

Getting Started 11
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A Edit User - 999999 101_B755 - Microsoft Internet Explorer

| User Information |
User Information bl

Usernare;
Ermail:

PESSWDrd: LLL LI LL L] l) )

@ &

Canfirm; TITTIITIIILITL

Firskt MNarme:
Middle Mame:

Last MNarme:

[ 0K ] [ Cancel ]

The teacher an delete the old password and type in the new desired password in the
"Password" and "Confirm" fields. The password will be rejected if it does not conform with
the district-defined complexity and length requirements (i.e. "at least 6 characters long," "at
least one numeric character," etc.).

Create Custom Fields

Teachers an define custom fields that an be used to track custom student information.
This information will be entered and viewed on the Student List page. Click here for
further information on the Custom Fields tool.

Display Student Fields

To customize the way that student data is displayed in the gradebook, select Display
Student Fields from the View drop-down list.

Getting Started 12
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Yiew: Display Student Fields v [ Update || cCancel ||  apply |

Please select the figlds you would like ko display Far a skudent in the
maode selected below,

Mode | Gradebook w

Student Marme (Full)
] Student Mame (Shork)
[ student 1o

[ rade Level

[ student characteristics
[ sub-schal

] Hide Inackive Students,
Sort Order
Please select the order you would like these fields to appear,

Student Mame

Student ID

Grade Lewvel

Student Characteriskics
Sub-School

A teacher an decide which fields should be displayed for a student in each "Mode" listed in
the drop-down menu - Gradebook, Attendance, or Seating Chart. For example, if the mode
is set to "Gradebook," the teacher will be able to specify which student data is displayed in
the main gradebook page.

Mode | iGradebook, R

Attendance %

[#] ov, | SEating Chart

Teachers should choose a mode, and then use the chedk boxes below to indicate the
information fields that should be displayed while viewing that mode.

Getting Started 13
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Student Mame (Full

] Student Marme (Shork)
Student ID

Grade Lewvel

Student Characteristics
[ sub-schoal

[ Hide nactive Studsnts.

Hide Inactive Students

If the teacher's gradebook contains students that have been dropped from a section (these
students will appear with a "D" in front of their names), the teacher can chedck Hide
Inactive Students to prevent these dropped students from being displayed in the
gradebook.

Sort Order

Once the teacher has selected the data that should appear for the current Mode, he or she
can use the Move Up and Move Down buttons to change the order in which the fields will
appear.

Sort Order
Please select the order wou would like these fields to appear.

Student Marme

Student ID

Grade Lewvel

Student Characteristics
Sub-Schaal

After any changes have been made, click Apply to save the changes and continue working
on this screen. To discard changes and return to the gradebook, click Cancel. Click Update
to save changes and return to the gradebook.

Note: The Update and Cancel buttons are unavailable until modifications are made on the
window.

Verify Gradebook
(Updated 11/2012)

Teachers verify their grades at the end of the grading period. Verification serves two
purposes: it confirms for campus/district administrators that the teacher is finished entering
grades, and that the grades are correct; and it locks the gradebook so that the teacher

Getting Started 14
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cannot accidentally make changes while the administrators are generating report ards or
posting grades to the SMS. When you verify the gradebook, grades become read-only and
are not editable. During the verification process, all grades and standards score are
recalculated and averaged, and topic based grades are alculated and averaged.

Verify the gradebook at the end of a grading period.

How to Verify the Gradebook

1. On the Main Gradebook window, click Verify Grades. The Verify Grades window
appears.

2. Select the class from the Class pop-up menu. Or, select the All Classes checkbox to
verify all classes at the same time.

3. Review grades that appear on the window:
e Click Update to refresh the window with any modifications you have made.
e Click Cancel to disregard any modifications.
e Click Spell Check to check spelling of the content.

4. When you are finished reviewing the content, click Verify. A confirmation message
appears.

5. Click OKor Yes to confirm. The current grading period converts to read-only status.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Getting Started 15
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GradeSpeed Monitor

(updated 8/16/07)

Overview

Teacher User Guide

The GradeSpeed Monitor allows users to view to view schedule and grade information by

teacheror by student.

Teachers an be granted access to the GradeSpeed Monitor tool for a specific group of

students who have been assigned an activity code.

To access GradeSpeed Monitor, click the link found on the Reports page of the teacher's

gradebook.

Class: HR. WKHABLT GR 3 (7003/1) Pd 1

b | Generate |

eacher Reports

Grade List
Category Averages
Conduct / Comments
Assignments

Missing Assignments
Class Roster

Grade List (Paper Sawer)
Attendance Roster

i dministrative Reports
Failure Report:
Horar Rall Repork

Gradespesd Mu:unitu:u@

Report Options

Sorting
Mame Order W

Print Student Name /ID
(%) Name iy

O Oy
) Name and ID

Print All Classes
O Yes

@ Mo
Grade List Options

O Print assignment name in colurmn
headers.

@ Print assignment names at the
end of the repart,

[ IPrint GradeLevel
[l order by Grade Lewel

GradeSpeed Teacher
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GradeSpeed Monitor will open in a new window.

GradeSpeed Monitor
Group: | My Students A4 | Skudent: | Select Student w |

Semesker:

Gradebook average shown, SM3S average differs from gradebook,
SM3 average shown, Gradebook average differs From SMS,

The teacher may have access to more than one group of students. District administrators
set up Activity Codes at the beginning of the school year. Activity codes are used to
classify different groups of students ("band," "gifted and talented," "choir," "special ed,"
etc.). If the teacher has been assigned a certain activity code, then he or she will be able to
monitor all of the students in that particular group. To select a specific group, choose the
appropriate activity from the Group drop-down list. To view all students, simply leave the
Group list set to "My Students." If a teacher has not been assigned to a particular activity
code, the drop-down list will only have "My Students" as an option.

Group: | My Students

GiftediTalented Group

To display grade information for a specific student, select a student from the Student drop-
down list. Once the correct student has been selected, click Ok to display the record.

Student: | Select Student w

Select Student

Bper, William 0, (2011630
Babb, Franklin &, (200306)
i Baowle, Meil L, (201328)

& differs from graunig, Emilia L. (201329)
& differs From |Breson, Willie L. {200708)
Caddell, Raymond K, (200585
Draudt, Marian I, {200366)

Havrdar Mavabkoe D C2ON07870

Semesker:

The following page will appear:

GradeSpeed Teacher 17
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| Close | Gradespeed Monitor
Group: | My Students | w | Shudent: | Abramavic, John M, (201314) w | | Profile
Semester: | 1| M
Gradebook average shown. SMS average differs from gradebaok

SMS average shown, Gradebook average differs from SMS.
Teacher Course Section Period Cycle 2 Cycle 3 Exam 1 Sem 1 Comments Last Updated
Smith, Ben HR WKHAEIT GR 2 8 i A A AZ 11/8/200% 2:53: 56 PM
Smith, Ben READ GR 2 8 2 25 10/27/2006 11:14:03 AM
smith, Ben WRIT GR 2 ] 3 &2 10/27f2006 11:14:03 AM
Smith, Ben SOC SKILLS GR 2 8 4 7 87 10/27/2006 11:14:04 AM
Smith, Ben MATH GR. 2 8 5 100 100 102772006 11:14:04 AM
Smith, Ben S0CSTGR2 - L] %8 11/10/2006 9:59:46 AM
Smith, Ben SCIHEALTHGR 2 8 7 8 10/27/2006 11:14:05 AM

The first column contains the names of the teachers who have the selected student in their
classes. The second column contains the names of the courses that the student is scheduled
in. To view all students in a course, click the hyperlinked course name. The next two
columns display the course section and period. The cycle averages, semester exam grade,
and overall semester average are displayed for the current semester. To view another
semester, select the correct semester from the Semester drop-down list.

Semester: |1 [

werana differe 2 !

The semester average will be color coded as described on the page. This color-coding allows
the user to distinguish between a semester average that is based on the grades contained
in GradeSpeed and a semester average that has been posted back from the SMS. Since the
SMS is the current record, it is important to identify any discrepancies between GradeSpeed
and the SMS.

Any comments currently assigned to the student will be displayed in the Comments
column. Additionally, the GradeSpeed Monitor now displays the time and date stamp of
the last time the teacher updated his or her gradebook.

To return to the gradebook Reports menu, click Close.

Custom Fields
(updated 8/16/07)

Overview

From within the Teacher Profile, teachers an define custom fields that can be used to
track any type of student information within the Student List. Anything can be tracked with
custom fields - textbook numbers, pemission slip returns... anything that is specified.

GradeSpeed Teacher 18
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To create a Custom Field, first visit the Teacher Profile by clicking on the teacher name
on the left side of the page.

cher:

u

From within the Teacher Profile, click the Create Custom Fields link in the upper right-
hand corner of the page.

view: Lser Frafie - [[updste | [ cCencel |[ fpply |  Create Custom Fields

Change Password

Teacher's Email:  somecne@medomsn.cam
Corference Pesind: 2

MirEmuen passing grade: 70 [#] Dtsplayireg Failng Grades in Red

Gradebook Attendance
Total Column  (2]Abs. this Cyr.
{Choose up to 3)
[#] Tardies this Cye.

Samester Exam Weight: 14.7

Maximum Rekake Grade: 20 o

Retake Behaviar: | Hohest
Startup Page: | Gradeback v

The Student Custom Fields page will appear. If any custom fields have already been
defined, they will appear in a list on this page. Directly underneath the list will be some
blank fields with an Add Field button. If no fields have been defined yet, only the blank form
will appear, as in the screen shot below:

* Vaiuer showtd be enfared in camma defmted formafk
B

To add a new custom field, first enter the Name of the field. Then select the Type of field
that it will be.

GradeSpeed Teacher 19
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* Vaiuer showtd be enfared in camma defmted formafk

o teme | owe | i [om| oome |

Textbo
Checkbox

Drop Dawn k

Field Types

[] This iz a Check Box

|This iz a Text Bow

Thiz iz a Drop Down menu s

Oplion 1
Opkion 2
Opkion 3
Opkion 4

If the Type column is set to Checkbox or Textbox, the Values column should be left
empty. If the Drop Down type is selected, enter the allowed Values, separating each
option with a comma (,).

©|  Name | Tye |  vaues  [edit| Delete |
. Permission Slip? Received,Received,Late . F'.I:Iielu:l

Once the field info is correct, click Add Field. The field will be saved, and a new field will be
opened, allowing the teacher to create another custom field if needed. If no more custom
fields are needed, simply click the Return button at the top left of the page.

GradeSpeed Teacher 20
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[etn ]

* Faier showuts fe enfared i comma cefimdad farmar

S S S Y

Permission Slip? Mok Received, Received, Late  Edit Cielete

Once again, teachers can also define text fields or check box fields. If text fields or
checkbox fields are required, simply give the new field a Name, specify the Type of field,
and leave the Values field blank.

1 Permission Slip?

e oo |

Mok Received, Received, Late  Edit Cielete

2 Health Maokes Edit Delete

Edit Delete

Users an also click Edit to modify existing custom field information.

3  Rides Bus ZHE

| |

To return to the Teacher Profile, click Return. To view and use these custom fields, go to
the Student List page.

Cumulative Grades
(updated 8/16/07)

Overview

The Cumulative Grades page displays each student's cycle average, exam grades,
semester average, and overall average as reflected in the SIS (student information system).
Depending on the type of SIS used at the campus, these grades may or may not match the
averages calculated in the gradebook.

To access the Cumulative Grades feature, click the Cumulative Grades icon on the task
bar. The following screen will appear:

GradeSpeed Teacher 21
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Reporks
m“ " ﬁa.il-.'l R, WHHABIT GR 3 (70031 Pd § IPR Grades
71 Hel
: = -HHE
- = Rvg
D TDI:I3
| 91,00
a4 a4 a4.00
89 as 89,00
o i 70,00
82 a2 2,00
=N 83 a3 §3.00
15t Elementary
School 76 TE TE.00
Semester: 1 Cyele: 1 l e ol
Bl ai a1.00
Aug-10 2007
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86 86 86,00
85 a5 a5.00
L & a9 89,00
M el 79.00
Shudant List
an an A0,00
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" Lodk
a7 ar a7,00
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92 92 92,00
a2 a2 2,00
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Each student who is active in the current cycle will be displayed on this page. The available
cycle averages for each student will be displayed in the fields labeled C1, C2, etc.

Each student's semester exam grades are indicated as E1 and E2.

Each student's semester averages are indicated as S1 and S2.

Each student's overall average is indicated as OA Avg.

Teachers an chedk the box titled Hide Names to identify students by ID only. This option

allows teachers to make the grade list anonymous.

Hide Mames

GradeSpeed Teacher
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94 94,00
g5 g5.00
g9 89,00
a as nn

Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made on the
window.

Lesson Plans
(updated 12/11/06)

Teachers @an use the GradeSpeed Lesson Plans module to create and store their lesson
plans. To access this tool, click the Lesson Plans icon on the main gradebook page. The
first time a teacher clicks this icon, the following page will appear:

A separate account needs to be created in order to use
Curriculum Management. You can either use an existing
account or create a new account.

Sign in with an existing account.

Create a new account,

Nats: If you are an existing wser but have never used a ussmams
and pazsword for Curriculum Management, please oceate a new
aocount, Your old daks will be autematically imporbed.

First-time users should Create a new account. This account is created separately from the
GradeSpeed login to ensure that the teacher can access the lesson plans from one school
year to another. Once created or accessed, The Lesson Plans account will automatically be
tied to the gradebook account for that school year. If a teacher wishes to be able to access
his or her lesson plans next year, he or she should record the username and password for
the Lesson Plans account.

The following is the signup page. The teacher should fill in the appropriate information, then
click OK to create the account.

GradeSpeed Teacher 23
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Sign-Up

Fleass salack 5 username and password that you will use o access
tha systam.

Usemame: bamith1
pEESWDFdZ FERFERARERERE

Confirm Password: EERRERRRRRRR

User Information

First Mame: Ben
Last Name: Smith
Email Address: bamith1@myisd. nat

The teacher will then see the following page:

Lesson Plan Management

Search Lessons Create Schedule Manage Favorites

No Lessons available,

Logged in as Smith, Ban.

Air Py [Sign Chut

[Favorites

Lessons - this is a headeronly and below it will be the list of lessons created or copied by
this teacher.

Create - this is the link for lesson plan creation.

