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Getting Started with GradeBookWizard

This brief guide will help you get started with GradeBookWizard. The topics covered include
teacher registration, running the setup wizard, setting up your classes, entering or loading students
into your classes, and creating and grading assignments.

This guide is not a comprehensive manual for GradeBookWizard. It covers only the basic
functionality. Please refer to the online documentation for information about topic areas such as
setting up custom web pages, using the built-in messaging feature, and running reports.

If you cannot find the information you are looking for, either in this guide or online, please
contact our support staff via email at: support@gradebookwizard.com
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Teacher Registration

The screenshot below shows the teacher registration page that appears when you click on the
Register link on the main page of GradeBookWizard (www.gradebookwizard.com).

School Code

If you have received a school code from another teacher that has already enrolled with
GradeBookWizard, or from your school account administrator, it is important that you enter this
code in the School Code field on the registration page and click on the Verify button.

Account Information:

Salutation: Ms., %
First Name* fInitial: alice
Last Name:* Springs

Email:* springs@lbusd. edu

School Information:

School Code: -
what's this? LO1863

School Name:* |L|:|r‘|g Beach Stars
District:* |L|:|r‘u;| Beach UsD
State:*

Country :*

Login Information:

Login Mame:*
(6-32 characters)

Password:*
(6-20 characters)

Repeat Password:*

If the code is entered correctly, the School Name, District, State, and Country fields should
automatically fill in as shown above.

Fill in the other fields as appropriate. When you are done, click on the Register button at the
bottom of the page (not shown).
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Teacher Setup (for School Administrators Only)

If you are setting up teacher accounts centrally, you will need to gather all of the information that
appears on the page shown above for each teacher. Please note the following:

* Each teacher must have a unique login name and email address.

* Teachers can change their passwords on their own once they have performed their initial
login. (Login names can only be changed by GradeBookWizard Support.)

* When teachers login for the very first time, they will be taken through a setup process
that gets them going with one class, some students, and the default set of grade scales and
categories. This default set is copied from the School Administrator account.

When you register a teacher, an email is automatically sent to the email address you specify. This
email contains the teacher’s login name and password.

Initial Login
After you have completed the initial teacher registration process, the main login page appears, as
shown below:

User Login Monday, September 13, 2004

Please enter your login name and password in the fields below. Students and parents: this information
is provided to you by your school ar teacher,

If you are an educator and would like to try out GradeBookWizard.com free for 30 days, please sign
up by clicking on the Teacher Registration link, below,
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Login Name: ||
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Teacher Registration

In the future, you can go directly to the login page by entering the following web address:
http://login.gradebookwizard.com. Note: Your school may have a custom web address for you to
use instead of the main login page. Check with your school administrator.
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Logging In

Enter the login name and password you chose as part of the teacher registration. If you have
forgotten your password, click on the ‘forgot your password?’ link on the page. Your password
will be emailed to the email account we have on record for you.

Setup Wizard

When you login for the very first time, a new account setup wizard is launched to take you
through the steps involved in configuring your account. This only happens the first time you login
to your account (although you can choose to re-run it manually at a later time.)

‘a GradeBookWizard.com

Blue Pagasus

Mew Account Setup Wizard Monday, March 14, 2005

Getting Started:

Welcomel! Seting Started

Guide {240k}
This wizard will guide you through the short process of setting up your GradeBookWizard |Right-click (FC) or
account. After the initial setup has been completed, you will be able to start using the command-click (Mac) to
program immediately, vou can download a brief Getting Started Guide by following the save this guide to gedling

instructions to the right. This quide will be useful after vou have completed this wizard. vou |started with ]
can also download this guide from within the program by clicking on the Help link on the GragegookWizard.
main page.

Click on the Mext button to start the setup process. You can also run this wizard from
within the program by going to the Account tab and clicking on the fun New dooownt
Wizsrd button,

[ Exit Wizard ] ‘)

Click on the Next button to get started.
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Type of Account

The first step in the setup wizard is to establish the type of account you wish to create. There are
two basic types of accounts in GradeBookWizard: one for elementary school teachers; and one
for teachers at all higher grade levels. Choose the account type that is most appropriate for your
situation.

With an elementary school account you are able to create multiple subjects for each of your
classes. This eliminates the need to set up separate classes for each subject — and to copy students
between these classes. However, the elementary school setting is not suitable if you have different
students in most of your subjects, or if you teach at higher grade levels.

