Excelsior Gradebook on the Network
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 Double-click on the Gradebook Icon on your computer desktop. 

[image: image1.png])
@

Gradeboak on
he Network.




 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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[image: image5.bmp] Save your gradebook now, by clicking on the diskette icon

 when it asks what to call your class, leave your name and click on OK.

Checking out the gradebook

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 (highlight) 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. 
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Notice that once you have checked out a gradebook, you can look at the grades, but you cannot change them  
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The district reports (report card included) cannot be printed from home. Only the “built-in” Excelsior reports will be available. (Click on [image: image10.png]Reports



 to see these options)

Checking in your gradebook
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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: image11.png]


 

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. 
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(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
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Enter the name of the  first student (last name, first name)
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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. 
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If you need to add a student, click on[image: image19.png]add



 

If a name is misspelled, select that name, and click on [image: image20.png]Edit
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If all the names are present and correct, click [image: image21.png]
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and now you will see them in your gradebook

Managing your Students
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To alphabetize your students,
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  click on Utilities in the menu, and then 

[image: image23.bmp] Sort. – Be sure the key type is Student Data Items,

[image: image24.png]


 

To re-order your students,
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 Students 
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 Select (highlight) the student that you wish to move, and press either the 
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 up or down buttons to move that student to a new position on your class roster.

Changing the status of a student

When a student leaves, you may either delete that student or make the student inactive. Deleting a student also deletes all grades. If the student returns, you will have to re-enter all their grades. Changing a student to inactive will remove him/her from your gradebook listing, but retain all grades in case they return.

To make a student inactive,
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 Students 
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 Select (highlight) the student that you wish to make inactive, and click [image: image32.png]


 Edit
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     In the Status box, click the Inactive button

     and then click [image: image33.png]



To make a student active again,
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 Students 
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 Select (highlight) the student that you wish to make active again, and click 
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 Edit

In the Status box, click the Active button

And then click [image: image38.png]



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: image39.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. 

Some subjects (Health, music, art, and P.E. in grades 2-5.  Science, Social Studies, health, music, art, and P.E. in first grade.) are not given numeric grades, but S or U. 

For these grades, type in an S or U, or click on the dropdown arrow to select the appropriate choice.

Language Arts Average

At the end of each nine weeks, the language arts average must be calculated. You will have to type in the Writing and Reading averages for each student, and let the gradebook average them. You may want to print  the [image: image50.png]Print out for LA Ave



 report (more on reports later) to get a summary of each students’ reading and writing averages.
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 Click on Select, choose 
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  subject, and  click on 
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 and then type in the grades in the appropriate column 

Conduct and Special Programs

Conduct grades, work habits and participation in special programs must be addressed each nine weeks.
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 Click on Select, choose 
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  subject, and  click on 
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The first section allows you to enter conduct grades for the nine weeks:
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By using the scroll bar at the bottom of the window, you can move to the right to find the work habit section.
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Scrolling even farther to the right, you will find the special programs that the student might be participating in:
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Type in numeric grades for conduct.

Type an “X” in those work habits that are areas of concern.

Type an “X” in those special programs a student is participating in.

IF you teach at a Performance Indicator School, please see that section of this handout also!

Comments:

Comments added in the Conduct & Programs “subject” will be printed on the report card.
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 Click on Select, choose 
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  subject, and  click on 
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 Conduct & Programs
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Select the student you wish to make a comment about (that student’s name should turn red), and 

[image: image64.bmp] click on Edit, and choose 
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 Notepad. Click on 
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 and give the comment a title (the title will not appear in any report), 

and then click in the comment section.


  Only the First 40 characters (letters, spaces, punctuation), on the First 3 lines, in the “Conduct & Programs Subject” will be printed on the report card.

A second comment will print on progress reports (not on the report card). Only the second comment will display on progress reports – if you have not created a comment for a student and you want to display a comment on the progress report, you will need to create 2 comments (you can leave the first blank).
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 Changing Grades

You can change or clear (delete) grades. 

To change a student’s grade on a particular assignment, DOUBLE-click on that grade.


Click Yes and then enter the new grade for that student.

You can change any grade. IF you need to change the average, double-click on the grade in the average column, Click on YES and type in the correct average.


