Excelsior Gradebook - Refresher Class

Creating a new gradebook
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 Double-click on the Gradebook Icon on your computer desktop. 
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 Type in your teacher ID and a password, and then click on OK

Probably, your teacher I.D. will be your first initial and last name (no spaces).
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 Click on “From Template”

Double-click on the template that has been created for your grade level.
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 Make sure that all the boxes  have a ( and then click on OK

Creating YOUR gradebook from the template will take a minimum of 91 seconds -  BE PATIENT.
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After some time, you should see this message stating that your gradebook has been successfully created and loaded.
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Click on the OK button.

Entering your Information into the gradebook

(You will only need to do this one time a year)
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 Click on Define in the menu, and choose 
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 General Information

Fill in these 4 fields with the correct information. Check to be sure that the other data is correct for your school. Do not remove any of this information ( do not remove your principal’s name from the assistant field)
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 when it asks what to call your class, leave your name and click on OK.

Accessing your Gradebook
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Double-click on the Gradebook Icon on your computer desktop.

Type in your teacher ID (probably your first initial, last name).

Enter your  password. 


(Warning! Be sure to use the same teacher ID each time. If you 

mistype your name, the computer will create a second gradebook

 for you, making your life very confusing.
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 Double-click on your gradebook. 

Adding Students
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 Students and in the students window, click on 
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 the add button at the bottom


Enter the name of the  first student (last name, first name)

Enter the student ID #

The rest of this information is not needed for the gradebook 
and the reports to function.
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 Click Add, and then enter each students name and ID # until you have entered all of your class. 

When you have entered each of your students, click on 
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 OK 

Check to see if all your students are listed, and that the information is correct. 

If you need to add a student, click on[image: image13.png]add



 

If a name is misspelled, select that name, and click on [image: image14.png]Edit



 

If all the names are present and correct, click [image: image15.png]



and now you will see them in your gradebook

Selecting/Changing Grading Period and/or Subject areas

Each subject will have different grades for each nine weeks. Be sure that you are in the correct grading period and subject before you define grades. The subject and nine weeks will appear in the title bar at the very top of the screen [image: image16.png]B Reading/2001-02/First 9 Weeks



.

If you are not in the correct subject or nine weeks, you can change to the correct area by:
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 Click on Select, and then 
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 click on either nine weeks to change the grading period, or
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  click on subject to choose the appropriate subject

Once in the correct grading period and subject area, you are ready to start creating Grades (assignments.)

Creating Grades (Assignments)

Before you can enter grades for an assignment, you must define the assignment itself. All assignments MUST be based on the original assignment found in every subject. DO NOT DELETE THIS FIRST ASSIGNMENT!
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 Click on Define in the menu
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 Choose Grades   
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 Be sure that the untitled assignment is selected (highlighted) and click the Edit button

The ONLY thing that you should change here is the description.
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 Click on OK when you have typed a description for this first assignment. 

  You should see the name that you have given to this assignment, 

  and if it is correct, click on OK

From this point on, whenever you need to add a new assignment:
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 Click on Define in the menu
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 Choose Grades   
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 Now you need to ADD a new assignment (again, only change the Description of the assignment)

Entering Grades in your Gradebook

Once you have defined a grade (assignment) (see before) you are ready to start entering student grades. 

Before you start entering grades, check to be sure that you are entering these grades into the correct subject and grading period. 

Click in the green box in the assignment column, and then type in the grade for that student. 

Press the return key (on the keyboard) to move to the next student.

Press the tab key (on the keyboard) to move to the next assignment.

If you want to enter the same grade quickly into all students, type the grade into the first students record, press return, and then press the * key to copy this grade into additional students. 
Taking the gradebook home.

If you want to work on your gradebook at home, you will need to have the Gradebook program installed on your home computer. You will also need to check out your gradebook to a floppy diskette to take home.

(Insert any diskette into your disk drive (a blank diskette would be best)
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 Click on Network, and choose
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 Check-out.
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 Select your gradebook name, and click on Check out
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 Choose Diskette
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You will see this message, and now your gradebook file has been copied into a folder called classes on the floppy diskette. 

Notice that once you have checked out a gradebook, you can look at the grades, but you cannot change them  


The district reports (report card included) cannot be printed from home. Only the “built-in” Excelsior reports will be available. (Click on [image: image32.png]Reports



 to see these options)


When you are ready to return your gradebook to the network, log in as usual, and after selecting your class, you will be greeted by this message: 

Be sure that the diskette that you checked out your gradebook is in the disk drive, and click on [image: image33.png]



Your First and Last Name





Last Name, First Name





Just the number





Your First and Last Name





Your time to speak with parents





This is what will print on the reports





This will become the “name” of your gradebook 





Your Principal’s name needs to be here








Use the TAB key on the keyboard to move from name to ID
































If this information is incorrect, please inform your technology liaison!





To save your gradebook, you must make some change before logging-out. (change general information or add a student)





2002-03





Gr 2 Standard (02-03)





Make sure you have the right grade!








 (DO NOT change any of the other information!!!!!
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