Mew Account Setup Wizard

In order to tailor GradeBookWizard to best suit your needs, we need to know a little bit more about how
yvou teach, GradeBookWizard fully supports the notions of both classes and subjects, where a class
consists of a group of students to which vyou teach one or more subjects, Most elementary school teachers
teach several subjects to the same class. If you teach at middle schoaol ar abave, yvou probably teach

one or more subjects to several different classes,

The setting you choose on this page affects the overall behavior of the program. If yvou choose the 'Several
subjects per ofgss’ setting, vou will be able to create several subjects per class. Once vou have logged
in, you can work with only one class at a time. On reports, such as the student progress report, you can
see all subjects for a class at the same time. Note: If you teach elementary schoaol, but have different
students in rany of your subjects, you should choose the 'Ore subject per cizss” setting, described below,

If you choose the 'One subject per ofass’ setting, subjects are hidden. Each class is a subject. vou can
define groups of related classes that automatically share the same assignments, which greatly simplifies
class management and grading. vou can also easily copy students and assignments between classes, Wwhen
vau lagin you have access to all of your classes - you are naot asked to choose a class to warle with,

Please select your account setup from the List, below:

Account Setup: | One subject per clags - several classes (usually Middle School and higher)

[provious ([ et D)

Select the type of account you wish to set up and then click on the Next button.
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Grade Calculation Methods

GradeBookWizard supports two different grade average calculation methods: manual; and total
points system (points-based weighting.) If you choose the manual grading method, student grades
are determined by averaging the percentages they have earned on all assignments either in the
class as a whole or within a weighted category. You are able to specify how much assignments
count toward students’ grade averages by assigning a weighting to each assignment. By default,
all assignments are considered equal. If you choose the total points system, student grades are
computed by adding up how many points they have earned, for the class or within a weighted
category, and dividing by how many points they could possibly have earned. This has the effect
of making high-point value assignments more significant when computing grades. For instance, a
100-point assignment is worth twice as much as a 50-point assignment.

Mew Account Setup Wizard

Many teachers want to be able to control how much each individual assignment contributes to student grade
averages, & popular method of doing this is called the Total Points System or points-based weighting . In
this grading system, the total number of points a student earns on all assignments during a term are
added up and then divided by the raximurn possible number of points, The result is a percentage that
translates into the student's grade.

If the Toda! foinds Spstemn s not used, you can determine the worth of assignments by manually setting a
relative or absolute weighting. A refative weighting is a multiplier that determines how much an
assignment is worth in relation to other assignments, An absodude weighting uses a percentage to specify
exactly how rmuch of the student grade average comes from a specific assignment.

Which grading system you want to use is set on a class by class basis, On this page, you can select the
default grading system to use when creating new classes, If you are unsure of what to select, or if you do
not want to use assignment weighting, choose the Manual grading system,

Please select the default grading system to use from the list, below:

Grading System: | Total Points System (Points-Based) Weighting

Cprevious (] _next I

The selection you make on this page is only a default. You can set up some classes to use manual
weighting and others to use points-based weighting. Choose the default grading system to use and
then click on the Next button.
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Grade Period Setup

Grade periods are used when setting term (marking period) grades. They are also used to organize
your gradebook so that you can easily get an overview of all assignments that you have created
for a class during a specific timeframe. You can create any number of grade periods for your
account.

Mew Account Setup Wizard Monday, March 14, 2005

We are now ready to start setting up vour GradeBookWizard account, This is a short process, The steps
include setting up grade periods (marking periods), grade scales, class and subject information, class l?‘

students, and assignrment categories, vou will be guided through each step of the setup process, /2
w ¢ ]

2wr first topic is setting up grade periods, also called marking periods. Grade periods are used when
setting term grades {marking period grades). At higher grade levels, many teachers also use semester
grades that are calculated from twao or rore term {marking period) grades. In GradeBookWizard you
zan compute semester and final grades using the grade calculator (see the help infarmation far the
grade calculator once you are done with this initial setup wizard.)

Grade periods are set up using the Grade Period Setup page. we have created one grade period for you
that corresponds to vour entire school year. Please make sure the start and end dates are correct for your
school, vour school administrator may also have created grade periods for you to use. See the instructions
an the Grade Period Setup page for how to access these public grade periads.

Click on the Mext button to launch the Grade Period Setup page - or click on the 54 button to go on to
the next step and just use the default grade period for now,

l Previous ] l Next

Click on the Next button to launch the Grade Period Setup pages. Click on the Skip button to
continue without setting up any additional grade periods.

Grade Periods | 25 min | i‘ Hein | ey ‘

School: | GradeBookWizard Dema School \

Teacher: | Dr. Swansan . . .
Click for more information

Add/Edit Grade Periods

Show Academic Year:|| 2006-2007 + D Show Available Public Grade Periods

Grade periods are used when computing student grade averages, A& grade period corresponds to either a
date range, such as a marking period, or it can be another component you wantto include when setting
student grades, such as afinal exam, Grade periods are organized by the academic year they belang to,

Grade Period : Start Date End Date Owner Shared Use Delete
1st Quarter Date Range 9/15/2006 10/31/2006 teacher_1 Mo b
2nd Quarter Date Range 11/1/2006 12/31/2006 teacher_1 Mo e
3rd Quarter Date Range 1/1/2007 343142007 teacher_1 Mo b
4th Quarter Date Range 4/1/2007 7ie 2007 teacher_1 Mo -

Click on the Add/Edit Grade Periods button to set up a new grade period. If you need to update
the academic year, select the current year and click on the Set Year button. It is important to do
this before you start creating grade periods.
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If other teachers have created grade periods that they have made public, you can view them by
setting the Show Available Public Grade Periods checkbox. You can use a public grade period
by selecting the Use checkbox for that row in the list of grade periods.