Schedule - this link takes the teacher to a calendar system to schedule when the lesson is
to be taught. This option will be discussed in detail after the discussion of lesson creation.

Manage Favorites - this link allows the teacher to view any lesson plans that have been
selected as favorites by clicking on the lesson title and allows the teacher to remove any
lesson from the favorites area. To remove a lesson the teacher selects the box to the left of
the lesson title and clicks Submit.

GradeSpeed Teacher 24
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User Profile

The teacher's user profile simply contains information about the user and his or her account.
To view the information, click Edit Profile. The following page will appear:

Edit User
Username: bamith1
Password: SEEERERNRN

Confirm Password: RN RRRRN

Usear Information

First Name: Ben
Last Name: Smith
Email Address: barmith 1@myisd. net

[ ok || cancel |

Here, the teacher can modify the information attached to his or her Lesson Plans account.

Create Content

When the teacher clicks on Create, he or she will see the page shown below. As noted on
the page, this page allows the teacher to enter information to create a lesson. This tool is
tab-driven - to fill in a field, the teacher should first select the tab for that area and then
enter the necessary information.

Lesson Info tab

In this area the teacher will assign the lesson title, description and time required.
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Edit Lesson - [Untitled]
Retum | Lesson Info Desired Results Assessment Evidence
Learming Strategies Reflective Notes
Title: [Untitled]

Tithe N

|Untitlad] Dre=cription:

Description Time Required:

e Public: |:|

Grada Laval
Type:

Oerek Ok 01 Oz O3 O4 Os Os O7 O O O Oir Oz

When other users use the search feature, the lesson title is the field used to search. The
advanced search uses all fields.

The Public option allows other teachers to search for this lesson. If teachers are to share
lesson plans for collaboration, the public option must be selected.

The last area is Grade Level, where a teacher may select multiple grade levels for a lesson.

Desired Results

This area is divided into three parts.
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Edit Lesson - [Untitled]

Returmn Lessaon Info Desired Results Assessment Evidence
Learning Strategies Reflective Notes
Save Learning Expectalions

‘hat expectations are the focus of this l=ss clude state standards bext

De=cription:

Typa
Les=on

Organizing Concepts [Understandings)

What will students understand { about what big ideas) a= a result of the lesson? Describe concepts

Essential Questions
‘hat arguable, recurring and thought-provoking questions will guide ingquiry and point toward the big ideas

Learning Expectations — What expectations are the focuses of this lesson? (Include state
standards text). Teachers can write out the student expectations associated with the lesson
as well as additional expectations

Organizing Concepts (Understandings) - What will students understand (about what big
ideas) as a result of the unit? Describe concepts. Teachers an write about the big ideas
that are the focus of this lesson.

Essential Questions — What arguable, recurring and thought-provoking questions will guide
inquiry and point toward the big ideas of the lesson? Teachers can list the “r;big picture”
questions that would guide the lesson.

Assessment Evidence

This area is divided into two parts.
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Edit Lesson - [Untitled]

Lesson Info Dasired Rasults Assessment Evidence

Leamning Strategies Reflective Notes
Save
What awvidenca will ba collectad to determine whathar or not the understandings have baen davelopad, tha
k.nn'n‘ledl;e and =kill attained, and the state standards met? [Anchor bhe work in perfformance tasks that
Tithe invalve apglication. supplementsd as needed by prompted work. quizzes. observations, etc.]
[Untitlad]

o Pre-Assessments
Deseription

[Mona] Journal, short answer. quiz

Type:

-=5350n

Bssessmients
[nfarmal checks for undarstanding, ob=arvation/dialogue. quiz/best, scadamic prompt. parffarmance baslk,
authentic task, long-term project. portfolio. rubrics

Pre-Assessments - Journal, short answer, quiz. Teachers would record any pre-assessments
for this lesson.

Assessments - Informal chedks for understanding, observation/dialogue, quiz/test,
academic prompt, performance task, authentic task, long-term project, portfolio, rubrics.
Teachers would record any assessment, formal or informal, that would measure student

performance.

Learning Strategies

This area is divided into three parts.
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Edit Lesson - [Untitled]
Retumn Lesson Info Desired Results Assessment Evidence

Learning Strategies Reflective Motas
Save Vacabulary

Technology Integration

HO Can tachnology 0@ usad o ramsTorm Siudant Iaarming

Differentiation
10 S thes I"::::- designed to meest the needs of d crso I::I'-l:r:- What extensions/accelerations are

Vocabulary - What vocabulary pertaining to this unitis considered critical for learning?
Note: vocabulary included in the state standards will often appear in benchmark and state
tests and should be included in lesson design. Teachers would record or list necessary
vocabulary.

Technology Integration - How can technology be used to transform student learning?
Teachers would reard what technology is used.

Differentiation — How is this lesson designed to meet the needs of diverse learners? What
extensions/accelerations are needed for student success? Teachers would record strategies
and activities to differentiate the lesson to better meet the needs of diverse learners.

Reflective Notes

This area is divided into two parts:
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Edit Lesson - [Untitled]

Return Lesson Info Desired Results Assessment Evidence
Leaming Sitrategies Reflective Notes
S.;nfe Resources
Title
[Untitad]
Descrption
Type:

Notes

Resources - Teachers would record any necessary resources, both material and non-
material (i.e. rulers, time, parental support, etc.)

Notes - Teachers would remrd any ideas or plans to enhance the lesson. This area is also
designed so that after the lesson has been taught the teacher would reflect on the lesson
and ways to improve it.

Main Screen Options

Search

Teachers aan search all public lesson plans by key word. To search for a lesson, simply
enter a keyword into the Search field at the top left corner of the page, then either press
"Enter" or click the magnifying glass icon.

Search

paris| 3

GradeSpeed Teacher
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Once other teacher’s lesson plans are located the teacher can view that lesson plan by

clicking on the title.

Retum

1. Paris in the Springtime
How I love it

Search Results

IC 175 dated: 1571 U000 53310

The following page will appear, displaying the "View" mode of the assignment:

Lesson Info
Info

Tita: Paris in the Springdme
Description:  How I love it

Tirma

Required:

Public:

lGrade Lewvel

Pre K K | 2 3

Paris in the Springtime

La=st Updated: 12/14/2006 10:31:46 AM

Add Ta Fava

The teacher a@an now either save the lesson to his or her personal list, or @an add the lesson

as a "Favorite."

To save the lesson, click Save As. The lesson will be immediately saved to the main

Lesson Plans page.

To add the lesson as a "Favorite," click Add to Favorites. The lesson will be added to the
teacher's Favorites list, which is accessible on the user's main page.

Scheduling Lessons

To schedule lessons on a weekly calendar, click Schedule. The following page will appear:

GradeSpeed Teacher
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4 New Subject [edi]

Monday
12/11/2006

Tuesday
12412/ 2006

Wednesday
12/13/2006

Thursday
12/14/2006

Friday
12/15/2006

The dates shown will be the current week with one column present.

Teacher User Guide

To change the name of the column and to assign a lesson to each day, the teacher would
click Edit and see this screen:

[Ean] (] (ieains] | New Subject
Monday Browse. ..
12/11/2006

Tuesday rows
12/12/2006 B -
[t |

Wednesday —
12/19/2006 B £
Thursday rowS ]
12/ 14/2006 B -
Friday rows
12/15/2008 = g
[=at]

M1 2oz E g

GradeSpeed Teacher
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To change the name of the subject, simply type the appropriate name over the text reading
"New Subject."

To schedule a lesson for a day, click Browse next to the appropriate date. A window will
appear. Select the desired lesson, or the "Holiday" option to indicate that no lesson will be
taught that day.

[Eﬁ"l http:ffcm.gradespeed. net - Browse - Microsoft Internet Explorer E
i | My Folders V.l
E] soliday Select this item to schedule 2 holiday.
Z Lesson 1 The grestest lesson of all
2 Pans in the Springtime How 1 lowe it
| Cancel
ﬂ Dione ® Internet

Click OK to schedule the lesson.

Use the calendar at the bottom of the page to change the dates in view. The arrows can be
used to change years. Click the name of the next or previous month to navigate forward or
badckward. Click on any date in the calendar to highlight the week.

Be careful to look at the selected lessons before clicking OK, because the default will fill in
the first lesson in My Lesson Plans for the week. If this is not the lessons the teacher
wants to schedule, he or she will need to select another lesson for each day. If Holiday is
selected, the date will be blank.
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renn] oot | [addcolumn || Mew Subject
Monday Lesson 1 - [Edit]

12/11/2006 The grestsst |ssson of all
Tuesday Paris in the Springtime - [£diz]
1201 2/2006 How I love it

Wednesday J—

12/13/2006 B E

[t ]

Thursday —

12714/ 2006 B &

Friday rowse. |

127152008 2 B

[edit]

To add other columns for additional courses or subject areas that are taught, click Add
Column and repeat the above process to customize this column.

To select a printable version of the Lesson Plan calendar, click Print. A printable view of the
current week will appear and the print dialog will be automatically launched.

Favorites

To manage the list of favorite lessons, click Favorites on the user's main page.

[Eum J Manage Favorites
= F1 Fans im the Springbime
=l [ Superative Lesson
| | Excessively good lesson
E| 1 Best Lesson Ever

To delete a lesson from the Favorites list, check the box next to the lesson title, then click
Delete. To view the lesson information, click the lesson title. To return to the main user
page, click Return.

Sign Out

To sign out of Lesson Plans and close the browser window, click Sign Out.
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Courses

Course Maintenance
(Updated 11/2012)

You can view, add, or edit course properties on the Course Maintenance window. This
window is also where you an specify an alternate teacher for the course.

How to Manage Courses

1. To view and/oredit awurse properties, click the course title at the top left corner of
the main gradebook page.

© P .
HR WKHABIT 3

The Course Maintenance page appears.
2. To change to a different course, make a selection from the Class pop-up menu.

3. The following table describes the fields on this window:

Field Description

Course Displays the course name. This field is not editable.

ID Displays the assigned course ID. This field is not
editable.

Section Displays the assigned Section ID. This field is not
editable.

Period Displays the period number. This field is noteditable.

Group Displays the group number. Change the group

number to assign the course to a different group.

Note: The assigned alternate teacher for the course
cannot edit this value.

Teachers @n group courses together by group
number. For example, a teacher may teach several
courses, all of which have the same categories and
assighments. Rather than enter the same
information multiple times, the teacher could simply
enter the same group number for each of these
courses. Then, any changes to a ategory in one of
the courses would immediately apply to any other
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Field Description

courses in that group. In the example above, each
class belongs to group 1. In the gradebook, two of
these courses might be part of group 1 while another
is part of group 2. Any assignment added to one of
the group 1 courses will be added to the other group
1 course, but the group 2 course will not share its
assignments with any other course.

Alt. Class Name Enter an alternate class name, if appliable.

Teacher Displays the teacher ID assigned to this course. This
field is not editable.

Alt. Teacher Select an alternate teacher for the course from the
pop-up menu.

Note: If both the primary teacherand alternate
teacher are editing course cmntent simultaneously
(including grades, assignments, progress reports,
categories, or verifying the gradebook) an error
message appears to alert you if information has been
updated by the primary or alternate teacher This
prevents a teacher from unknowingly modifying out-
of-date information.

General Enter general information about the course.

Information

Policies Enter any policies you want documented for the
course.

4. Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window..
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Attendance
(updated 8/15/07)

The GradeSpeed attendance module is designed to allow teachers to record attendance as
quickly, easily, and accurately as possible. Teachers can mark attendance and review
attendance rewrds by clicking the Attendance icon in the task barat the top of any page.
The following page will appear:

Periods| | % | TimeCodes A %| [] All Present

Student Code | Present
Aper, Wilkam
Babb, Frankin
| Bole, Meil
School: L

15t Elementary Bryson,
School | T

8/15/2007 [

Please note: After you submit, changes
can only be made by the attendance

clerk!
@H-fp £

Attendance Codes

e Description
\hbsant
[Tardy

: Cod
Alexander, 5 A
T
AE  Excused Absence
Al
il
I3

\Unezcused Absence
I Religious

Attendznce this cycle
Attendance Totals
Class Roster

Caddell, Raymend
| Draudt, Marlan

Semester: 1 Cycle: 1

Frami &ug-10 2007
To: Sep-28 2007 JGEGEHEESG

Harrington, Arthur
Hart, Edwin

4 * Lock Hughes, Noble
¥ Sign Out o
Larson, Dorathy
Liess, Frederick
\Massarg, Albert
McLain, Bobby
Mansh, Yiliam
Feaub, Wiliam
Sansan, Wilism
Sentiage, Carlos
Yesulbis, Thaomas

PEOOPONOOROOOAONOOAOOOO O
0000000000000000000000>
0000000000000 0000000D0O -

Dimmerman, Morman

Total Students: 22
ote to attendance dlerk:

Each student for the current period will be listed. The teacher can select a different period if
needed using the drop-down list at the top.
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Period:| 1 *

5

L

aper,
Babb, R

Bovyle,

i == R B m L ) B g

Braunig
10

If a block schedule is used at the school, the teacher may also need to specify the
appropriate time code.

Period: 1 |%| TimeCode: ™% 'I:}

Recording attendance

To mark attendance for a student, the teacher should select the appropriate rmdio button
next to the student's name.

Student Code (Present| A | T
Aper, Willianm & (OO0

The available attendance codes are defined by the district or school administrators. There
may be attendance codes that @n be entered by administrative users, such as attendance
clerks/secretaries, but that are not available to teachers. These codes will be shown in the
legend on the right side of the page.

attendance Codes

Code Description
i} Absent
T Tardy
AE Excused Absence
Al IUnexcused Absence
1 Medical
R Religious

The teacher can also enter a note that will be read by the attendance clerk/secretary.

Mokte to attendance clerk:

The students who were absent should ke
consgidered "Excused” today.

Once attendance has been marked appropriately for each student in the current period, click
Submit. If all students are present, confirm this by checking the box labeled All Present
before clicking Submit. After the teacher clicks Submit, the following confiimmation window
will appear:
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Microsoft Internet Explorer.

P, By clicking 'Ok’ you are confirming that wou have reviewed the attendance entries, that they are correct to the best of your knowledge, and that yvou
\-{ﬂ) are ready ko submit,

I K H Cancel ]

If the district has configured the attendance module to allow teachers to click Submit
multiple times, then the submitted attendance codes will appear in the center column, but
the radio buttons will remain unlocked and the Submit button will remain available.

