Second Quarter Grade EXI ort Procedure—Grade Export Due Thursday 4:00
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Open EACH one of your %rade books and go to File>Send>Send your 2™ quarter grades
by 1:00 Friday, January 6"

A message box will appear:
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i Export is complete!
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you will receive a message that says Export is complete!

Click OK



Gradebook Summary Hardcopy for your Classes Must be Turned in to the office
with confirmation sheets by Friday 3:30

YOU MUST MAKE CHANGES IN YOUR GRADEBOOKS BEFORE FRIDAY

AT 3:30—AFTER FRIDAY YOU MUST SUBMIT A GRADE CHANGE FORM
TO MRS. SHELTON TO CHANGE IN APSCN

Printing a Gradebook Summary for your class:
Open your gradebook

>Click on Reports

>Select Spreadsheets

>Single Term Only

“3 GradeQuick - DEMOFILE.GBK

File Edit View Graph Grading Reports Edline Options Window Help

2 ‘.‘_‘,5 s ‘ Student 3 2 ET@
=5 L = Test or Subtotal » &= *
Seating g Send to Savelo  Supportlink Assessment
Attendance  Chart Reports  Inl  Summary > Edline Edline anline wizard
OD2E&E| 3 [viewslTems Aftendance i
Misihamatis test on chapier 1 Aug:7s 1 SPreadsheets ¥ Gradebook Spreadsheet |
E s Multi-file Frogress - One teacher [/ Single Térm Gradebook Spreadehest /[
|-y EEMEN D 5 % Multi-file Progress - Multi-teacher »|  Blank Spreadsheet ]‘:
: ong Name as
|y ,E”i Report Card Style - One teacher  » Missing Work |
1] T ]
| + E >
| ReFmr't Card Style - Multi-teacher
o 7 Edline Reports 4
| 0
¢ g Fossite Elementary School Report Cards  » 200 200
| Foreign Language 4
e e e | i 2 100 A| 179 B
B e 5 [moyd ey 18 oL 7 750 C| 144 ¢
™ 5 Chang uis |5 i 91 19 A| 180 A
e conensosn |6 MailinglLabels 9 20 Al 14 A
j{-l 5. |Denton, Bil 14 80 81 48 A 86 171 B| 181 A
| A Fiaherty, Sarah |7 88 84 45 Fail . 172 B| 575 F
E® 7 [Gardner ARx |4 82 76 50 [ 75 168 B| 125 D
B~ 5 [Gunmces |5 86 A = Good 74 143 c| 114 cC
18 5 [Jackson, Martn |9 50 38 " Pass 83 178 B| 184 B
K & o liovnonn noe - 0

This will autorﬁaticaﬁy brfng ;our g;adnébo:olg ui) in the print preview mode
Make sure you have “Show Term 1” selected. (you will follow this again for Term 2)

‘O Print Preview-Editor: Page 1 of 1
Print View Students Tests Options Help
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Show Term 3
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Facts:] = Basic math facts 2 digit addition
Facts-2 = Basic math facts subtraction 2 digits
Name 1D Facts-1 Facts-2 Subtotal
Term 3 3 3
Category Test Test
Date 07/07/03 07/14/03
Possible 101 100 200
Mean 84 44 7868 7975
1 Adler, Leslie 1 100 1000 A
2. Boyd Jery 18 75 750 C
3 Chang, Jula 5 94 97 1910 A
4. Cohen, Josh 6 100 100 2000 A
5. Denton, Bill 14 20 81 1710 B
6. Flaherty, Sara 7 88 84 1720 B
7. Gardner, Alex 4 92 76 1830 B

In order to make sure that ALL your Students and Data are showing before you print:
Select Students

>Select All

>Select OK
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Select Students

Quick Buttons

1

2

3. Chang, Julia

4_ Cohen, Josh

5. Denton, Bill

6. Flaherty, Sarah
#. Gardner, Alex

8. Guth, Michael
9. Jackson, Martin
10. Johnson, Dave
11. Lansing, Eva
12. Lee. Thomas
13. Momac. Jennifer

Select All | Select None |

X Cancel

? Help
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[~ Only print students with missing work

Select by Critenia |

Then Select Tests

>Select Test Totals and Subtotals
>Select ALL

>Select OK
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Select Students
>Select Student Info
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On the information about each student display make sure the following categories are
selected or checked:

Name

Total




Final Average

ID Number

Final Grade

Count Exempt work(x) as Missing

Select OK

In order to Save this configuration:

Print

>Select Save Configuration

To Print this Report:

Print

>Select Print Report

*xE**When you have finished for Term 1 then you will need to follow the same
procedure for Term 2****

After You have completed both terms you must do the following for semexl:
On the original Gradebook Screen...