You can create two types of grade periods: date ranges and exams. Date range grade periods are
the most common. They correspond to marking periods. They require a start date and an end
date. When you create an assignment, it automatically will appear in all grade periods that
include the assignment due date.

Exam grade periods do not specify a date range, just an end date. You would use exam grade
periods for specific, special assignments such as semester exams. You must manually specify
which assignments belong to an exam grade period. You only need to create exam grade periods
if you need to be able to compute semester or final grades where a certain portion of the grade
comes from a specific assignment, such as a final exam. For instance, you may require that
student final grades be calculated by taking 40% of the 1% semester grade, 40% of the 2™
semester grade, and 20% from a final exam. In this case, you need two regular, date range grade
periods for the two semesters, and an exam grade period for the final exam. Formulas are created
on the Report Cards tab.

To create a new date range grade period enter a grade period name, start date, and end date on an
empty row in the list of grade periods, shown below. To create an exam grade period, set the
Type drop-down list to Exam and enter a name for the grade period along with an end date (the
exam date).

| save | [ Cancel ] [ Done

Mote: Uze the Tpee drop-down listto detarmine the kind of grade period vou want to craste - zither 2 Date Renge, corresponding to a
marking periad; ar an Fxam, corresponding to specific assignments such as finals enams, £xam-type grade periods do not require dates,
Instead, vou manually specify which azsignments belong to Fxem grade periods when you create the aszignments,
Grade Period™ Academic Year Type Start Date End Date Make Shared
Summer 2006 2006-2007 Date Fange v 6/2/2006 8/20/2006 i renarie
1st nine weeks Z00A-2007 Date Fange % g/21/2006 10/20/2006 O renarne
znd nine weeks z006-2007 Date Range |w 10/21/2006 1/12/2007 F renare
3rd nine weeks 2006-2007 Date Range 1/13/z2007 3/17/2007 [F renare
4th nine weeks Z006-2007 Date Range % 3/18/2007 6/30/2007 i rename

2006-2007 Date Range IF]

2006-2007 Date Range | F

2006-2007 Date Range IF]

2006-2007 Date Range | F

2006-2007 Date Range IF]

Set the Make Shared checkbox if you want to allow other teachers to view and use your grade
periods. They will not be able to make changes to them.
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Grade Scale Setup

GradeBookWizard allows you to grade using letter (or other descriptive) grades, or just numerical
grades. Your account comes with four default grade scales. You can add additional grade scales,
or edit the default scales. Please note that even if you choose to use only numerical grades, you
still must have at least one grade scale defined — even though you may never use it.

Choose whether or not to use letter grades and then click on the Next button.
Mew Account Setup Wizard Monday, March 14, 2005

Mow let us take a look at how you want to use the grading aspect of the program. The first step in doing
this is to decide whether or not vou want to use letter (or other descriptive) grades or just numerical
(percentage) grades,

If vou choose to use the Leder + Numericad grades setting, you will be required to set up vour grade
scales, Wwe have automatically created a few grade scales for you, Tou can talke a look at these grade
scales and modify them, or create additional grade scales, using the Grade Scale Setup page. vour
school administrator may also have created grade scales for you to use. See the instructions on the Grade
Scale Setup page for how to access these public grade scales.

Plzase select whether you want to use letter grades, belaw. If you are uncertain what to select, choose
Letter + Mumerica!, Click on the Mext button to launch the Grade Scale Setup page (if you have chosen to
use letter grades) - or click on the Skio button to use default grade scales and go on to the next step of this
wizard. You can aoverride the setting yvou choose here when you are waorking within your gradeboaol:,

Show Grades Using: | Letter + Mumerical |+

[ Previous ] l MNext ]

If you have chosen to use letter grades, the first Grade Scale Setup page will be displayed:
Grade Scales | 25 rmin | K% Hen | [ 5} ‘

School: | GradeBookWizard Demo School \

UeEcie | IHG Erense Click for more information

Add Mew Grade Scale

P

D Show Available Public Grade Scales

Grade Scale Description Owner Shared Use Copy Delete

Effort Scale for effort grade teacher_1 Mo >
Standard Letter Grades (A-F) with typical grade percentages

Loiio: Fracce and curve distribution values Lo h LD X

Letter+ Grades Standard Letter+ Grades (A-F with +/-) and typical grade teacher 1 Mo *®

- — percentages

[T ) ] | EAMN - maeeinma AeadA F e | Rl a1 [EE 4

Click on the Add New Grade Scale button to set up a new grade scale, or click on a grade scale
name to edit an existing grade scale.

You can view public grade scales by clicking on the Show Available Public Grade Scales

checkbox. Select the Use checkbox to use a public grade scale, or make your own copy of it by
clicking on the Copy button.
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To set up a new grade scale, provide a name for the grade scale and then enter each grade level as
a row in the list of grade levels, as shown below. Each grade level consists of a grade (letter or
other descriptive term), an optional description, a minimum percentage required to achieve that
grade, and an optional points value that is used by some reports. Please note that all grade scales
must have a failing grade with a minimum percentage of 0%. You can rename this grade to be
something other than ‘F’.