If the district has configured the attendance module to only allow teachers to Submit one
time for each period, then the following message will appear below the Submit button:

Please note; &fter you submit, changes
can only be made by the attendance
clerl!

Additionally, once the teacher submits attendance for the period, the page will be locked
and the radio buttons will be "grayed-out."

Period:( 1 % TimeCode: & % | [ ] all Fresent

Student Code |Present| & | T Attendance has already been subrmitted
for this period.

Aper, Williarm A
Bl Attendance Codes
Babhb, Franklin Present Code Description
Boyle, Meil Present A Absent
T Tardy
Braunig, Emilia A AE Excused Absence
Bryson, Willie Present ALl IInexcused Absence
el Medical
Caddell, Raymond | Present R Religious
Draudk, Marian A Reparts

Attendance this cvcle
Attendance Tokals
Class Rosker

Harden, Darokby Presenk

Harrington, Arthur | Present

Hzrk Frisin Dracank

The teacher may return to a previous period's or day's attendance and see that the
attendance clerk/secretary has posted corrections to the attendance records. Any entries to
the left side of the "/" were made by the teacher, while any entries to the right side of the
"/" were made by the attendance clerk/secretary.
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Student

aper,
William

Babh,
Franklin

Bovle, Meil

Braunig,
Emilia

Bryson,
Willie
Caddell,
Fayrmond

Drraudek,
Marian

Code

AfM

Present/Present

Present/Present

AAE

Present/Present

Present/Present

AJAE

Other attendance tools

Present

o

T

Clerk

Mote
Sick;
have
dockor's
note

Student
ot on
band
Lrip

Skudent
out on
band
Lrip

Teacher User Guide

Teachers an produce attendance reports from within the gradebook. This is done from the
Attendance page, so do not click the Reports icon in the task bar. To produce a detailed
attendance report for the full cycle, click the Attendance this cycle report under the

Reports header.

A window will pop up containing each student's attendance records for the grading cycle.

Attendance
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15t Elementary School
Teacher: Smith, Ben
Week 1 Wik 2 Week 3 Week 4 Week 5
Bug 14-Aug 18 Aug 21-Aug I5 Aug 18-5ep 01 Sep 4-5ep 06 Sap 11-58p 15
Student |1=] ™ T W T F M L W T F M T ' L3 I ™ T W T F M T W T F
Abramaowic, 1 201314 A
Annarella, & 201317
Bowman, E 0127 AT A
Burris, H 200537 L M
Clark, T 200185 T A A
Craig, B 200323 T T A
Eggerts, £ 200857 A T
Fahey, W 200551
Galo, F 200183 B AT
Garren, E 200852 Afes A
Haubert, 1 01136 T A
Holimgswarth, R 201200
Lamar, J 201236 T
Langermayr, M 301232 AM A A A
Leidecher, G 200412 A
Main, 01244 A T Ir
Nicely, R 200374 A A
Rathbun, R 200220 [T T
Rosengrant, R 200857 A
Schutte, C 201111
Scordato, A 200175 T AJAE A A
vanderhorst, A 201283 r
Wesd § Wesi 7 Wi §
Sap 16-Sep 22 Sep 15-5ep 25 Ot 02-0cz 06
Student 1D ™M T W T F M T w T F M T W T F
Abramavic, ] 201314
Annarella, 5 201317
Bowman, E 01327 A
Burrig, H 200587
Clark, T 200135
Craig, B 200323
Eggeris, F 200857 T
Fahey, W 200551
Galo, F 200183
Garren, E 200862
Haubert, 1 201185
Holingswarth, R 201200
Lamar, J 201236 LI
Langenmayr, M 301232
Leidecker, & 200412
Man, D 201244
Nicely, R 200374 A
Rathbun, R 200320
Rosengrant, R 200867
Schulte, C W01111 A
Scordato, A 200175
Vanderharst, A 201333
Attendance Codes
A Absent AE  Excuged Absence AU Urexcused Abeence
M Medical R Religious T Tardy

The teacher an produce an Attendance Totals Report that will display the total
occurrences of each attendance wde for his or her students.

Define a date range, then choose whether to restrict the report to a single student, or to
generate the results for all students.

m Attendance Totals by Code

From: | OB/15(2007 L] Student: | All Students v/

To: 08/15/2007 ] Teacher: | Alexander, 5 (97551 + |

Period: Show Report

Click Show Report. The following report will be displayed:
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D

201314
miiiz
mi3zz
200587
200185
FLlE e
00957
200551
200183
200852
1196
1200
1236
01232
00412
mi244
200374
200320
200B&T
w0111l
200175
1283

Code
&

T

AE
Al

R

Student
Abramovic, John M,
Annarela, Ssrgio M,
Bowiman, Everett D,
Burris, Harriett L.
Oark, Thomas M.
Craig, Benson A.
Eggerts, Fritz 5.
Farey, Willam N,
Gallo, Frank A.
Garren, Elis B.
Haubert, John M,

Haolingsworth, Robert 1.

Lamar, James M.
Lamgenmayr, M 5,
Leidecker, George A,
Wi, Domald L.
Micehy, Riobert F.
Rathbun, Robert D.

Rasengrant, Richard A,

Schulte, Charles J.
Scordato, Angelo M,
Wanderhaorst, Alice A.

Code
Totals

Attendance Codes:

Description
Absent
Ta'\dgr

Exoused Absence

~ A AEAUMT

[ "R T I Y]

R e e s L o B e B R e e

~ A AEAUMT
5 322 1 3 22

Unexcused Absence

Mdizal
Religious

Teacher User Guide

The "~" represents instances where the teacher incorrectly recorded an attendance code for

the student and the attendance clerk/secretary changed it to "Present.”

Teachers also have the ability to generate a simple printable attendance roster that an be
used to take attendance outside of the classroom, or generated for substitute teachers to

use. Under the Reports heading, click Class Roster. When printed, the roster will appear
as shown below:

Attendance
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Period: TimeCode: -

Student .l:tldl: .l"‘rl:Sl':I'It AT

Aper, Wilkam|200 163
Boyle, Nell|201328
Eraunig, Emilia] 201329

Eryson, Wille| 200708

Caddell,
Raymand| 2005685

Craudt, Marlan| 200386

Harrington,
Artthur | 200405

Hughes, Noble| 200857
Kulknan, Ron|208231
Larson, Dorothy| 201302
Liass, Fredarick] 200270
Massaro, Abert| 51565
McLain, Bobby 200714
Konsky, Wiliam|201249
Raub, Willam|200088
Sanson, Wiliam| 200665

Santiago, Carlos| 200311

Yesulks,
Thamas[200314

Zimmerman,
Marman| 200580

Mote to attendance dlerk:

] all present

Please note: After you submit, changes
can only be made by the attendance
clark!

Attendance Codes

Code Description
A Absant
T Tardhy

AE Exousad Absence
Al Unezcused Absence

M Medical
R Religious

Artendsnce this cycle
Attendance Totals
Class Roster

Total Students: 19

Attendznce Taken By

Ciate Taken

Attendance Entered By

Date Entered

Seating Chart

(updated 8/17/07)

Overview

Teacher User Guide

The GradeSpeed Seating Chart module allows teachers to construct custom seating charts
for each class to simplify attendance-taking. The Seating Chart is designed to complement
the GradeSpeed Attendance module, but the seating chart is also a very useful tool at

schools that record student's attendance using another method.

Attendance
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To access the seating chart, click the Seating Chart icon in the task bar at the top of any
page.

-y

Seating Chark

The following screen will appear:

View | Saating Chart -.- Perind |1 % T Coda | A v [ update | [ mign Studenks |
Sort | Select Sort v Shepes | Select Shape v Grid Style [ eft toRight, Topto Bottom % Cohmrs (6 % Rows | | [ atvanced Mode
F, Liess W, Raub ., Santiago M, Craudt T. ¥esulkis A, Harington
0270 FO00EA 200311 200366 200314 200405
M. Zimmarman R. Caddell W, Sanson W, Bryson B. Mclain . Harden
200560 200585 200465 200708 200714 200raF

| S SRR N R

F. Babb H. Hughes E. Hart ., Eullman W, Aper W Monski
S00E0G S00Es7 201000 2001231 201163 201249
[v. Largon N. Boyla E. Erauni] A, Massarn
1302 mM13za 201329 301585

Display Dptions

FuntSize: |11 | Image Sie:| 100% | Cel'width:| 100 w| CelHeight) 110 =

As shown above, studentimages will be displayed in a default grid layout. The teacher can
use the drop-down lists to change the layout to match the classroom, grouping students by
2s, 3s, or even in a circular orientation.
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View | Seshng Chart | Perod |1 W Tima Coda | 4 [ [ updaste | [ abign Students |
Sort | Select Sart (v Shepes | Select Shape ¥ Grid Syl [ Fresform | Rows [ advanuced Mode:
C, Santiagn T Yesulkis ’
0031 1 200314
F. Liess M. Draud:
2002701 200366
A. Harringhn
W, Raub
' i 200405 ‘
M. Zimmerman
&, Massano
01535 20000
R, Caddsl
201329 g
! " W, Sanson
- Koy 200665
L3z '
]IIF W
D. Larson 20;;;;Dﬂ
201302 ’
B. Mdain
W, Monshi 7
201248 l ! 0074
. Hardan
R, Eulknan
201231 ‘ l 20077
F. Babh
W. Aper 200306

201163
E bdark

M. Hinhes

If the teacher wishes to display different student information, he or she can customize the
way the students' names and IDs are displayed using the Display Student Fields page

within the Teacher Profile.

The gendered icons shown above may be replaced with actual student pictures - this is done

at the district level.

Double click on a student image to view that student's profile.
The following are simple instructions for using the seating chart:

1) Select Seating Chart from the View drop down menu.

Sort | Atkendance [ g

2) Choose the correct Period and Time Code.
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Period

Shapes |2 k

Time Code |

arid Skyle ‘ g
]10 ¥ Freerol

3) The Sort menu allows teachers to sort the Seating Chart by Last Name, First

3
4
5
£
7
B
gl

Name, Boy/Girl, Girl/Boy, Student ID or to mendomly place students in the
Seating Chart.

4) Select the number of columns positioned horizontally across the chart.

Columns £ &

i i

&, Harrirn
200405

5) From the drop down menu in Shapes, select circle, grid (traditional seating
method) or groups of 2,3, and 4, depending on the arrangement in the specific

classroom.

Shapes fSelect Shape

I

6) Grid Style will allow the choice of Freeform or any combinations of left to right,

right to left, top to bottom, and bottom to top. Freeform will allow the number of
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rows to be selected for the Seating Chart. The other arrangements align the students

based on the directions given.

Grid Style ELeft ko Right, Top to Bottom 5
Freefaorm

7) Click Advanced Mode to display more options in the Grid Style drop down menu.

Advanced Made

tarid Skyle ELEH: ko Right, Top bo Bokkomn W Columns I 6 ¥ Rows

Left ko Right, Top to Bottarm h

8) Click the Update button to update the Seating Chart.
9) The Align Students button will align students to the Shape and Grid Style chosen.

There are also some Display Options at the bottom of the page to help make reading the
seating chart easier.

Display Options
Font Size: Image Size: Cell Width: Cell Height:

Using the 4 drop-down boxes, select the desired font size, the image size of the little
boy/girl placeholders, and the cell width/height.

Taking attendance with the Seating Chart

To take attendance with the Seating Chart, select "Attendance" from the View drop-down
list.

Yigw | Seating Chart | v |

Seating Chart
Sork

The following page will appear:
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View | sttendance v |
F. Lizss
200E70
Pres, %
W, Raub
200058
A, Massaro
301585
Pras,
E. Braunig
201329
Fras. % '
M. Boyle
201326
| Pres. |
[, Larsan
201302 _
| Pres. » I
W, Monski
201249
| Pres. ¥
R. Kullnarn
201231
[ Pres. »
W, Aper
201163
| Pres.
Display Dptions
Font Size: | 11 % | Image Sze: 100%
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Select the appropriate Period and Time Code. Then use the drop-down box beneath each
student to indicate the appropriate attendance code. When finished, click Submit. The class
can be marked "All Present" using the chedkbox in the upper right-hand corner of the page.

Note that the student arrangements (sorting, shapes, grid style, etc.) cannot be changed

while in the attendance mode.

The same Display Options as on the Seating Chart page can be found at the bottom of

the Attendance page.
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Display Options

Font Size: | 11 % | Image Size: | 100% | Cellwidth: | 100 % | Cell Height:| 110 |

Using the 4 drop-down boxes, select the desired font size, the image size of the little
boy/girl placeholders, and the cell width/height.
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Students

Student List
(updated 8/15/07)

The Student List page allows the teacher to manage and track student information and
grades. What's more, with the Custom Fields features, teachers an track and store
custom information that they specify. To access the Student List page, click on the
Student List link on left side of the main gradebook page.

B @ B B s D B > By G

Categories  Assignments  Grades Progress Reporks  Cumulative  Attendance Seating Chart  Werfy  LessonPlans  Discipline
Reparts Grades Gradebook.

Q}H.b ~— Students

10: 7003 Grade Birth Date

Section:1 Wiliam 03 02{06}1557 [Profie] [Grades] [Schedue]
Period: 1 Liess Fredarick. 03 06{10/1957 [Profie] [rades] [Schedule]

Group: 1 Sartiago Carlos o3 onf2z19a7 [Profie] [Grades] [Schedule]
Yesultis Thomas 03 06/20/ 1997 [Profie] [Grades] [Schedule]

Teacher: D Marizn 03 06/22{1936 [Frofie] [Grades] [Schedule]
Harringtan arthur 03 02{07(1937 [Profie] [iGrades] [Schedule]

School: Zimmerman Morman 03 03121957 [Frofie] [Grades] [Schedule]

L aﬂ:’f‘” Caddel Rraymond 03 0TI 19a7 [Profie] [Grades] [5chedule]
Sanson ‘willam a3 10/08( 1996 [Profile] [Grades] [Schedule]

Bryson wille 03 10j22)19%6 [Frofie] [Grades] [Schedule]

 Refresh | MeLain gobby 03 04{08j1557 [Frcfle] | [Grades] [Schedule]

u Harden Dorathy 03 10/24/1996 [Profic] [Grades] [Schedule]
u Bath Erankin 03 12J07)1995 [Profie] [iGrades] [Schedule]
Hughes Mobbs 15} 11/03( 1996 [Profile] [Grades] [Schedule]

- Hart Edwin 03 08/30{1935 [Frofie] [Grades] [Schedule]

[ [TF P e ARl alioaT TDwesidal Mz melasl [ R |

In the default configuration, the student ID, first and last name, grade level, and birth date
will be displayed on the page. To edit a student's profile, click Edit next to the
appropriate student. To view the student's grades, click Grade next to the appropriate
student.