Select Reports

>Select Spreadsheets

>Gradebook Spreadsheets
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>Select Tests and Subtotals
>Select NONE
***Then Highlight in the box:

Semex1
Select Tests

Quick Buttons
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—
Z ;:‘;:;'2 W Select All | Select None

4. Compare
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6. semex?
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=> Term 3 Quiz L |
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Choose from tests between:

Start date:
Set
o OK 3 Cancel | 7 Help ‘ Stop date:

Make sure that all your students and their information is selected (look at previous
instructions).

Print this report



Option--short report for your keeping:
If you want a copy for yourself that has terml, term 2, semex1 and semester avg, you can
do this easily using List Wizard (there is an example on our ALMA website.)

Go to Technology Instruction >Grade Quick for Teachers> List Wizard Summary

Printing a Grade Distribution Graph for each of your classes
Open one of your grade books
*#*Make sure that your box showing terms displays View All Terms***
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Select Graph
>Final Averages
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The Graphing Options application screen will then display:
Graphing Options ﬁ
“Group Into: Type of Graph: —
(« 3D Bars
£ arades " 2D Bars
" Equal Subdivisions: 3 " Line Graph
! 2 ¢~ Distribution Function
" Pie Chart

« OK

X Cancel

7 Help

ilil

Grading Group To Graph

1Scale Number 1 -

Make sure the following items are selected:
Grades

Scale Numberl

3D Bars

>Select OK

Once the Graph is displayed
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Select File
>Print Setup --- to make sure your graph is going to the desired printer
Then Select Print

Once you have completed this procedure for all of your classes, be sure you put the
following items on your graph printouts and place them in your folders:

Your Name

Subject

Class Period

Starting New Gradebooks:

Select the Grade Quick 10 icon from the Application Launcher

You will be prompted for your username and password

Once you are in Grade Quick a gradebook will open that says “untitled” at the top of the
page. FYI this will happen EVERY time you open your gradebook

Setting Up Your Grade Books
Once you have Grade Quick open from the Untitled gradebook select File>New
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Save as...

Close Ctrl-+w

File Management »

Import i

Export 3

Send »
Make summary file...

Print gradebook
Printer setup...

Exit Alt+F4
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A message box will appear:




File Edit Wiew Graph Grading Reports Edline Options Window  Help
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Attendance Chart Reports  Information  Edit Skills Planner Memo Edline Edline anline Veizard
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Name (e}
2 Long Name
Term
2 Category
Date
Weight
— Fossible
‘You may start your New File with a blank page, or with a roster file containing your class list. If
. you would like to create the file from a designated roster file, click on YES. If you would prefer to
start with a blank page, click NO.
Yes | No |
! | ! ! | ! ! ! !
Select Yes

A Selection Roster Application box will appear:

TeacherID: 450
Marme: YIMES F. WINES F

Select One From Awvailable Class Rosters

Class |0 | Subject
435008,_1_0 TE&M SPORTS |
485008_1_0 TE&M SPORTS I
48500C_1_0 TE&M SPORTS 1
" 0K | XK Cancel |

If the Teacher Name that appears is not yours—Select CHANGE

Select Your Teacher ID x|
Select vour Teacher ID
Teacher 1D | Mame | -
1} STAFF, STAFF
10 BaKER D, BAKER D —
100 DEAM R, DEAN R
110 DEFFEMBAUGH D, DEFFENBALGH D
120 DooLy D, DOOoLY D
130 DRINEWITZ E. DRINKMWITZ E
140 OYER B.DVER B
150 EDINGTOM C,EDINGTON C
1583 EDwWARDS K, EDWARDS K
155 FalM C, FAINC
160 FLEMOR M. FLEMOR M
170 FLENOR &, FLENOR & =]
W Ok

Select your Name and Select OK



Once you are on the screen with your name and your classes, select the course you want
to create as your gradebook—BE  sure you have your apscn roster with you when you
start this process so that you can name courses appropriately

Choose Roster To Auto Import x|
TeacherID: 450
Ch
YINES F VINES F ﬁl

MNarme:

Select One From Awailable Class Rosters

Class D Subject

485008 110 TEAM SFORTS |
435008_1_0 TE&M SPORTS NI
48500C_1_0 TEAM SFORTS NI

¢ Ok x Cancel |

Once you have selected the appropriate class select ok Your students for that course will
be imported in to your gradebook--- a warning box appears and tells you how many
students have been added and dropped — Select OK
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File game | Eprngirenchip ] =l Save I
Saveastype:  |Gradebooks ("abk) =] Cancel

Next go to File>Save As
In the File Name YOU MUST name your class with the subject, period and (semester-
optional) YOU CAN NOT have ANY PUNCTUATION: example: Frenchlperl