In the grade scale shown below, a student must score at least 90% in order to get an ‘A-’. A score
of 73% corresponds to a ‘C’ while a score of 83% corresponds to a ‘B’.

| save | [ Cancel ] [ Done ]
Grade Scale:* |Letter+ Grades | Use thiz Grade Scale
Owner: |testing_1 [Ishare this Grade scale
Description: |ciandard Letter+ Grades (A-F with +/-) and tvpical grade
percentages
Mote: If you change the minimum score percentage for a grade level, existing student grades will not be affected,
although you can recalculate them manually on the assignment grading page.
ade D e ptio ore % P g

F Failed grade 0

- | | | [60.00 oo
E | | | [63.00 R
D+ | | | le7.00 | 1175 |
c- | | | [70.00 200 |
E | = s
[+ | | | [77.00 | l2.75 |
B | | [eo.00 | os |
E | | [e5.00 =
B+ | | | |87.00 | [3.75 |
- | | | [s0.00 |[3s0 |
A | | | (5300 400 |
|6+ | | | [100.00 | l4.00 |
I 11 1T 1 1

If you want to share your grade scale with other teachers at your school, set the Share this Grade
Scale checkbox.
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Class Setup

The next step is to set up at least one class for you to get started with. Click on Next to go to the
Class Setup pages.

Mew Account Setup Wizard Monday, March 14, 2005

Qur next step is to set up at least one class, After vou complete this initial setup wizard, vou can create
additional classes and organize these classes into groups that can share the same assignments,

Click on the Mext button to launch the Class Setup page.

[ Previous l [ MNext ]

The first page you see shows all classes you currently have created. Your list will be empty unless
classes have been set up by your system administrator. In the screenshot below, we have four
classes named ‘Eng. Literature’ in four different periods. Once you have a few classes created,
you can decide how to sort them by selecting a value from the Sort drop-down list.

Classes 25 min | %» Helo | ™ ‘

School: | GradeBookWizard Dermo School

AN

Teacher: | Dr. Swanson

Click for more info

rmation

Create Mew Class

Sort Classes By:|| Period V| ‘[ Save as Default ] ‘
Period Academic Year Grade Scale Active Delete
Eng. Literature 3 Z005-20086 Letter+ Grades x
Eng. Literature 4 2003-2006 Letter+ Grades =
Eng. Literature f Z005-2006 Letter+ Grades X
Eng. Literature 7 Z005-2006 Letter+ Grades <

Click on the Create New Class button to go to the Class Edit page. If you want to edit an
existing class, click on the class name in the list. There are two versions of the edit page, one for
elementary school teachers, and one for all others. Both versions are shown on the following
pages.
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Middle school and higher grade level teachers see the following page:

l Save ] [Cancel] [ Done ]

Class Information

Class:* |||
D Show on Student Website
Period fBell: H
! smeresm Show on Progress Reports
External ID: (idendties Wi clloss fv en Show on Report Cards

extarnal system)

Academic Year:* || 2006-2007 + [The schoolfacademic wear this Share Azzignments

class belongs to) Dshare Student Grades
Class Start Date:* ||8/1,/2006 {sﬁ:} EII-;lgi)t day of thiz class in school
Class End Date:* || 7/31/2007 ﬁj E.I;ZS,»; day af thiz classin school

Building:
Room Mumber:

Room Phone:

Website Description:
(rmax 250 chars)

Grading Information

If checked, the relative worth of each
Assignment = assignrent is automatically determined by its
Weighting fWorth: USE TOtaI PDI“ ts SYStE m manimum possible score, Alsa known as

points-based weighting

Grade Scale:* || Letter Grades Calld
Effort Grade Scale: | Mone Selected w7
pDefault Max Score: | 100 (1 - 999) Default manimum score used when setting up

new assignrments

Fields marked with a red asterisk (*) are required. All others are optional. Most fields have help
information available if you hover the mouse cursor above them. For the drop-down lists in the
Grading Information section, you can hold the mouse cursor above the question marks (?) for
more information.

The Class Information section contains basic information about your class. Much of this will be
shown on the class website. The Grading Information section specifies how you want to grade
assignments associated with this class and how you want to set term, semester and final grades.

Select a grade scale to use when setting class grades. This will also be the default grade scale
used for new assignments for this class. If you chose to use points-based weighting (total points
system) earlier, the Use Total Points System checkbox will already be checked. You can
uncheck or check it if you wish to override the default setting for this class.

When you are done, click on the Save and/or Done button (the Done button always does a save

before dismissing the page.) You can set up additional classes by clicking on the Create New
Class button.
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Elementary school teachers have an additional section on their version of the class setup page:

Grading Informati

If checked, the relative warth of each assignment
Assignment = iz automatically determined by its masimum
Weighting f Worth: use Total PDI“ ts SVSte m possible score, Also known as points-based

weighting

Class Subjects

Enter one or more subjects for this class in the grid, below. All subjects require a subject name. Select the grade
scale you want to use when setting subject grades and optionally a grade scale to use for effort grades on
report cards, Enter a default maximum score if you typically create assignments worth the same nurmber of
paoints for a given subject,

ou zan prevent subjects from showing up in menas in the program and in the gradebool by unchecking their detive
checkboxes, Inactive subjects {and classes) can still be included in reports,

Mote: Go to the Zetup->Subfects page to define standards information for subjects, or to set individual preferences
for each subject. All classes rmust have at least one (1) active subject defined.