The Student List page can also be used to display data contained in Custom Fields.
Custom Fields are customizable data fields that can be used to store various information.
These fields an be used to track permission slip signatures, textbook numbers, or anything
else that may need to be tradked. See the Custom Fields section for a detailed
walkthrough for setting them up.

To display Custom Fields in the student list and open them up for editing, check the box
next to the field name in the wlumn on the far left side of the page.
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Students

Grade | Birth Date | Progress Rpt Sigred? Texthook Mumber
2000825 Raub Wiliam 02J08/1997 [Profia] [Grades] [Schedusa) Yes v | |
200270 Lisss Frederick 06/10/1997 [Profie] [Grades] [Scheduls] ez v | | |

3 |
£

200311 Santiago 0142201997 [Profie) [Grodss] [Scheduie) | ............................. |

§
I |

0314 Yesulds  Thomas 082071997 [Profle] [Grades] [Schedue]

20714 Mclain  Bobby 04/08/1997 [Profia) [Grades] [Schedua)

B
- ( T

| |
200366 Draudt  Marian U6j22f1996 [Profie] [Grades] [Scheduls] Yes (v | |
00405 Harrington  Arthur 02/07/1997 [Profia] [Grades] [Schedua) Yaz v | | |
200580 Fiwemerman Nesman 03)12/1997 [Profie] [Erades] [Scheduse] [ |
200565 Caddel  Raymond 08/07/1997 [Profie] [Grades] [Schedue) [es || | |
20665 Sanson Willam 10/08/1996 [Profile] [Grades] [Schedus] Yez [ | |
200708 Bryson  Wilie 10/22/1996 [Profie] [Grades] [Schedule] Yes v | |
| |
| |

B 8 8 2 8 8B 8 B 8 8 B 8B B 8 &8 8 B B 8 8 8

01359 EBramig  Emila 08/04/1997 [Profie] [Grades] [Schedua)

200767 Harden  Doecthy 10/24/1996 [Profie] [Grades] [Schedue] Yes ¥
200806 Babb  Frankin 12/07/1995 [Profie] [Grades] [Scheduis] [ves v | |
0857 Hughes  Noble 11031996 [Profle] [Grades] [Scheduk] vez v | | |
201000 Hart Edwin 0/30/1995 [Profie] [Grades] [Scheduie] [ves v | |
1163 Aper wiliam 03/13/1997 [Profia] [Grades] [Scheduie] Yes (v | | |
201231 Kulknan  Ron D3/06{1997 [Profile] [Grades] [Schedue] ves ¥ | |
01243 Monsk Wiliam 08/28{1996 [Profie] [Grades] [Scheduis) [ ves || | |
201302 Larson Diorcthye 07/22/1997 [Profiie] [Grades] [Schedue] | |
01328 Boyle  Ned 03/23(1996 [Profile] [Grades] [Schedue] ves v | | |

| |

| |

dd

301565 Massaro  Abert 10/23/1996 [Profile] [Grades] [Scheduls] Yes % |

a

The teacher @an now enter information in the appropriate format into these custom fields.

200088 Raub wilism 03 02/08/1997 [Profile] [Grades] [Schedue] Yes v 15884 |

i

0270 Linss Fraderick 03 0&{10/1997 [Profie] [Grades] [Schedusa] Mo % |sa168 |

200311 Santage Cados 03 01j22j1997 [Profie] [Grades] [Schedue] Yes ¥ 48753 |

To save the information entered on this page, click the Update button at the top of the
page. And as always, to return to the main gradebook page, click the Grades icon in the
task bar at the top of the page.
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Note: The Update and Cancel buttons are unavailable until modifications are made on the
window.

Student Profile

(updated 8/12/08)
To access a student's profile, click the student's name on the main gradebook page.

Babhb Franklin%
Boyle, Meil L
RBranmin Frailia |

The selected student's Student Profile will appear

[ Update ] [ Cancel ] [ Schedule ] [Atbendance ] [ MNotes ]
Student Profile
Last [Aper | 1D [201153 | Characteristics
A, At-Risk
. ™ E|. Bilingual
First |Will Gend !
irst [Wiliam | ender () Male O Female D. Dyslexic
G. Gifted,Talented
Parent Last [Taylor | Grade 5. Special Education
Parent First |Fran|:is | Sort Key. l:l
14733 BELL ESTATES RD [ Print Progress Report in Spanish

Address

[ print Report Cards in Spanish

City |San Antonio

State [TX

Zip [12345

Phone (1232337505

Email |

Birthdate [Thursday, March 13, 1997

[ alternate grading scale

Special | pne -
Grading
Behavior [_]Percent added to average

Attached Documents
Mo files attached.

Most of the information displayed in the Student Profile is pulled directly from the student
management software. Only the Email, Gender, and Sort Key can be modified by the
teacher.

A Sort Key can be entered to change the order in which the students appear in the
gradebook. To set the sort order for all students, the teacher can simply enter a numerical
sort key for each student (ex. "1" for the student who should appear first, "2" for the
student who should appearsecond, etc.). By default, any students without a sort key entry
will automatically be arranged in alphabetical order at the top of the list.

To indicate that a student's progress report or report card should print Spanish content
where it is available, check the boxes marked "Print Progress Report in Spanish" and/or
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"Print Report Cards in Spanish.” Keep in mind that GradeSpeed does NOT translate
English content (assignment titles, category names, etc) into Spanish! These check boxes
simply tell the system to use the Spanish version entered by the teacher when such a
Spanish version is available.

Teachers an also use this page to add district-defined Student Characteristics to a
student's profile. To add a characteristic, simply click on the characteristic name from the
list.

Characteristics
R. At-Risk
5. Special Education
. Gifted/Talented
O, Dryslexic
2, Difficulty getting along with others

Use the Control or Shift key to select multiple characteristics.

Characteristics

ulky getting along with others

To view the student's schedule, click the Schedule button on the top-right. The student's
class schedule will pop up in a separate window, as shown below:

3 Student Schedule - Microsoft Internet Explorer |Z||E|E|
0
L

File Edit ‘iew Favorites Tools  Help

Babb, Franklin
Teacher Course Period Awvg

4755 alexander, 5 7003 HR WRHABIT GR 3 1 [
2351 ‘Wake, Ginger 1003R READ GR 3 RESOU 2 94
2351 ‘Wake, Ginger 2003R WRIT/ORALGRIRES 3 7e
6134 Eliis, Mancw 4003R MATH GR 3 RESOU 5 94
9522 O'brien, Kelly 8003 MUSIC GR 3 g 100
1552 Sass, Mancy 003 ARTGR 3 9 g9
4264 Rotzler, Karem 1103 PEGR 3 10 a1

To view the student's attendance records, click the Attendance button. This an be found
right next to the Schedule button on the top-right. A list of the student's attendance records
will pop up in a new window, as well as some basic student profile info, and an attendance
code legend..
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A Attendance Totals - Microsoft Internet Explorer

Profile

Shudant Nama BASE, FRARELIN (Z00806)
Sau M

Birthday (8o 1271995 (11)

Grade Leyvel o3

Address 500 5 CHAFFEE RD

FH (123) 783-14%3

City Stata San Ankonio, TH

Tp 12345

Attendance Totals Year-to-date

Conile Descriplion Total Count
FBY Present - abe breakf ast 1
T Tardy 1

Attendance details

Date Teacher Perbod Code
SII'I 3zZ007 ALEXANDER, S 1 T
8/10/2007 ALEXANDER, 5 1 iy v

The Notes button allows teachers to send personal messages to parents directly through
GradeSpeed at districts using the ParentConnection module. For customers who have not
enabled ParentConnection, this feature can be used as a digital "notepad" for taking and
storing notes on students. Click the Notes button to bring up the "Student Notes" control
panel.

bate — ltype om0 lRead e

Mo notes for this student!

To create a new note, click the New note button.

Aper, William
Date: E] Type:l MNote A4 |T.3;| Guardian vl
Mote:

Date — liype  fom  [to |Read e |

Mo notes for this student!

Use the "Date" field to enter the appropriate date of the message. The current date will be
selected by default. However, you may select any date you wish for your records.

The "Type" field can be used by the teacher to flag the note as - "Note," "Discipline,"
"Response," or "Message." The "Response" type is automatically selected when responding
to messages from parents. This flag is just for teacher reference. It has no effect on the
note itself.

The "To" field is used to specify whether the note should be sent to the student's guardian
or simply stored in the notes list below for future reference. Select "Guardian" if the note
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should be sent to the student's guardian. Select the BLANK option to simply store the note
below for personal records.

Enter the desired note in the "Note" field and click Ok to send it. Click Cancel to return to
the student profile.

Any notes that are sent/received will appear in the notes list at the bottom of the page.
Date ___liype lFom/To_[ReadWOte | | |
Jan-25 12:00 AM Mote Guardian William has really improved his behavior! Edit Delete

Jan-15 10:43 AM Discipiine cuardian William is having trouble staying on task. He received a time out today for Edit Delets

excessive talking and horseplay.

To close the schedule, attendance, or notes window and return to the Student Profile
screen, simply close the browser window containing the unneeded information.

To change the way a single student's grades are alculated, use the Special Grading
Behavior section at the bottom of the profile.

[ Alternate grading scale

Special | yone -
Grading
Behavior [_|Percent added to avVerage

To apply an alternate grading scale (for example, to change a student to "Pass/Fail" in an
"A-F" class), simply check the "Alternate grading scale" box and select the correct sale
from the drop-down list.

To "curve" a student's average up by a specific number of percentage points (for example to
make sure that a student's average is always "5" points higher than the calculated
average), check the "Percent added to average" box and enter the number of percentage
points that should be added.

To view the Grades by Student page, click the Grades button at the bottom left

To view instructions on how to transfer grades for students who have switched sections of a
class, click here.

Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made on the
window.

Transfer Students

Teachers an transfer students' grades from one section to another in their gradebook.
Grades @n only be transferred to a new section for a student if the scheduling change has
already been made in the student management software.

When a studentis dropped from a section, a D will be displayed next to that student's name
in the gradebook.
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sanson, Wiliam G 91,00
Yesulitis, Thomas D 79.00 Iil
Zimmerman, Morman J 20.00
(D)Kullman, Ron N 74.00
(D)5antiago, Carlos J 21.00

To transfer a student who has been dropped from one class into another class, click on the
student's name to access the Student Profile.

Student Profile

Last [{D)Kulman | D [201231 | I
R. At-Risk
5 5., Special Education
First [Ron | Gender (&) Male O Female G. Gifted,Talented
D. Dyslexic
Parent Last | | Grade 0. Difficulty getting along with others
Parent First | |  Sortkey.| |
|:| Print Progress Report in Spanish
Address
[ Print Report Cards in Spanish
Gty | |
State | |
Zip | |
Phone | |
Email | |
Birthdate | |

To transfer the student's grades to the new section, click the green Transfer button at the
bottom of the profile page. Note: this button will only appear if the student has already
been dropped from the old section. The following screen will appear:

m Transfer Student Grades

Select the Clase and | MathKG (2001/1) Period 2 ]
Student to Transfer From: | fo)Banazir, Aragom ﬂ
Salact the Clazs ba bransfar Salact Course ﬂ

this students graces into:

Using the first drop-down list, select the class that the student has been dropped from.

MathelG (2001/1) Period 2 v

SSKG (1001/1) Penod 2
SciencekG (3001/1) Period 1
MathkG (2001/2) Period 2

Indicate the appropriate student in the next drop-down list.

(D)Banazir, Aragorn ¥

Select Student
D iBrowr, Janick
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Next, indicate the class that the student is to be transferred to.

MathKG (2001/2) Period 2 s

Select Course
10d 2

The information will be displayed as shown below:

m Transfer Student Grades

Select the Class and | MathkG (2001/1) Period 2 |
Student to Transfer From: | {D)Banazir, Aragom ﬂ

Select the Class to transfer

this students grades into: | MathKG (2001/2) Period 2 ~]
From: Toz
MathKG (2001 /1) Period 2 MathKG (2001/32) Period 2
Axsignment Category  Grade Assignment Category  Grade
Assigrment 1 Hiomawork 95  |Assgnment 1 Homework 95
Assigrment 2 Homework 84  |Assgnment 2 Homewiork 34

Click Transfer to save the changes and return to the gradebook. The student's grades will
be transferred to the new section.

Walk-In Average

If a student moves from one section, taught by "teacher A," and is added to another
section, taught by "teacher B," the student's average will transfer automatically to the new
teacher's gradebook. This is alled the "Walk-In" average and can be viewed on the
Grades by Students page. To auto-fill the walk-in grade into every assignment that was
given before the student's transfer date, the "Use as 'walk-in' average" link in the top-right
corner.

LILLIBRIDGE, G. (430) Jan-1
Usze ag, walk-in" average
Points Original| 1st 2nd | Points | Override Do not
Category |Assigned Possible | Score | Grade |Retake|Retake|Added| Grade | Late | drop
. - . . r 1 T 1 T 1 r 1 r 1 —_— —_— |

NOTE: All student transfers must have identical initial and destination course ID's.
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Categories

Work with Categories

(Updated 7/2012)

Overview

Assignment caategories define the different assignment types that you may use in the class.
For example, categories can be created for homework, quizzes, tests, or labs. When you
create a category, you specify the weight of that particular assignment type's grade, as well
as assignment drop criteria. For example, you can specify that quizzes are to be worth 25
percent of a student's overall grade, and the two lowest quiz grades should be dropped.

Some districts require teachers to use a select group of categories only. In this @ase,
categories will be locked by the administrators, and teachers will be unable to modify or

create categories. These categories appear shaded on the screen.

District administrators can also specify ecommended ategories that can be edited by
teachers.

If categories are not set up by the district, teachers must define their own categories before
creating assignments.

Work with Categories
1. On the task bar, click Categories. The Categories window appears.
2. Select the correct Class from the pop-up menu.

3. The following table describes the fields on this window:

Field Description

Category Enter the name of the category.

Color Use the pop-up menu to choose the color used in the
gradebook to identify assignments within this
category.