If you need to adjust the final average:

Add an assignment 

Click on Extra Credit Grade

Now any number placed in that column will raise the final average by that much. 
To clear grades, select (highlight) that grade, and then 

[image: image68.bmp] Click on Edit in the menu, choose
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 Clear, and then choose whether you want to clear:

just the 1 grade that you selected

all the grades for this assignment

all the grades for the particular student
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If you get the “Are you Sure” window, click on YES

Attendance in the Gradebook

IF you want to record  student attendance (Marking the student with a P, A, or T) for each student, each day: 


[image: image71.bmp] click on select to choose 
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 subject and from the list. Choose the first subject,
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Conduct & Programs. Now,

[image: image74.bmp] click on View and then choose 
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 Attendance 

  Present
 Absent – Unexcused

 Absent – Excused

 Tardy


THESE ENTRIES WILL NOT BE PRINTED IN THE REPORT CARD!!! 

YOU MUST STILL DO THE FOLLOWING TO GET YOUR  ATTENDANCE 

 DATA INTO THE REPORT CARD!!!!!

Before you print out your report card you must enter the number of days the student was present, absent, and/or tardy.
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 Click on Select, and choose
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 Subject, and from the list choose the very last subject,

[image: image78.png]Attendance Totals



 Attendance Totals

 

Type in the number of days the student was 

 present, absent (with excuse), absent (without excuse) and tardy.


The Number in the last column will be the total of all days the student was enrolled that nine weeks. (Disregard the letter grade)

Before the final report card is printed, the total attendance must be typed in. You may want to print out the 
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 Attendance Report (more about reports later) to get a summary of the years’ attendance.


Once you have calculated the totals, you will need to type these numbers into the yearly total “grades” (these columns are found in the Attendance Totals “subject” in the fourth nine weeks.)

 Printing Reports

[image: image80.bmp]To print out progress reports, report cards, and other reports, click on the printer icon on the toolbar.

The choices on your campus may differ, but here is a brief description of some reports:

· Class Roster : List of students and student ID numbers

· Current Subject – all grades: Prints out all the grades for that nine weeks in the subject that you are currently viewing

· Progress Report (Condensed) : The nine weeks averages for all subjects, several students to a page 

· Progress Report (Full Page) : The nine weeks averages for all subjects , one  students per  page

· Big Progress Report: Prints out each assignment for the current nine weeks – one student per page

· Nine Weeks and Yearly Average : All averages for the year  - all students on 1 page

· Print out for LA Average : The nine weeks averages for Reading and Writing for all students (use before printing nine weeks report cards)

· Attendance Report : Prints out attendance for all nine weeks for all students (use before printing final report card)

· !Report Card –all : Prints both pages of the district report card

· !Report Card –pg 1 : Prints first page of the district report card

· !Report Card –pg 2 : Prints second page of the district report card

 After selecting the report you want to print, click on OK 


Printing Report Cards 

To get HTML reports (the report card) to print, additional steps will be required

When you press [image: image81.png]


, you will see the report being generated.

This process may take minutes to complete, depending on the number of students,

grades, and resources of your computer. 

When printing the report card (an HTML report), check the page setup in Internet Explorer before printing.
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 Page Setup.


1. Remove anything that might be in the Header or Footer

2. Be sure the page will print Portrait


3. Change the margins to the smallest number allowed by your printer (type in a 0, and the  smallest number allowed will be displayed)


After these 3 conditions are met, click on [image: image84.png][3




[image: image85.bmp] Now click on File, and choose 
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 Print. 

Remember, if you need to re-print some pages again, you can  select just certain students [image: image87.png]‘+ Tag Students.



;

you can also choose !Report Card –pg 1 or !Report Card –pg 2  to print out either of the 2 report card pages.

Performance Indicators

If you teach at a Performance Indicator School, you will need to enter a +, / ,# or leave each of the performance indicator objectives blank:

+  Competent at grade level

#   Showing progress

/  Needs to develop/Needs more time

    A blank indicates areas not yet addressed

You will find these Performance Indicator  “Subjects” at the end of the list of Subjects

[image: image88.bmp] Click on Select, choose 
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 subject and then scroll down the list until you see
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choose the indicator you wish to enter information into.

You will need to DOUBLE-click in the grade column to choose the appropriate symbol

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





An easy way to “clear” one grade is to select it (highlight), and then press the DELETE button (on the keyboard)





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





Use this code to mark attendance





The work habits for your school/grade may differ





You do not have to do this!!!





Check to be sure you are printing to the correct printer (if not, click on SETUP)





Select which student’s grades to print out


Print Everyone


Print consecutive students


Print several non-consecutive students





If you only want to view the report, (Print to Screen. (Remove the ( to print regular reports). HTML reports must be printed from Internet Explorer anyway.





The Report Cards are HTML reports





Hold down the Ctrl Key to select multiple students.





Your numbers may be different, just make as small as possible





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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