External ID Grade Scale* Effort Scale M[a):ff?il:-lcl:-e Active
| | | | | --Select-- w || Mone Selected vl | |
| | | | | --Select-- L || Mone Selected Vl | |
| | | | | --Select-- w || Mone Selected vl | |
| | | | | --Select-- L || Mone Selected Vl | |
[ 1 [ | | I | 1 =

The Grading Information section only shows the Use Total Points System checkbox. Below it,
appears a Class Subjects section where you can enter the names of the subjects you teach your
class. For each subject you must also select the default grading scale to use. You can leave the
External ID field blank.

Fields marked with a red asterisk (*) are required. All others are optional. Most fields have help
information available if you hover the mouse cursor above them.
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Student Setup

Now that you have at least one class created, you can add students to it. Students are shared
among all teachers at the same school. This allows students to access all of their classes with a
single login. It also means that student information can be loaded centrally by your school
administrator.

Mew Account Setup Wizard Monday, March 14, 2005

Mow that vou have a class created, it is time to add some students to it. GradeBookWizard keeps track of
all students at your school and allows you to share basic student information such as names and addresses
with other teachers,

The Student Setup page will take you through the process of adding students to yvour classes, If another
teacher already has created a class with the students you want to add to yours, vou can copy students
from that class.

If vau want ta load student records from comma-delimited files you can come back to the Student
Setup page after you have completed this wizard, Files of this type can be generated from most student
information systems, such as SASI, You can also come back to the Student Setup page to set up login
names and passwords for your students and their parents,

Click an the mext buttan to launch the Student Setup page - or click an the S&io buttan to go an to the
next step of this wizard and set up students later,

[ Previous ] [ Next

Click on the Next button to see the first Student Setup page. This page shows all students
enrolled in your selected class.

Students: 7 - Eng. Literature {(2005-2006) 25 min | 4§ Hep €« 4 P

Class: | |7 - Eng. Literature (2005-2006 + |

Click for more information

Copy from Class

[ Save ] [Cancel] [ Done ]

Mote: Student information is shared by all teachers at your schoal, If you rename or otherwise change a student record, it will be
changed for all teachers at your school. Do NOT rename a student that drops your class, Remove the student instead, Add new
students an empty rows in the grid (you may have ta scrall down to the bottam of the grid to see them.)

Mote: ¥ou are not autharized to make changes to the student name or ID,

Student ID Last Mame* First Name* M.I. Birth Date Phone Email Alt. ID Remove

| [ | L [ L]
| I | () Ll [ ] O
| [ | L [ L]
| I | L] Ll L]

Enter new student information on the blank rows in the grid. You can use the arrow keys on your
keyboard, or the TAB key, to move around in the grid. You can enter as many students as you
like at the same time. The Alt. ID field is an optional field that you can use to identify a student or
group of students in your class besides the Student ID field. This field is not shared with other
teachers who happen to have the same students in their classes. You can copy students from
another class (yours, or another teacher’s) by clicking on the Copy from Class button.
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When you add students to your class, the program will search the database to find matching
student records at your school. If any are found, you will be asked to either select one of the
matches, or create a new student record. Generally, you should always select a matching record if
the name and student ID are correct.

If your system administrator has loaded the complete student roster using the School Settings
pages, you only need to enter the first few letters of each student’s last and first name, or the
Student 1D, and the program will locate the student record.

Once you click on the Save button, the program will search for matching students and you can
select the student records to use, or create new student records.

Students: 1 - Lanquaqge Arts (modified)

Class: 1 - Language Arts w

25 min | i‘ HE"" l ‘3 ‘ '

[ Save ] [[Zanl:el] [ Done ]

Found some potential matches for student names. Please check the list and select how to proceed with

each match. Click on Save again when you are done.

Mote: Studentinformation is shared by all teachers at vour school. If you rename or otherwise change a student record, it will be
changed far all teachers at your school. Do NOT rename 3 student that drops your class, Remowve the student instead, Add new
students on empty rows in the grid (you may have to scroll down to the bottam of the grid to see them.)

Last First

Sbw o L Mame* Mame®*

Enroll Date Remove

Baggins Frodo | |1f1/2005 |rename F
=] Bilbo 1/1/2005

Found the following potential matches, Select a match or select Create New Student to create a
new student,

O[Create New Student]
OBaggins, Bilbo
O [Discard this Entry]

Select which option to use for the matching student record(s) and then click on the Save button
again.

If you accidentally create a new student record instead of using an existing one, remove the
student from your class and then add her/him back again. This time, select the appropriate option
from the list of matching students.

IMPORTANT NOTE: Do not rename students instead of dropping them from your class. For
instance, if your student Sam leaves your class, but Billy joins instead, DO NOT rename Sam to
be Billy. If you do, Billy will inherit all of Sam’s grades, and any other teachers that have Sam in
their classes will suddenly find him renamed to be Billy instead. If a student drops your class,
remove that student and then add any new students.