Weight Enter the weight for the category.

Note: If Percent weighting method is used, the sum
of all category weights must be 100 percent.

Note: If existing categories are deleted, adjust the
remaining categories to equal 100 percent.

# to Drop Enter how many low grades will be dropped from the
category. The total humber of grades to drop from
all @tegories cannot exceed the value of the
selection from the Maximum grades to drop for
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Field Description

each student pop-up menu.

Select the checkbox next to an existing category to

Delete
remove the ategory from the gradebook.
Note: Deleting a category will also delete any
assighments assigned to that category. Any category
deleted from a class that is part of a group will be
deleted from all classes in the same group.

Total Displays the total weight calculation for all
categories.

Hide Spanish Select No from the pop-up menu to display the

Category Names | Spanish Category Names field. Select Yes to hide
this field.

Maximum Select the number of grades that can be dropped for

grades to drop each studentin this category from the pop-up menu.

foreach student | This setting controls the total number of grades that
will be dropped from all categories combined. For
example, if this value is set to 0, then no grades will
be dropped from any ategory, regardless of the
value in the # to drop field for each category. The
total number of dropped grades from all categories
together cannot exceed the Maximum grades to
drop for each student. GradeSpeed searches each
category and drops the lowest grades. These settings
can be changed at any time, and GradeSpeed will
automatially recalculate the grades to be dropped.

Make category Select Yes from the pop-up menu to make

properties categories identical for all class sections in a group.
identical for all
classes in this

group
Method of Select the weighting method to be applied to all
weighting categories for the current section from the pop-up
grades menu.
When weighting grades by percent, the total weight
of all categories must equal 100 percent.
Students Select Yes if you want to use the Students
Advantage Advantage method from the pop-up menu.

The Students Advantage method drops the grades
that, considering the total points and weight of the
assignment, result in the highest possible average
for the student. If this method is not used, grades
will be dropped based solely on the raw points or
percentage score. For example, if a student's
average is 89, and his two lowest grades are a 70 in
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Field Description

a category weighted at 10 percentand a 75 in a
category weighted at 50 percent, the Students
Advantage method would drop the 75 in order to
cause the least reduction in the student's average.

Total Points Select Yes from the pop-up menu to use the raw
Logic scores for each assignment to calculate the average,
rather than displaying each individual score as a
percentage. For example, if a student gets 15 out of
20 questions rrect on an assignment with 20
possible points, the teacher will enter a saore of 15
for that student. The grade cell will display the 15,
but the average will calculate the score as 75

percent.
Cancel Click to disregard the selections.
Spell Check Click to spell check the content.
Delete All Click to remove all categories and assignments for all

classes in your gradebook for the current cycle.

Note: A GradeSpeed administrator must enable this
option.

4. Click Update to submit the selections. Click Cancel to disregard the selections.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.
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Create assignments that you an work with on the gradebook.

For help creating rubric assignments, click here.

Note: If the GradeSpeed administrator has created Semester Exam Assignments, they will

automatially appear in the Assignments window.

Create a New Assignment

1.
2.
3.

On the task bar, click Assignments. The Assignments window appears.

Select the correct Class from the pop-up menu.

If this is the first assignment created for this class, process to the description table.
If there are existing assignments for this class, click Add New.

The following table describes the fields on this window:

Field

Description

Assignment

Enter the name of the assignment.

Assigned/Due

Click the alendar icon to choose the date of the
assighment, and the date the assignment is due.

Points Possible

Enter the total points possible for the assignment.

If you use percent grading, use the default value of
100. If you use raw score or total points grading,
enter a value thatis consistent with the value of the
assignment.

Multiplier

Enter a numeric value in the field to weight the
particular assignment within the assighment
category. The grade is calculated based on the total
points times the multiplier value. For example, ifa
quiz should count for twice the value of all other
assignments in the Quiz ategory, enter 2 in this
field. If it should count only half as heavily as other
assignments in the @tegory, enter .5 in the field.

If the "r;Quiz” aategory’s weighting method is also
set to “r;Multiple,” the two multiples are multiplied
together to calculate the total number of times a
specific assignment will be counted. For example, if
the "r;Quiz” category is weighed at 2 (grades count
twice) and the Multiplier for a particular assignment
is "r;3,"” then that assignment will be worth a total of
6 grades.

Assignments
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Field

Description

This field appears shaded if the administration has
not enabled this functionality. It is also unavailable
to teachers using Total Points Logic.

Is Rubric

Select the checkbox to create a rubric assignment.
For more information, see Rubric Assignments.

Type

Select the assignment type from the pop-up menu.

Category

Select the category from the pop-up menu.
Categories may be set by the district administration.
They may or may not be available for editing by
teachers. Selecting a category from this menu sets a
specified grade weight, grade dropping criteria, and
other options to the new assignment. For more
information, see Categories.

Description

Enter a description of the assignment.

Reporting
Category

Select a reporting category from the pop-up menu.
These categories, if available, are set by the district
administration. Select the reporting category
specified by the district administration.

Hide Spanish
Assignment
Name

Select No from the pop-up menu to display the
Spanish Category Names field. Select Yes to hide
this field.

Default Grade

Enter a default grade for the assignment. This grade
will be entered for the assignment for all students in
the class.

Also add this
assignment to
the following
classes

To add this assignment to other courses within the
pre-defined course group, select the checkbox next
to the appli@able course name. Select the Course
checkbox to automatically select all courses within
the group.

Add File

Click to add a file attachment to the assignment. The
attached files are made available with
ParentConnection if the district uses that module.

e Click Choose File or Browse to locate the
file to upload.

e Click OK to attach the file to the assignment
record.

Spell Check

Click to spell check the content.

5. Click Add to submit the selections.
6. Click Finished to return to the gradebook.
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Edit an Assignment
1. On the task bar, click Assignments. The Assignments window appears.
2. Select the correct Class from the pop-up menu.
3. Select the All Assignments chedckbox to view all assignments for the selected class.

Note: The All Assignments chedkbox is disabled if there are more than 5,000
assignments for the class.

4. Click Edit next to the applicable assignment. Alternately, click on the assignment
name hyperlink anywhere it displays on the gradebook. The Edit Assignment page
appears.

5. Modify information in the fields provided. To delete the assignment, clik Delete.
Click Cancel to disregard changes.

6. Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Auto-Fill Assignment Grades

Auto-Fill allows you to automatically assign a specific grade for an assignment to every
student meeting certain criteria. The Auto-Fill hyperlink appears on the Edit Assignment
page.

1. On the task bar, click Assignments. The Assignments window appears.
2. Select the correct Class from the pop-up menu.

3. Click Edit next to the applicable assignment. Alternately, click on the assignment
name hyperlink anywhere it displays on the gradebook. The Edit Assignment page
appears.

4. Click the Auto-Fill hyperlink. The following auto-fill options appear:

Field Description

Replace Select the auto-fill criteria from the pop-up menu.

Grades with Enter the value of the replacement grade in the field.

OK Click to submit the selections. The Auto-Fill hyperlink
re-appears.

Cancel Click to disregard the selections.

Export Assignments
1. On the task bar, click Assignments. The Assignments window appears.
2. Click Export. A confirnation dialog appears.

3. Click OK. A .csv file containing all assignments for the current classes
downloads to your system.
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Assignment Objectives

If the GradeSpeed administrator has enabled Objectives, you can assign state standards or
custom objectives to an assignment.

1.
2.
3.

10.

11
12

13.

14.
15.

On the task bar, click Assignments. The Assignments window appears.
Select the correct Class from the pop-up menu.

Click Edit next to the applicable assignment. Alternately, click on the assighment
name hyperlink anywhere it displays on the gradebook. The Assignment Maintenance
page appears.

Click Objectives. The Assignment Objectives page appears.

Click Add New to add a new objective to the assignment. The Select a Subject pop-
up menu appears.

Select the assignment subject area from the Select a Subject pop-up menu. The
Select a Course pop-up menu appears.

Select the appropriate course from the Select a Course pop-up menu. The Select
and Objective pop-up menu appears.

Select the student objective from the Select an Objective pop-up menu. Once the
objective is selected, the individual student's expectations appear.

Select the checkbox next to the expectation for this assignment. Select multiple
expectations if applicable.

Click OK. The Assignment Objectives page displays the selected expectations.

.Repeat steps 5 through 10 to add more objectives.

.When all objectives have been added to the assignment, click Finished. The

Assignment Maintenance page appears. The Student Expectations area on the right
side displays the selected data.

Click the plus (+) sign next to a standard to expand the selection and view objective
information details. Continue to expand the selection until the objective information
appears.

Click Add to save the assignment settings.

Click Finished to return to the gradebook.

Rubric Assignments
(Updated 7/2012)

Create a Rubric Assignment

1.

2
3.
4

On the task bar, click Assignments. The Assignments window appears.
Select the correct Class from the pop-up menu.
Click Add New. The Add Assignment window appears.

Select the Is Rubric checkbox. A Color pop-up menu appears.
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5. Select a color to distinguish this rubric assignment from the Color pop-up menu. The
color you select appears on the gradebook page.
6. Continue to define this assignment. For more information, see Create a New
Assignment.
7. Click Add. The rubric is created, and the Create New Task pane appears on the right
side of the window.
8. The following table describes the fields on this window:
Field Description
Task Name Enter the name of the rubric task.
Assighed/Due Click the calendar icons to select the assigned task
and due dates for the task.
Points Possible Enter the total points possible for the rubric task.
Default Grade Enter a default grade for the rubric task.
Category Select the category from the pop-up menu.
Description Enter a description of the assignment.
Criteria Rubrics are based on scores of 1-4. Enter the criteria
foreach level in the corresponding fields provided.
9. Click Add Task. The task is added to the rubric assignment.
10.Repeat to define additional rubric tasks for the assignment.
11.Click Update to save the task and add it to the gradebook. Any assignments related
to the rubric are distinguished by the clored title boxes. The Points Possible for the
rubric assignment is automatically calculated. It is the sum of the possible points for
all related rubric tasks.
12.You can now enter saores for the rubric tasks in the gradebook. For more

information, see Assignment Grades.

District Rubrics

If the administrator has created district-required rubrics to be used on assignments, you
can add these tasks to an assignment.

1.

aua b W N

Create a new rubric assignment, or modify an existing rubric assignment. For more
information, see Create a Rubric Assignment or Edit an Assignment.

Click the District Rubric button. The Assignment Rubrics page appears.
Select the applicable options from the pop-up menus.
Select the applicable Assigned and Due dates.

Click Finished. The rubric assignment displays on the gradebook.
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Grades

Work with Grades

(Updated 7/2012)

Overview

There are three ways to enter grades with GradeSpeed. Grades can be entered by student,
by assignment, or directly from the main gradebook page.

Note: Your system administrator can configure the gradebook to leave semester and
overall averages blank if final exams, cycle averages, or semester exams are blank. Consult
with your system administrator if you see blank spaces for semester or overall averages.

Grades Window

1.
2.

Select the class from the class pop-up menu.

If the gradebook holds more than one page of assignments, navigation arrows will
appear towards the top of the page. Use the navigation arrows to access each page.

Select the All Assignments checkbox to view all assignments on one page. You can
scroll through the grades using the scroll bars on the bottom and right side of the
page. Even when scrolling, important information such as the student names and
assignment titles are always visible.

Select the Enter Moves Down checkbox to indicate that the Enter and Tab keys
should move the cursor from one cell, down to the next lower cell in the clumn.
Deselect the Enter Moves Down box to indicate that the Enter and Tab keys should
move the cursor from one cell, right to the next cell in the row.

Select a grade field. The student and assignment title for that grade appears at the
bottom of the page.

Select a display option from the Avg Display Options pop-up menu. You can
choose between Numeric, Rounded, or Alpha display options.

To change a grade, select the grade field and use the keyboard to make changes.
Note that the number of changes that have been made are tracked near the bottom
of the screen in the Changes since last update field.

You can entera numeric score (such as 90, 87.5), alpha score (B, A+), or a special
grade ode. The default special grade codes are Msg, Exc, and Inc. A grade of Inc
or Exc is calculated as a blank cell - it will not affect the student's average. A grade
of Msg will be alculated as a 0. In most cases, you canenteran M, E, or Iin place
of the three-letter code (the full Exc code should still be used if the class uses the
ESNU grade conversion).

Click Update in order to save changes. Click Cancel to disregard the changes.
Grade fields that have been updated will be highlighted in dark gray.
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Note: If you makes changes, but click one of the task bar icons (Assignment, Report,
Categories, etc) before clicking Update, you will be prompted to save before leaving the
main gradebook window.

Grades by Student

(Updated 7/2012)

Overview

GradeSpeed allows you to enter advanced grade modifications (retakes, add points,
override grades) without losing track of the student's original grade. You can also record
standards-based grades (if made available by district administrators) that are used to
generate the GradeSpeed Custom Report Cards.

Access the Grades by Student Window
1. On the task bar, click Grades. The Grades window appears.
2. Select the correct Class from the pop-up menu.

3. Click the Ave hyperlink next to the applicable student. The Grades by Student
window appears.

aper, William D

Bobb Eronllin &

OR
1. Select the correct Class from the pop-up menu.
2. On the left pane, click the Student List hyperlink. The Student List window appears.

3. Click the Grades hyperlink. The Grades by Student window appears.
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Work with the Grades by Student Window
e Select the correct class from the Class pop-up menu.

e Select the applicable view of the window from the View pop-up menu. This window
preserves the last view you select, meaning that the next time to access this
window, the last view you selected appears.

e On the left pane, fields display the Calculated Grades and Overridden Grades.
These fields are context-sensitive to the selection made from the View pop-up menu.
You can enter assignment retakes, add points, or override grades on the Grades by
Student window, and then click the button next to the Cycle Avg label. The button
will then display a new grade. That grade is what the student's average could be if
he or she earned the grade(s) that the teacher entered. For example, if a student
took a test and received a grade of 46, you could enter a 75 in the 1st Retake
column, click the Cycle Avg button, and display what his average could be if the
student took the retake and only earned a 75. This feature is useful because it
calculates the potential average a student could be earning, while never saving the
new grade into the database.

Enter Grades by Student

1. Select the class from the Class pop-up menu.
2. Select Grades from the View pop-up menu.
3. The following table describes the fields on this window:
Field Description
Assignment Displays the name of the assignment.
Category Displays the assigned category for the assignment.
Assigned Displays the assigned date for the assignment.
Due Displays the due date for the assignment.
Points Possible Displays the points possible for the assignment.
Score Displays the assignment score.
Original Grade Displays the original grade recorded for the
assignment.
1st Retake Enter the retake grade, if the student was allowed to
retake the assignment.
Click Update to view the retake grade in the Score
field.
2nd Retake Enter the seand retake grade, if the student was
allowed a second retake of the assignment. You can
choose whether the retake grades are averaged
together, or the last retake takes precedence, or the
highest grade of the three (original, 1st retake, and
2nd retake) takes precedence. The Retake Behavior
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Field Description

is specified in the Teacher Profile.

Points Added Enter a numeric value that will be added to the
score.

If the second retake grade is not high enough, you
can choose to add points using the Points Added
field. Any numeric value entered into this field is
added to the swmre.

Override Grade Enter a numeric value for the override grade. This
value takes precedence over all retake and original
grade values.

Late Select the checkbox to mark the assignment late.

Do not drop Select the checkbox to include this score in the
average, even if it is the lowest score that would
nomally be dropped from the calculation.

Note Enter a note for the assignment grade.

Print Note Select the checkbox to include the note on printed
progress reports.

4. Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Modify Report Card Entries

Schools that use the GradeSpeed Custom Report Card module may choose to set up special
standards-based grades, especially for elementary students.

1. Select the class from the Class pop-up menu.

2. Select Report Card Entries from the View pop-up menu.

3. Enter the appropriate smres for each standard listed. Use the arrow keys or the
mouse to navigate to different fields. Use the Allowed Values to smre each
standard. These are set by the district administration.

4. Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Enter Report Card Comments

The Custom Report Card module also provides schools the option of allowing teachers to
enter student-specific comments for each grading period.

1. Select the class from the Class pop-up menu.
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Select Report Card Comments from the View pop-up menu.
Enter the comment in the corresponding grading period or cycle field provided.
Click Spell Check to verify the spelling in the comment.

Click Update to save changes. Click Cancel to discard the changes.

u PN

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Grade by Names/Identifies

At lower grade levels, occasionally standards are recorded in a Names/Identifies format. For
example, students in Pre-K or Kindergarten may be scored on their ability to identify certain
letters or numbers. This format allows the teacher to record whether or not a student has
mastered a specific skill, and record the date of mastery.

Select the class from the Class pop-up menu.
Select Names/Identities from the View pop-up menu.
Enter the appropriate value in the Score field and record the Date Identified.

Click Update to save changes. Click Cancel to discard the changes.

A WN

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

IPR Information

The district may set up the gradebook so that IPR Entries, IPR Comments/Notes, and
IPR Names/Identities are recorded separately from the common entries. The IPR
information can be entered the same way described previously for ommon entries.

Grades by Assignment
(Updated 7/2012)

Overview

The Grades by Assignmentmethod of grading allows teachers to enter every student's
grade in for a particular assignment. This differs from Grades by Student in that teachers
see a list of all students and enter grades for one specificassignment. In Grades by
Student, all existing assignment grades are viewable/editable, but only for one student at a
time. Grades can also be entered directly onto the main gradebook page, viewable by
clicking the Grades icon.

Access the Grades by Assignment Window
1. On the task bar, click Assignments. The Assignments window appears.
2. Select the correct Class from the pop-up menu.

3. Click the Grade hyperlink next to the applicable assignment. The Grades by
Assignment window appears.
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Category
Homewark Chapker 1 Homework, [Edit]
Cuiz Chapler 1 Quizzes [Edit]
Test Chapter 1 Tests [Edit]

1. OROn the task bar, click Grades. The Grades window appears.
2. Select the correct Class from the pop-up menu.

3. Click the appliable assignment name in the column headers near the top of the
window. The Grades by Assignment window appears.

= L= A1 BSEIgQRrments
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Work with the Grades by Assignment Window

1. On the left-hand side of the window, there is also a color-coded pie chart that
displays a detailed breakdown of student grades.

2. Near the bottom of the window, the Class Average field displays the average grade
for the assignment for the entire class. Select a display option for this field from the
Avg Display Options pop-up menu.

3. Click the Spell Check button to review any text that has been entered and check for
errors.

Enter Grades by Assignment

1. Select the class from the Class pop-up menu.

2. Select the assignment from the Assignment pop-up menu.
Note: To edit existing assignments from the Grades by Assignment page, select the
applicable assignment, then click the Edit link.

3. The following table describes the fields on this window:

Field Description

Student Student name displays.

Rank Displays the student's class ranking for the graded
assignment.

Score Displays the student's score for the assignment.

Original Grade Enter the original, earned grade for the assignment.

(1stTry) Typically, you will not modify this grade after the

initial grade entry, as this is the record of the first
grade that the student reecived for the assignment.

Retake 1 Enter the retake grade, if the student was allowed to
retake the assignment.

Click Update to view the retake grade in the Score
field.
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Field Description

Retake 2 Enter the seand retake grade, if the student was
allowed a second retake of the assignment. You can
choose whether the retake grades are averaged
together, or the last retake takes precedence, or the
highest grade of the three (original, 1st retake, and
2nd retake) takes precedence. The Retake Behavior
is specified in the Teacher Profile.

Points Added Enter a numeric value that will be added to the
score.
Override Enter a numeric value for the override grade. This

value takes precedence over all retake and original
grade values.

Late Select the checkbox to mark the assignment late.

Do not drop Select the checkbox to include this score in the
average, even if it is the lowest score that would
nomally be dropped from the calculation.

Note Enter a note for the assignment grade.

Print Note Select the checkbox to include the note on printed
progress reports.

Modifications Double-click to view a list of modifiation codes.
Select the applicable code, and it appears in the
field. Alternately, enter text in the field. The data
entered is used for reporting purposes only.

4. Click Update to save changes. Click Cancel to discard the changes.

Note: The Update and Cancel buttons are unavailable until modifications are made
on the window.

Import Assignment Grades

If you use a CPS grade scanner, ora grade s@anner that produces a text file, you can import
these grades into GradeSpeed.

You can import grades if the text file uses the following generic format: “r;[studentID],
[score]”

1. On the Grades by Assignment window, click Import on the left pane of the
GradeSpeed window. The Import Grades dialog appears.

2. Select the file type from the Type pop-up menu.
Click Browse or Choose File to navigate to the file to be imported.

4. Click Import Grades. A confimmation dialog appears. Click OK. The imported grades
display in the Original Grade field on the Grades by Assignment window. If there are
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any invalid records when importing the file, no new grades will be imported. Verify
that the source file is formatted correctly (“r;[studentID], [score]”).

Rubric Grades
(Updated 7/2012)

Overview

Once you have created a rubric assignment, you can view the rubric grades.

View Rubric Assignment Grades
1. On the task bar, click Grades. The Grades window appears.
2. Select the correct Class from the pop-up menu.

3. Click the value in the Avg column next to the student name. The Grades by Student
window appears.

4. Select the applicable rubric from the View pop-up menu. The rubric task list
appears. The criteria for each swre for each rubric task displays. The total displays
on the bottom right of the list.

5. Modify the scores as needed.
6. Click Update.

Grades 73



Teacher User Guide

Reports

(updated 8/16/07)

Overview

GradeSpeed offers teachers a wide variety of helpful reports that can be generated and
printed at any point during the school year.

To access the bulk of the GradeSpeed reports, click on the Reportsicon in the task barat
the top of any page.

=

Reporks

The main Reports control panel will appear. The use of all reports is pretty much the same.
Select the report to be run from the list on the left, and then some Report Options will
appear in the column to the right of the report list. Select the desired parameters for the
report and click Generate.

Class: HR WKHABIT GR 3 (7003/1) Pd 1 v |

eacher Reports
Grade List Sorting
Category Averages Marmne Order w

Report Options

Conduct / Comments Print Student Name /1D
Assignments ® Name Only

Missing Assignments

Class Roster 1D Only

Grade List (Paper Saver)

M d 1D
attendance Roster O Name an

Print All Classes
o Yes

@ Mo
Grade List Options

O Print assignment name in colurmn
headers.

@ Print assignment names at the
end of the repart,

[ IPrint GradeLevel
[ Jorder by Grade Lewel

i dministrative Reports
Failure Report:

Honar Roll Report
Gradespead Monitar
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Category Average Report
(updated 8/15/07)
Overview

The Category Averages report pulls up a detailed list of all students in a particular period
that is specified, and their individual grade averages - per assignment Category.

To pull up the Category Averages report, first clidk the Report icon in the task bar at the
top ofany page.

Select Category Averages from the list of reports on the left.

Cateqor “ages
Conduct / Comments
Azzignments

Missing Assignments
Class Roster

Grade List (Paper Saver)
Attendance Roster

Once the report is selected, some report options will appear in the center of the screen.
There are some sorting options available in the drop-down list, as well as some print
options.

Report Options

Sorting
Marme Order

Print Student Name;TD
(¥ Mame iy

O only
() Mame and ID

Print All Classes
'G" Yes

@ND

Set the parameters for the report, then click Generate to open the printable report in a
new window. Use the browser's "Print" command to print the report.
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Category Average Report

Teacher: alexander, 5
Class:HR WEHABIT GR 3 Section: 1 Period: 1

Student | _Avg Homework|Quizzes|Tests|Projects
Aper, William 01.13 a7.5 ay =l
Babb, Franklin 83.13 an 21.5 20.5
Boyle, MNeil £8.88 av.5 a1 88.5
Braunig, Emilia 71.75 35 90 81
Bryson, Willie 21.13 27.5 g5 Fi=]
Caddell, Raymond g83.75 92,5 67.5 g87.5
Draudt, Marian 76,63 77.5 59 20
Harden, Corathy 89.85 82.5 =l o0
Harrington, Arthur 79,85 77.5 Q5 73
Hart, Edwin 86.13 a7.5 a5 76
Lhiimbiae RlaklA o4 TC [nlnl =T a7

Honor Roll Report
(added 8/17/07)
Overview

Teachers have several very useful reports available to them. The Honor Roll Report is
useful be@use teachers an easily see every student they teach that is qualified to be on
the honor roll. Not only that, but if the teacher is assigned to a particular Activity Group,
they @n also see if any of the students assigned to that activity are on the honor roll as
well.

To access the Honor Roll Report, teachers must click the Reports icon.

=

Reporks

The Teacher reports control panel will appear. All the report options appear on the left-hand
side of the page.
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Class: FREN 2 (1561,/1) Pd 1 vl

eacher Reports Report Options

Srade t Sorting

Category Averages
Conduct / Cormments

Mame Order w

Print Student Name, D

'&'S.Slgn ment; ® Name oy
Missing Assignments
Class Roster O 1 only
Grade List (Paper Sawer) ) Marme and ID
Attendance Roster Print All Classes
O es
@ Mo
Grade List Options
O Print assignment name in column
headers.
@ Print assignment names at the
end of the report,

LI Print GradeLevel
L] order by Grade Level

hdministrative Reports

Failure Report:
Horar Rall Repork
Gradespead Monitar

Under Administrative Reports, click the Honor Roll Report link.

The Honor Roll Report control panel will appear. Teachers can only see honor roll reports
for their students, as well as any students that are assigned to an Activity Code that the
teacher is designated to oversee.

This is what the teacher Honor Roll Report control panel looks like:

Honor Roll Report School Year:
Teachers Students E;::E
| Clark, Rosemary [ |[ oK | | all v |[ oK | | Al (w |

Activity Codes

| GIRLS ATHLETICS (% |

(OF Only O Cnly
’ ' v Definitions
Filters O & (B with &'s5) Exclude all ‘&' S ——
El HEEE : Hon. Roll & Hon. Roll B
OBy aver all "a" fivg |gg | |8I3
Report (&) skt O Long Cycles
Type 1 2 3 4

Before attempting to generate the honor roll, users should first adjust the settings on the
page so that the report contains the desired data.
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First, set the grade definitions as determined by district policy; define what constitutes an
IIAII and a IIB.II

Definitions
Hon. Roll & Hon. Roll B
el an

The Grade Levels drop-down list an be used to limit the results to honor roll students
from a specific grade level. Similarly, the Activity Codes drop-down list can be used to
limit the results to honor roll students from a specific activity code.

Grade

Use the Cycle check boxes to indiate which cycles the honor roll should be generated for.

1 2 3 4

Cycles

Users an choose whether to report an "A" honor roll, a "B" honor roll, oran "A/B" honor
roll. If "A/B" is selected, the user must enter the number of "A's" that are required to qualify
the student for the honor roll. For example, if the "A/B" check box is selected, and the drop-
down listis set to "3," then a student with five B's and two A's would not be eligible for the
honor roll.

(OF il Og il
Filters O a B with|[o "Wis)

O By over all "&" fvg

The Honor Roll Report can be generated for all students, or just for specific students.
Again, teachers can only see the grades of students that they're authorized to - students in
their classes or activity group only. Use the "Students" drop-down menu to select a
particular student, or leave it set to "All."

Students
ol e
-

AHERM, THOMAS
AVERS, JUDITH
BAKER, GECRGE
BEIMER., JOHM
BOWZKES, ROBERT
BROOKS, CARL
CARTEE, KEMMETH
CARTER, CARY
CASTR™ AR

The honor roll can be produced in two formats, short and long.

Report (%) short O Lang
Type
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The "Short" honor roll report displays only student names, as shown below:

Student Name Student Name
ALEAMESE, ANGELA ARMSTROMG, ROBERT
ERACKETT, MORMAN BURGCHME, W

CiDBE, RIJPERT COLLING, DIAMMNE
CREAMER., ROMALD CRUSE, CLIFFORD
Di2YLE, DOROTHY EMGLISH, BOEEY
FARIMAS, PEGGY FERMAMDEZ, DvaMiN
FLAMNAGAN, JAMES FRY¥LIMG, ROGER
HAEM, ELIGENE H&RLY, CARL

Hmil —mikR FlCDFRCFE HraDodakl SHETE A

The "Long" honor roll report shows much more detail. Each course's grade for each
completed cycle is displayed, along with teacher names, course names, grade level, student
and teacherID's, as well as whether the student qualified for the "A" honor roll or the "B"
honor roll.