Once you have finished the account setup wizard, you can come back to the Student Setup page
to create logins for students and their parents.
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Category Setup

Categories are an optional grading component. They are used to organize assignments. You can
also assign weightings to categories. These weightings specify how much assignments belonging
to each category contribute to student grade averages. You can use category weightings with both
manual and points-based weighting of assignments.

Mew Account Setup Wizard Wednesday, March 16, 2005

An optional aspect of grading is assignment categories, Categories are used to classify assignments for —i
grading and reporting purposes, You can have categories such as Homework, Lab Waork, Wetten Seports, E
Tests gnd Exams, etc, The number and type of categories you need are entirely up to you, we have already E] 4
created a default set of categories for you, vou can add additional categories, or modify the default [;]
categories, using the Category Setup page.

vou can have different categories for different classesfsubjects. vou can also assign weightings to
categories. Categary weightings allow you to determine haow ruch each category contributes to student
grade averages.

Ewen though categories are optional, you must have at least one category defined in order to create and
grade assignrments. Please click on the Mex? button to launch the Category Setup page - or click the S&ip
button to use the default categories and go on with the next step,

[ Previous l [ MNext l

By default you have four categories already created for you: Class Work, Tests and Exams,
Homework, and Projects. You can modify these categories, or create additional categories. If you
want to set up categories, click on the Next button to go to the first Category Setup page.

Home || Classes | Students WMo =00 GN | Standards | Discipline || Comment Lists

-
Grade Periods | Grade Scales | Categories

Add/Delete Categories | | | Setup Category Templates
[ Save ] [Cam:el] [ Done ]
Show Categories for Class: | 4 - Eng. Literature v| Copy From Template: B Show Shared
DAppIy these settings to all my classes | Meone Selected Vl
Category Weightings: C
(for this class) Disabled v l
Available Categories: [=ditnzmes) Selected Categories:

Class work O

Homework IF]

prosects 0

Tests and Exams [P

New Categories:
The categories listed above are available for use in your selected

| | class/subject. ¥You can add categories to the list by selecting them in the

Avzilable Caregories list and clicking the Copy-> button, To change a

| | category name, click on the gdit names link above the Availsbls Categories

list, Create new categories by entering the category names into the text

| | boxes to the left and then click on the Save New button. You can then add
these categories to the list as described abowe.

Your currently active categories are shown on the right side of the page in the Selected
Categories list. Any additional categories you have defined but that are not yet being used (for
the selected class/subject) are shown in the Available Categories list to the left.
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By default, all of your classes/subjects use the same categories. Weighted categories are disabled.

You can use different categories for each of your classes/subjects by unchecking the Apply these
settings to all my classes checkbox and then clicking on the Save button (before you make any
other changes to the page). If you want to use category weightings, make sure to set the selection
list to Enabled and click Save (before making any other changes to the page).

Enter new category names by typing them into the New Categories text boxes on the left side of
the page. Click on the Save New button to save them. This also has the effect of making your
new categories appear in the list of Available Categories just above. Categories must have unique
names — but they can still have different weightings in different classes/subjects.

To start using a category, select it in the list of Available Categories and then click on the Copy->
button to move it over to the Selected Categories list on the right. To stop using a category, check
its Remove checkbox in the list of Selected Categories and click on the <-Remove button to
move it back to the list of Available Categories.

If you enable category weighting (see above) you will see two additional columns appear in the
list of Selected Categories:

Show Categories for Class: | 4 - Eng. Literature ©illl copy From Template: B Show Shared

DAppl these settings to all my classes Mone Selected hd
Category Weighting -Cu
(for this classy Enabled v l Py

Available Categories: [=dit namezs] Selected Categories:
Daily Work Weinnting - Drop Grades Remove
Class Work o8 O
Homework 1w F
I — g
Tests and Exams . 0w Fl
New Categories: Total weighting: 0%
N—"

The total of category weights must add up to 100% for all of your classes. If this is not the case,
you will see an error message in the gradebook when you attempt to grade your assignments.

Make sure that all of your categories have a weighting. You should not leave any weightings

blank. Assign a value of zero instead (or remove it from the list of Selected Categories for that
class/subject).
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Next Steps

After you have you have completed the account setup wizard, you arrive on the main page of the
program — the Home page. You can always come back to this page from anywhere in the program
by clicking on the little house or Home link that appears in the page header.