Save to Exeel |

Teacheril TeacherName Student 1D Studenthame Gradelewel CourseName Coursell Section Period 1 €2 €3 €4 €5 06 HonA
f 0 SEOM A

160 BYHD, DO, 25165094 ALBANESE, ANGELA
447 MARSHELIRN, A., 10
335 HANEINS, ROGER, 45101857
135 CHRISTENSEN, L., 45106455
137 ARADLEY, ROSE, ADOLG1

103 ALCALA, SERGIN, 4011261
v BEAn Ev BRee -

iz
153 3
143!

1
17%
15

s 1 1 100 A

Once the report has been generated in the desired form, it can be printed using the
browser's print command. It an also be saved to a Microsoft Excel file using the Save to
Excel button that will appear once the report has been generated.

To return to the Reports menu, click the Close button.

Grade List Report
(updated 8/16/07)
Overview

The Grade List Report pulls a comprehensive list of all students ina particular class, as
well as their grades - per assignment, and per ategory. The students' averages are also
displayed.

To access the Grade List report, first click the Reports icon in the task bar at the top of
any page.

Ya

Reporks

Select Grade List in the menu on the left side of the page.
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eacher Reports

Caftegory sverages
Conduct / Comrments
Assignments

Missing Assignrments
Class Roster

Grade List (Paper Saver)
attendance Roster

Once Grade List has been selected from the report list on the left, some Report Options
will appear in the center of the page. Use the Sorting drop down list to specify how the

report should be sorted - by student name, ID, high grade, or low grade. There are several
print options as well that can be toggled on and off.

Under Grade List Options, 1 of 2 options c@an be selected - 1) Assignment names an be
printed directly into the column headers, or 2) All assignments will be given a number, and
there will be a legend at the bottom of the report that explains which number stands for
which assignment. Having assignment names in column headers makes iteasier to find
data, butitalso clutters up the report.

Print GradelLevel will stick each student's grade level next to his or her name in the
report. Order by Grade Level will sort the results by student grade levels.

Report Options

Sorting
Mame Crder

Print Student Name/TD
(%) Name Ol
O Oy
() Mame and 10
Print All Classes
'O Yes
'@' Mo
Grade List Options

O Print assignment name in column
headers,

'@' Print assignment names at the
end of the report,

[ 1 Print GradeLevel
[l order by Grade Level

Set the parameters for the report, then click Generate to open the printable report in a
new window. Use the browser's "Print" command to print the report.
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Grade List Report

Teacher: Alexander, S
School Year: 2006-2007 Cycle: 1
Class:HR WEHABIT GRE 3 Section: 1 Period: 1

Categories
Assignments
Student

Aper, William 1.32 100 95 80 94
Babb, Franklin 83.59 90 282 90 90 F5 71
Boyle, Neil g8.94 9o 232 9Y E5 100 20
Braunig, Emilia 70,12 70O 88 64 Msg 92 98
Bryson, Willis g2.03 Y5 7o T2 100 94 320
Caddell, Raymond 83.09 85 70O 99 100 /5 76
Draudt, Marian 6,03 65 F0O B0 90 /&8 80
Harden, Dorothy 29,85 90 94 90 75 100 290
Harrington, Arthur g1.09 95 o4 &2 &0 93 78
Hart, Edwin 8Y.91 95 100 74 100 90 78
Hughes, Moble 84,35 100 22 90 98 Lo 84
kullman, Ron 828,94 9o TFO 9Z 90 100 90
Larson, Dorathy 86,47 85 54 95 90 100 290
Liess, Frederick 84,71 80 82 7O 95 95 90
Massaro, &lbert g9.41 92 82 80 100 97 B85
MclLain, Bobby 79.12 70O 88 85 YO 100 &4
Fonski, William ¥9.Y9 9o 94 7Y L0 100 T2
Raub, William 03.53 90 100 90 100 20 100
Sanson, William 8Y.35 85 7FA 95 93 A/Z 100
Santiago, Carlos 83,53 85 YO 90 95 100 290
Yesulitis, Thomas 01.Y9 90 823 88 100 290 95
Zimmerman, Morman az2.21 Y5 94 54 90 90 86

Class Avqg. 85 86 83 84 85 88 85

Also note there is a "Paper Saver" version of this report. This report compresses the
information in order to fit all students onto one page, thus saving paper.
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eacher Reports

Grade List
Caftegory Averages
Conduct / Comments
Assignments

Missing Assignments
Class Roster

Grade List (Paper Saver)
Attendance Roster

Conduct/Comments Report
(updated 11/8/06)
Overview

The Conduct/Comments report will display any comments and conduct codes that have
been assigned to each student. The report also shows student averages.

To pull up the Conduct/Comments report, first click the Report icon in the task bar at
the top of any page.

Select Conduct/ Comments from the list of reports on the left side of the page.

eacher Reports

Grade List

Cateqory Averages

Conduct f Comments k
Azzignments

Missing Assignments

Class Roster

Grade List (Paper Saver)
Attendance Roster

Once the report has been selected from the list, some report options will appear in the
center of the page. Using the Sorting drop-down menu, select how the report data should
be sorted. There are also a couple of handy print options available.

Repork Options

Sorting
Mame Crder

Print Student Name;/TD
%) Name Oy

O Ol

) Mame and ID
Print All Classes
'D' Yes

@ND

Set the parameters for the report, then click Generate to open the printable report in a
new window. Use the browser's "Print" command to print the report.

Reports 82



Teacher User Guide

Conduct And Comments Report

Teacher:Smith, Ben
Class:HR WEHABIT GR 2 Section: 8 Penod: 1

Student Avg. Conduct [Comment 1|Comment 2 Comment 3|{Comment 4 Comment 5

Abramovic, John 95,56

Annarella, Sergio 96,67

Bowman, Everett 95.56

Burns, Harriett 70

Clark, Thomas 96,67 & D
Craig, Benson 495,56

Eggerts, Fritz 96.67

Fahey, Willam 44,24

Gallo, Frank 93.33 A B C
Garren, Elis 95.56

Haubert, John 97.78

Hollingsworth, Robert 95,00

Lamar, James 70

Langenmayr, M 96.67

Leidecker, George 95.56

Main, Donald 95.56

Micely, Robert 95.00

Rathbun, Robert 94,44 B
Rosengrant, Richard 94.44

Schulte, Charles 95.56

Scordato, Angelo 96.67 A B c (i
Vanderhorst, Alice 94,44

Assignments Report
(updated 8/15/07)

Overview

The Assignments Report will pull a detailed, easy-to-read list of all assignments within the
gradebook.

To view the Assignments Report, first click the Reports icon at the top of any page.

=

Reporks
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Select Assignments from the list of possible teacher reports.

eacher Reports

Grade List

Category Averages
Conduct f Comments

Azsignments
Missing Assignments h
Class Rogter

Grade List (Faper Saver)
Attendance Roster

Next, select the desired parameters for the report using the Report Options in the center
of the page. The report can be set to sort by date assigned, date due, and category by using
the Sorting drop-down list.

Report Options
Sorting

Date Assigned

Print All Classes

'C' Yes
@' M

Finally, click Generate to open the printable report in a new window. Use the browser's
"Print" command to print the report.

Assignment Report

Teacher: &dlexzander, S
Class:HR WEHABIT GR 3 Section: 1 Period: 1

Homework Chapter 1 Aug-14 Aug-13 Homewark
Quiz Chapter 1 Aug-14 Aug-13 Quizzes
Test Chapter 1 Aug-14 Aug-13 Tests
Homewaork Chapter 2 Aug-15 Aug-14 Homewark
Homewaork Chapter 3 Aug-15 Aug-14 Homewark

Missing Assignments Reports
(updated 8/16/07)

Overview
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The Missing Assignments Report compiles a list of all students with missing assignments,
as well as detailed information regarding those assignments (original due date, assignment
title, and assignment category).

Select Missing Assignments from the list of reports.

eacher Reports

Grade List

Category Averages
Conduct / Comments
Azsignments

Missing Assignments

Class Roster k
Grade List (Paper Sawver)
Attendance Roster

Once Missing Assighnments has been clicked, some Report Options will appear in the
middle of the page. There are some basic sorting and print options available. The report can
also be set to include blank grades as missing assignments. Set the desired parameters for
the report, then click Generate. The report will appear in a new browser window. The
teacher can then print the report, if desired, by using the browser's print function.

Missing Assignment Report

Teacher:Smith, Ben
Class:HR WKHABIT GR 2 Secbion: 8 Penod: 1

[Student " oate Due [Assignment | category |

Burris, Harmiett Sep-5 Chapter 1-3 Homework
Mow-3 Midland Classical Academy Homework
Haubert, John Nov-3  Midland Classical Academy Homework
Lamar, Jamas Sep-6 Chapter 4-6 Homework
Rosengrant, Richard Sep-5 Chapter 1-3 Homework
Sep-6 Chapter 4-6 Homework

Class Roster
(updated 8/15/07)

Overview

The Class Roster report pulls up a printable class roster grid that can be used to take attendance by
hand, given to substitute teachers, or used for a variety of other helpful reasons.

To pull up the Class Roster report, first click the Report icon in the task bar at the top of
any page.

Reports 85



Teacher User Guide

Select Class Roster from the list of reports on the left side of the page.

eacher Reports

Grade List

Category Averages
Conduct / Comments
Azzignments

Missing Assignments
Zlas oster

Grade List (Paper Saver)
Attendance Foster

Once Class Roster is selected, some report options will appear in the eenter of the page.

The report can be sorted by student name or by student ID by using the Sorting drop-down
menu. The amount of weeks for the report to display @an be set using the Weeks drop-
down menu.

Some handy print options are available as well.

Report Options

Sorting
Mame Order

Print Student Name /ID
() Mame iy
O Cinly
() Mame and ID

Print All Classes
D Yes

@ND

Set the parameters for the report, then click Generate to open the printable report in a
new window. Use the browser's "Print" command to print the report.
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Class Roster Report

Taeacher: slexzander, S
Class i HR WEHABIT GR 2 Section: 1 Period: 1

Student | Mo | Tu|we [ Th | Fr (Mol Tu [We | Th [ Fr | Mo | Tu | We [ Th | Fr |
Aper, William

Babb, Franklin

Boyle, Meil

Braunig, Emilia
Bryson, Willie
Caddell, Raymond
Draudt, Marian
Harden, Dorothy
Harrington, arthur
Hart, Edwin
Hughes, Noble
Eullman, Ron
Larson, Dorothy
Ligss, Fredenck
Massara, Albert

MclLain, Bobby

Fonski, Willizm .

Attendance Roster Report

(updated 8/16/07)

Overview

The Attendance Roster Report pulls up a list of every student in a particular class. The
report can be generated blank, for manual attendance entry, or it an have all existing
attendanae reoords filled in.

To view the Attendance Roster Report, select Attendance Roster from the list of
possible reports.
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eacher Reports

Grade List

Category Averages
Conduct f Cormments
Assigriments

Missing Assignrments
Class Roster

Grade List (Paper Saver
Attendance Roster

There are several options to choose from when displaying this report. There are various
sorting options, the period of the report can be selected, the time code, as well as several
print options.

The Attendance Roster Report can be generated blank so it can be filled out by hand, or
with all existing attendance data filled in. Toggle this data on and off with the Print Detail

checkbox.

Report Options
Sorting
Course Seckion
Period

Time Code

Print Detail
Print Student Name /1D

(*) Name iy

O Cmly
() Mame and ID

Print All Classes
O Yes

@N-:n

Set the parameters for the report, then click the Generate button to open the printable
report in a new window. Use the browser's "Print" command to print the report.
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15t Elementary School

Teacher: ALEXANDER, 5,

Week 1 Week 2 Week 3 Week & Week 5
g N6-Aug 10 g 13-Bug 17 Ay 20-Bug 3¢ Aug IT-Aug 31 Sup 03-Sep 07

Course Shudent M T w T F ™ T W T F M T W T F M T L1 T F 4l T () T F

TOG3-1 hth’, W
Babb, F
Boyle, M
Braurig, E
Bryson, W
Caddel, R
Drandt, M
Harden, O
Harringtan, &
Hart, E
Hughas, M
Fullman, R
Larsan, O
Liess, F
Massara, A
IcLain, B
Ionski, ‘W
Raub, W
Sargan, W
Sarkiago, C
Yesulitis, T
Zimmarman, N

Failure Report

(updated 1/16/08)

Overview

Teachers have several very useful reports available to them. The Failure Report is useful
in particular because teachers can easily see every student they teach thatis failing. Not
only that, but if the teacher is assigned to a particular Activity Group, they an also see if
any of the students assigned to that activity are failing as well.

To access the Failure Report, teachers must first click the Reports icon in the task bar at
the top of any page.

=

Reporks

The Teacher reports control panel will appear. All the report options appear on the left-hand
side of the page.
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Class: FREN 2 (1561,/1) Pd 1 vl

eacher Reports Report Options

Sorting

Grade s

Category Averages
Conduct / Cormments

Mame Order w

Print Student Name, D

Azzignments @ Name Orly
Missing Assignments
Class Roster O 1 only
Grade List (Paper Sawer) ) Marme and ID
Attendance Roster Print All Classes
O es
@ Mo
Grade List Options
O Print assignment name in column
headers.
@ Print assignment names at the
end of the report,

LI Print GradeLevel
L] order by Grade Level

hdministrative Reports

Failure Report:
Horar Rall Repork
Gradespead Monitar

Under Administrative Reports, click the Failure Report link.

The Failure Report control panel will appear. Teachers will only be able to run failure
reports for their students, as well as any students that are assigned to an Activity Code
that the teacher is designated to oversee.

Failure Report

School Year:

MUdG:I Cycle Ava. * O al courses For students taught by: all X R‘:“"'lwl Al .
Cyde:l‘i_v @Orﬂ,—f'alhg courses for Students taught by: Grade Level:| All
Select Grades
Generate Report @geow Osbove[n |

D Report Incomplete Averages as zeros

The Mode drop-down box gives teachers the option to specify whether the report will pull a
list of students with failing cycle averages, semester averages, or final averages.
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Mu:u:le:i

Cyvcle:

Indicate the desired cycle using the Cycle drop-down list.

Teachers are only allowed to pull failure reports for students that they teach. That being the
case, the "Taught By" drop-down box will always contain just the teacher's name. Use the
radio buttons to indicate whether ALL courses for students taught by the teacher should be
returned, oronly failing courses.

O all courses For students Eaught by Al
® Cnly Failing courses For Students taught by [%

If the report is set to return "All courses for students," it will be easy to see if a studentis

failing a single class but doing well in all others. If the "Only failing courses" option is used,
then the report be more concise and will give less context as to the student's performance
in other classes.

Teachers may choose to run a report only for students who have been assigned a specific
activity code that they have been designated to oversee. Select the activity code from the
Activity drop-down list.

de b el

In the case of the screen shot above, this particular teacher has only been assigned to the
"Girls Athletics" activity code. So thatis the only activity whose students she is designated
to pull a failure report for. This does not apply to teachers who have not been assigned to a
particular activity code.

The teacher choose to restrict the report to a specific grade level or to run the report for all
grades.
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arade Level:Eall
Select Grades kel

w O above

Oes as Zeros

The teacher an also choose whether to report on grades Above or Below a specified
score. The administrator can then set that specified score in the field to the right.

Select Grades

(= Below ) Above

To return to the Reports menu, click the Close button.

Progress Reports
(updated 10/31/06)

Overview

GradeSpeed features advanced progress report options. Teachers can produce detailed
progress reports for their students. Progress reports can also be generated at the campus
level.

To generate a progress report, click the Progress Reports icon in the task baron any
page. The following page will appear:
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[(pdate |[ Cancel |[_ speichex [ Fnnt |

% Campus / District Comment Codes
Code  Description

A Student works hard

B Student needs to work harder

c Shudent is a joy in class!

¥] Student has behavior issues

(%) English ) Spanish

HE Comment Codes

lass:| HR WKHABIT GR 2 (7002/8) Period 1 ||

ID: 7002 Avg. Comments
Sechon: B

B []20017% | Scordato, Angeia 5.d:m
Group: 1

[ 200183 | Gell, Frank 97

[ 200185 | ctark, Themas 99

Dm|mm,w sdm 9F

|:|m|m_=.|cx-.|iu,mm o8

] 200374 | nicy, Robert 58

[] 200412 | Leidecker, George a8

[] 200551 | Fahey. wikiaen 97

Dm|hnﬁlhrrir 70

[ 20087 | Rosangrant. Richard | 97

|
|
|
|
|
|
|
|
|
(] 200862 | Garren, Eiis ag |
|
|
|
|
|
|
|
|

000000ooooooooooooooon

[] 200957 | Eggerts, Fri= a9
Dmm|5dmh.{hrlu o8
DHI196|I-h|.|bwt,jol1n 100
] 201200 | Holingsworth, Robert | 96
Dm35|urmr,w 70
[] 201244 | M, Donaid a8
Danzmhmdulw:.aiu a7
DW|!b|dem sd 98 | | Conduct Codes
P P L b o
| E  Excallent
Dm:|mam sg | | | | | 5  Satisfactory
N Needs Improvement:
[ 301232 | Langenmmay, u oo [ | [ [ | U Unsstsfactory

Entering Progress Report Information

The teacher an use this page to enter comment codes, conduct scores, and to produce a
progress report forany or all of the students shown.

To view students from another class, select the appropriate course from the Class drop-
down list.

Clazs:| HR WKHABTT GR 2 {7002/8) Period 1 | w

HRLWKHABIT GR. 2 (7002/8) Period 1
1002/3) Period 2

12 soc skLLs &= 2 (3002/8) Period 4

MATH GR. 2 (4002/8) Period 5

[[3soc 5T er 2 (5002/8) Perind &
SCIMEALTH GR. 2 (S002/8) Period 7
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The teacher an enter up to five district-defined comment codes per student per grading
cycle.

Ava. Comments Gilz
[] 200175 | Scordabo, Angeio5dm 99 [A (B D] |[E]
[] 200183 | Galla. Frank 97 [aJec] [ |[E]
[ 200185 | Ciark, Thoms e [afo] [ T |[s]
[] 200320 | Rathbur, Robest zdm 97 [B | | | | ||U ]

After making entries on this page, click Update to save the codes entered for each student.
To delete any comment/conduct codes entered for students displayed on the page, click
Clear. Confirmation will be required before the codes will be removed.

Tes

Are you sure
you want to
clear al

ﬁm‘n:ntmﬁhﬁ?

Teachers an also define their own comment codes that will only be used within their
gradebooks. To do this, choose a code (must be different from the district-defined comment
codes) and then enter the desired description.

My Comment Codes

]

i LESripHs

a |Area papier-mache artst!
b |Jet's work on Fygiene
C

d

Fieeps the mood ight
fs a real troopar|

Progress Report Options

Teachers an configure the progress reports further. Click the Options button at the top left
corner of the page. The following window will pop up:
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] http:fftraining. gradespeed.net - Options - Microsoft 1... f._“ ]

—

Progress Report Options
Elementary Print Options
When a progress report is printed for

(¥} Asgignment Detai

() Categary Summary (%) All dasses for each student selected

)} Oweeral Average Only lO‘Fa.ln; dasses for each student selactad
O Print anly what T have selected

] Stwonm Math

[Flnever print 2 students on the same page.
[#]Print Attendance Tatalk:

[Flrrint Averages as Aloha

[#] Print Signature Line

Motes to be printed at the bottom of progress reports of All students.
FMaase cal me at 999-999-99549 if wou have any quesbons!

[_Alstudents | [ PassngStudents | [ Failing Students |

{*}Engish " Spanish

[ ok || cancal || spelcheck

Under the Grades section, indicate the level of detail the progress reports should show -
assignment level, category level, or overall averages only.

Under the Miscellaneous section, indicate additional info that should be displayed on the
progress report. The Show Math option displays the calculations used to generate the
averages. The Print attendance Totals option will show the total occurrences of each
attendance code. The Print Averages as Alpha controls whether the course averages are
displayed as alpha or numeric values not only on the progress reports but also in
GSMonitor (an administrator tool) and in ParentConnection. Finally, the Print Signature
Line option will give parents the option of signing and returning the progress report.

Because they typically have each student forall or most homeroom classes, elementary
teachers have some options not needed for secondary teachers. Elementary teachers an
choose one of three print options:

All classes for each student selected - prints the student's full schedule, minus
any classes taught by other teachers

Failing classes for each student selected - prints all classes that the student is
currently failing, minus classes taught by other teachers

Only what I have selected - prints only the current class

If the progress report is being generated for print, the teacher can use the chedk box to
choose to "Never print 2 students on the same page."
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At the bottom of the Options window there are several note options. Teachers can enter
English and Spanish versions of notes that will be printed on a student's report card in the
language indicated on his or her student profile. To enter the English version of the notes,
set the radio button to "English," and to enter the Spanish version of the notes, set the
radio button to "Spanish."

Three notes @an be created; one for all students, one for passing students, and one for
failing students. To create the note for all students, click the All Students button, then
enter the appropriate note in the field above. Similarly, to create the Passing Students
and Failing Students notes, click the appropriate button then enter the note in the field
above.

Motes to be printed at the bottom of progress reports of All students,
Please call me at 999-999-9999 if you have any guestons!

[ &l Students H Passing Shudents ][ Failng Students

(& English ) Sparizh

To save the options and return to the Progress Report page, click OK. To discard changes
and return to the Progress Report page, click Cancel. To ched spelling for the notes, click
Spell Check. Note that only the note currently displayed will be checked for spelling - spell
check all three notes separately.

Printing Progress Reports

Once the comment/conduct information has been entered and the options have been set
properly, progress reports @an be printed. First, ensure that the correct class is selected
from the drop-down list.

Class:| HA WkHASLT e 2 :J‘UUi-’s:: Periog 1 W
[HR. WKHABTT GR. 2 [7002/8] Perind 1
E:E.ﬂ GR 2 (1002/8) Period 2

\WRIT GR. 2 (2002/8) Period 3

CJAsoc =mis ar 2 (2002/8) Perind 2
MATH GR. 2 (4002/8) Period 5

[[18=0c 7R 2 (5002/3) Period &
SCIMHEALTH GR 2 {5002/8) Period 7

Next, chedk the box next to each student who should receive a progress report during this
printing.

Reports 96



Teacher User Guide

[Flcurk, homss |zooms|ez | 87 [A10] T 1 I[ ]
[#] Craig. Bansen 00323 (02 96 [
[#] Bagerts. Friz 00857 |02 97 | [ [

[#] Fahay, Wiliam wossaez e [ ] [ T T 11

[+#] Gallo, Frank omE3fez 93 | A [B | C | [l

The teacher an also use the Select Students drop-down list at the top of the page to
choose all students, passing students, failing students, or no students.

Select Studsnts »
[eelect Students ]
Al

Failng

Passing

Mone

Once the oorrect students are checked off, choose the desired print option using the drop-
down list at the top right corner of the page.

Pririt &1 w
Email
Print students v /fo emai

To print all students' progress reports, select "Print All." A new window will open to show the
progress reports, and if the workstation is connected to a printer, the print dialog will
automatially open.

To email all students' progress reports, select "Email." This will send each student's
progress report as an email atachment to the guardian email address of record in the
GradeSpeed database.

The final option, "Print students w/o email" will email progress reports where an email
address is available and print the rest.

Note: The Update and Cancel buttons are unavailable until modifications are made on the
window.
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Discipline

Discipline Module
(updated 8/1/07)

GradeSpeed offers a Discipline module that allows teachers to record and submit discipline
incident referrals. These referrals will automatially be sent directly to the appropriate
administrator for action.

Note: this feature is optional - not all school districts will use the GradeSpeed Discipline
module. If you do not see the Discipline icon on your gradebook toolbar, your district does
not use this feature!

Launch Discipline

To access the discipline tools, teachers should click the Discipline icon on the gradebook
toolbar.

L EXplorer

- . =
- \ 3 -
- il

)

Attendance Seating Chart Verify Lesson Plans  Disapline

Gradebook
Enter Mawes Down All Assignments Updat
Click here to launch
Discipline

Discipline Referral
This is the page you will see after clicking the Discipline icon:
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n‘

Discipline Histary Ragort

ﬁ:,p’;'j 8/1/2007

Creske Incident A0 pplbrted sfuchnly will be scrociaed’ vt e rame ncicleal mumber.

Period: | | ]|
Discipline
Aelmine ~Selact-
Gradelevel:  —Select--
Student: | --Salack-- w

Time: | 7:00AM % |

Location: | -Sslect-- w

Comments on Incident:

First, look at the small calendar icon at the top of the page. Note that today's date is
automatially selected. If the incident didn't occur today and you need to change the date of
occurrence, click the calendar and pick the wrrect date.

7/20/2007

w —
ul [w|7 2007 [v|T
Su Mo Tu We Th Fr Sa
1 2 3 4 5 &
8 3 10 {:T) 12 13
15 156 17 19 [ 20
2223 29 25 26 27
29 30 31 1 2 3

MR

To minimize the alendar, simply click the little @alendar icon again.

Next, use the Period drop-down list to indicate the period in which the incident occurred.

Period:

£

[ en e o O it |

A
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If you know which administrator should oversee this incident, you can select him/her from
the Discipline Admin drop-down list.

Discipline
Admin:

Indicate the grade level of the student(s) involved using the GradelLevel drop-down list.

This will filter the list of students in your Students drop-down list to include only students
in the grade level you selected. If you don't pick a grade level, you will see every student

from every grade when you click on the Student drop-down list.

GradelLevek | —Select—- V

--Select--
01

Next, select the student who was involved with the incident. Keep in mind that you can add
another student to the incident report later.

Student: | ghern, Thomas 1, (201315)

--Select-- ~
Abramovic, John M, (201314)
Adolf, Wiliam E. (200396

fhern, Thomas 1, (201315)
alberts, David R, (200056)
Aldrich, William L. {200903)

Alford, Donald 1, (201156)
Allen Frlward B F2OOQNEAY

Choose the Time that the incident occurred, and the Location.

Discipline 100



Teacher User Guide

¥
Time: | 7:00 &M

Location: | --Seleck-- e |

--Select--
BMDYBand hall
C_AF[Cafeteria

@Y Evm
LIB/Library

You can also enter additional comments about this incident.

Comments on Incident:

Thomaz would not stop talking, even after repeatedly asking him to be gquiet.

When you select the student who was involved with the incident by following the
instructions above, the "Student," "Incident," "Action," "Parent Contacted," "Contact Date,
"Contact Method," and "Contact Notes" fields towards the bottom of the page will populate.
The district administrators set the Incident and Action codes that you can use to complete
the form. This is done before the beginning of the school year.

HHHHHHHHHHHHHEHHI

Select the proper Incident Code from the "Incident" drop-down box.

1 00/~MNone— v

00M~Mone—
Cheating On Classwork(T03)
FightingiT02

Fersistent Talking In Class(T01]
Refuses To Farticipate In Class Activities(T04)

Next, select the appropriate Action Code for the action you wish to take against the
student.
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Pt Parenk
CEi0 Conkacted

1 00/~None— v| | —Select v
no/~Mone—

B4 1 Hour Detention After School

B3 12 Hour Detention After Schoaol

07 Expul (Tec 37.007 W/Out Place In Other Edu Set Pe
he Office Referral

E5 FarentfTeacher Conference Request

The Parent Contacted field is automatically populated with the parent/guardian contact
info that we have on file for the student. Select the name of the person you contacted
regarding the incident.

Parent

Zontacted
Ogieshy, PatrickiOthi v |
—Select—

Ogleshy. Fatrick{Other

Next, enter the date that you contacted the student's parent/guardian in the Contact Date
field.

Conkack

Date

[ ]

Specify the method by which you contacted the student's parent/guardian and select it from
the Contact Method drop-down menu.
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Conkack

Method
—Select— -

—Select
Phone
FMailed Letter
Home “isit
In Person

Left Yoice Messane

Sent home with student
E-mailed
Cther-see comments

Lastly, if there are any specific notes you took pertaining to your discussion with the
student's parent/guardian, enter them in the Contact Notes field.

History Report

In the gradebook's Discipline feature, there is a History Report. With this report, you an
view all of your past discipline incidents.

To access the History Report from within the Discipline module, click the History Report
icon in the top right corner of the screen.

This will pull up a record of all the past discipline entries on file for the year. This record has
lots of helpful data: the name of the student involved, the incident number, the date the
incident took place, a description of the incident itself, the action the teacher took against
the student, and finally, any administrator action taken towards the student (if any).

student Incdent Incdent ppigen Teoher Mmoo
Abramavic, John (201314} 7 5/8/2007 ROS Cffice Referral aa
Abrarmovic, John (201314) a 5/17[2007 RO Office Referral i
fhern, Thomas (201315) 10 g/1/2007  Persistent talking in class 1 hour detention after school 00
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