Click from any page to go to
the Home page

a GradeBookWizard.com Quick Linksy/Go Tau. w
Blue Pegasus
—e—
i e | ™% | o
Home Page 25 min "‘ Help .1 Home [ Logout | (&%) ‘
School: | GradeBookWizard Derno Schoal s Gradebook | Fl Website || |® Setup
Teacher: | Ms. Streep Messages || g Files b, Account

GETNEN | Grades || Students | Assignments || Attendance | Homework || Report Cards || Reports

| I
Horme Fage (| Login History

System Messages Account Checkup
Upgrade Notice The new user interface is in place. Additional upgrades will Mat currently available,

talee place during this coming weekend. Elementary school users: There is
no need to select a class to work with on the home page any longer.
vou have access to all classes and subjects directly in the gradebool:, Download
information about these changes to the GradeBookwizard user interface by
clicking here {325k}, This file looks best if printed so you can see the
soreenshots properly,

as always, please report any problems or concerns to:
support@gradebookwizard.com

Your account is current,

Schedule Type Status < September 2006 =
09/19/08 Assignment Assigned 2 - Algebrs J- Copy with handouts and web infa .
09/19/06 Assignment Assigned £ - Algebrs I Copy with handouts and web info Sun lon Tue Lied T s e
27 26 29 30 3 1 2
3 4 5 5 7 8 38
10 11 12 13 14 15 18
17 18 19 20 21 2z z3
24 25 26 27 28 28 30
1 2 3 4 5 8 7
Section Buttons
T_he white bu'gtons with icons prow_de access to the |L~} Gradebunl-:”fl WEbSitEHE’ Setup |
different sections of GradeBookWizard. By default, _
you will always start in the Gradebook section. | Messages ||‘5”:"ES ||£”"3'3'3"-'"'t|
Tabs

The Gradebook section provides access to your gradebook, student records, assignments,
attendance, check lists, report cards, and all reports. Each of these topics is represented by a tab
on the page. Click on a tab name to go to that topic.
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Below the tabs is a light blue area. This area contains buttons that perform various actions
depending on the tab you have selected.

Home || Grades | B3{GELEN | Assignments | Attendance || Homework | Report Cards || Reports

| : | |
Wwehsite Access Rules | Parents | School Roster

I : I ) )
Class Raoster | Seating Charts | Wehsite Laogins

Add/Remove Students Transfer Students | | | PrintList | Save to File

QuickLinks
At the very top right corner of the page is a Quick

Links drop-down list. You can use this drop-down list Quick Links: | Go Ta... w

to quickly jump to any page in GradeBookWizard.

Session Timer

The session timer shows the amount of time until you will be
automatically logged out from GradeBookWizard. The timer will
reset each time you click on a button or go to a different page of the program. When the timer
runs down to five minutes a dialog box pops up warning you that your session will be terminated
at a specific time. Click on the OK button in the dialog box to remain logged in.

16 min | i“ Help |

Help

Many pages have additional help information available by clicking on the Help link. In a future
release this link will provide access to the online manual.
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The Gradebook Page

The Gradebook page is where you will be spending most of your time online with
GradeBookWizard. You can create and grade assignments for all of your classes from this page.

Gradebook: 4 - Eng. Literature

25 min

i‘ Help *[ Horme

(58 |

3 Logout

|4 - Eng. Literature

vl

[ s Gradebook ][ Fl website ” 2 Setup l

|Spring z

V| 4f19/2006 - 71272006 [

Messages ][ ‘}Files

” b Accuuntl

Attendance

rth

Homework

website Handouts

Report Cards

Reports

[ Create New Assignment] | [ Grade All Assignments ][ Grade All w/Comments ] | [ Print Grades ][ Save to File ]

Sort By: | Last Mame V” Mewest First Vl [ Set Prefs l | | Mo Aute Motifications b || For Missing Only V|

|A|I weeks in grade period v|

ss Gradebook

220001 Anna

Albertville,
John
Allison,
Mark
Einstein,
Albart
Gamges,
Samwise
Graves,
Suzanne
Gray,
Gandalf
Legolas,
EIf

Litte,
Stuart
MNguyen,
Dominic

o1

TS99

0s

106

oz

i0s

109

11z

12

Perkins,
Andy

Sinvon, Bob
Springs,
Alice

Svensson,
Sven

110

95.8% 1399pts
'

29.3% 1593pts
C+

TE2% 1320pts
B.

81.7% 1356pt=s
A

90.8% 1416pts
B+

27.5% 1402pts
A+

100.5% 1518pts
B+

29.5% 1440pts
'

25.4% 1440pts
A+

103.2% 1508pts

S3.6% 1122pts

&
93.8% 1303pts
&+

103.7% 1437pts
&

96.9% 833pts

signment

Total Points: 3110

Create New

ssignment

Checklist Average

Homewaork

Letter+ Grades [260]
Points
Grade Checklists
& 25.8% 249
=] 98, 7% 257
C+ Ta.1% 203
[ T3.0% 190
& 95.4% 248
Hi- 20,0% 234
B+ 88.3% 230
B+ 899.5% 233
B+ 29.4% 232

87.8% 228

Checklist Average

A= 291.3% 237
A 96.3% 250
A 97.6% 254
F ST.0% 148

| V20068
Class Wark
Rubric [100]
Points

Grade Edit Delete
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100
4 100.0% 100

4 100.0% 100

4 100,0% 100
4 100,0% 100
4 100.0% 100
4 100,0% 100

Class Wark

Letter+ Grades [100]
Paointz
Grade Edit Delete | !
A+ 100.0% 100 |A
A+ 100.0% 100 |A
[ T5.0% T3 &
A+ 100.0% 100 |A
A+ 100.0% 100 |A
B 25.0% 25 (A
A+ 100.0% 100 |A
A+ 100.0% 100 |A
= 29,0% 99 A

At 100,0% 100 (A

100 |4

At 100,0%

At 100,0% 100 (A
At 100,0% 100 (A
At 100,0% 100 (A

The gradebook creates a spreadsheet where all assignments for the select class/subject and time
frame appear as columns running across the page, while students and their grades are shown as
rows. You can set the sort order for both students and assignments using the Sort By drop-down
lists. The gradebook page automatically calculates an average grade for each student and displays
it next to the student name. This average is for the selected grading period and class/subject.
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GradeBookWizard allows you to automatically generate messages and/or email to parents and
students when students have missing assignments. You can select which notification method to
use by selecting a value from the Messages drop-down list.

The gradebook supports two modes of grading: single assignment and grade all. In single
assignment mode you grade an assignment by clicking on its Grade link (or notepad icon). This
mode allows you to enter comments and use phrase lists (lists of comments you have defined)

when grading.

Allison,
Marke
Wisdom,
Alax
Perkins,
Andy

Frodo
Clemens,
Samuel
Davis,
Sammy

Bagginson,

Class Wark
Lettar+ Grades [100]
Points
Save Cancel
| Completed % | B+ [ Fill Crawn ”El?.S |N-:-te: | |{:}
[ Jooma| [e
& |99 |N-:-te: | | D
A- |'9|:| |N-:-te: | |D
A- |'9|:| |N-:-te: | |D
E-+ |89 |N-:-te: | |D
- =l r 1 r L

In grade all mode, you can grade all assignments in your gradebook at once. This allows for
quick grading, but without the benefit of phrase lists for comments. You must also use codes for
special marks such as missing assignments or absences instead of selecting these values from a

drop-down list.

Class Gradebook

Allison, Mark
Wisdom, Alex

Perkins, Andy

10 Bagginson, ©=
Clemens, B

1o4 Samuel

105 |Davis, Sammy

Gamges, B+

1ne Samwrise

A
Q3.4 %
Frodo T0.3%
22.6%
I

Q3.9%

28.5%

17,2004

Class Work Homewok Tests and Exams
Letter+ Grades [100] Letter+ Grades [100] Letter+ Grades [100] Letter+ Grades [1
Points Paoints Paoints Points
A+ [ Fill Down ]|1D|:| | Ct [ Fill Down ]l'.-".f | B- [ Fill Cown ”80 | A [ Fill Dawn ]E
et 2 B- =
ar B e- A 3
At F B- A (99

Click on the Help link on the gradebook page for a complete description of all features of the
gradebook and valid codes for entering grades and statuses.
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Creating Assignments

You can also use the gradebook to create assignments. Click on the green New Assignment
button, or the Create New link in the New Assignment column (always the first column in the

gradebook).

Create fEdit Assignment
Title:* [ extra credit Assignment

3/5/2006 ‘{;ﬁ) Include in Student Grades

Due Date:*
Class Dates: /172005 - 9/15/2008

Category:* || --Select-- w7
Grade Scale:* || Letter+ Grades w7
Max Score: * | 100 (1 to 9999}

WeightingfWorth: | Same az Maz Score

| Ssave & Grade ][ Save & Next New ][ Save ][ Cancel ]

Enter an assignment title and due date; select a category and grade scale to use; and enter a max
score (if you are creating a scored assignment, otherwise leave blank).

Once you are done, click on the Save & Grade button to save the assignment and immediately
grade it — or click on the Save & New button to save the assignment and then create another new

assignment.
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Other Setup Tasks

The following tasks should be completed once you have logged in:

1.

8.

Review your account settings. Click on the Account button to view your current settings.
Click on the Set Preferences button to change account preferences. Click on the Make
Subscription Payment button to become a paying subscriber.

Review your grade periods. Click on the Setup button, then the Grading tab. Add or
modify grade periods to correspond to your marking periods and semesters.

Review your categories. Add or modify categories and enable category weightings if you
want to use them. You can have different categories and category weightings for each of
your classes.

Review your grade scales. Add or modify grade scales to suit your needs. You can use
any number of grade scales.

Review and create standards. We have provided you with two sample standards (with
rubrics) to use when grading assignments.

Create comment lists. If you have a list of comments that you use when grading
assignments, you can set up a phrase list.

Create class groups. This option is only available if you chose the Middle School setting
for your account. Class groups let you share assignments between similar classes. For
instance, if you teach several ‘Literature’ classes in different periods, you can group them
all in a ‘Literature’ group. When you create an assignment for the group it is
automatically available to all classes that are members of the group.

Click on the Gradebook button to go back to the gradebook section.

If you change your mind about any of the settings or choices you make you can always go back
and change them later. Feel free to experiment and try different settings to see what effect they
have. If you like, you can set up a second ‘play’ class for yourself to use when testing your

settings.

Further Information

For additional information about using GradeBookWizard, consult the online documentation. If
you have any questions that you cannot find the answer to, please send an email to our support

staff at;

support@gradebookwizard.com. They are always happy to provide assistance.

Have fun using GradeBookWizard!

Ql/aloNnnQ

N attina Ctarvtad with CradaDanlANizard

22



