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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Starting Pinnacle Gradebook & Logging In

To launch the Pinnacle Gradebook application, start your Internet Browser (Internet Explorer 7
or higher, Firefox v2.0 or higher, Safari v2.0.4 or higher, Opera, or Google Chrome)

¥ You need to access the Employee Portal
V¥ Click on the Applications/Site Tab

V¥ Click on a link Gradebook (Pinnacle)

= ~
& Electronic Passport - 6 Emergency Preparedness / . ERP SYSTEMS w
Principal Report Recovery ERP Development Systems
@ File Download Manager &2 Food Service Priority &3 Food Service Site
[T Gradebook (Pinnacie) ‘ul’] |, Gradebook Support w - HE‘_“ sf" Se“"cf . =
Information from the " Instructional Planning System P Internet Service Request
American Optometric
Association

V¥ Type your Username: Employee number

V¥ Type your Password: Network Password

Username
Password

The Pinnacle Gradebook will
automatically display all of the classes a

teacher is assigned in ISIS (general-ed or
co-teacher); therefore, there is no drop-
list of schools.

ITS/M-DCPS 08.04.2014 Page 1




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Gradebook Home Page

Grade Change Widget g{ Attendance & Upcoming Birthdays

I%O Quick Attendance LIMA, ASHLEY 33-U0GO0/00-( W 20:00-21:30) GED SocSt July 28

T mmmeed GRS SleRERmme E
When you log in, the Home Page will include a new ;ﬁ@ Gradan S R s B

. . uick Grades Grading Changes in the last 3 days N -

widget that displays the number of grade changes made Gradebock Gré [ e, iﬂ,\ﬂ‘g
by an administrator while impersonating the teacher, as ’DI]U\ s . ° SN
well as the number of grade changes made by the L e ’

teacher, that have occurred within the past 3 days.

The Home Page also displays a list of students who have been added to, or dropped from, any
of your class rosters within the last ten days. Any student having a birthday in the next ten days
will be on the list of Upcoming Birthdays.

Pinnacle

Manage Devices

%ﬂf’

Attendance
Quick Attendance
Attendance Grid
Seating Chart

Gradebook
Quick Grades
Gradebook Grid

Reports
My Reports
New Report
Student Schedule

, Options

Class Options
Edit Profile
Change Password

In the upper right corner of this page, as
well as most other pages, is a notification
of which user is currently logged in for
this session plus a Sign out link to log
out of the gradebook application.

333? A%’.%’ni:::i o md;t .Di.n'.ill .ou;v; w‘"‘n Homeroom iy 21

S.:Tn:';:t: Kidd, Danial 01(¥)-M/) Comprehensive Scence 1 July 21

By S

.___‘ld' Gradebook Grid

Reports

il et

L L Gradebook also shows the
A Etnses last time you logged in.

The Attendance section

Quick Attendance: will take you to the attendance portion of your gradebook for entering or
modifying student attendance data. Attendance Grid: displays a view of all attendance
recorded. Seating Chart: Another way attendance can be recorded.

The Gradebook section

Quick Grades: enter grades or edit scores or letter grades one assignment at a time;
comments about the score may be added. Gradebook Grid: will allow you to add and modify
class assignments and student grades.

The Reports section
My Reports: This is where Reports are stored once they are run. New Report: will provide a
list of available reports for your classes and allow you to print or preview these reports.

The Options section

Class Options: change General Class Information, Narrative, and create grading categories.
Edit Profile: will allow you to view your profile and add e-mail. Manage Devices: this section is
a future enhancement.

ITS/M-DC

PS
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Once you are in an area within the Pinnacle System (Attendance, Gradebook, Reports, Options)
you may navigate to different parts of the gradebook by simply clicking on an icon on the

navigation bar.

For example:
Qﬁome Gradebooand {PQuick Grades @Reports P options
Instead of having to click on @ =0 navigate to different parts of your
Gradebook, you can simply choose where you want to go by clicking on one of
these buttons.
Set Up Options

Some of the options set for the gradebook application are set at the school or school district
level and cannot be changed by a teacher in the gradebook, such as Terms and Scale Tabs.
However, some options may be set by individual teachers which will apply solely to their own

classes.

Class Options
Edit Profile
Change Password

? % Options ¥ From the Home Page, Click on Class Options.

Five tabs are available at the top of the screen, General, Narrative, Categories, Scales, and

Terms. The default tab is General.

General Tab - Change Class Title

If you have made any changes, be sure to click the Save button.

G y Home @ Gradebook Grid ﬁFQulck Grades Hﬂ Reports /9 Options

General Narrative Categories Scales Terms

4 01(Y)-M/J Comg

Title: 01(Y)-M/J Comprehensive Science 1

School: TLC Training School

Template: 4-Point Grading System

Sections: M/ Comprehensive Science 1 (9001_C15 / 01)

Hide from tabs: “'Yes @No

>

>

You may modify title of the class. This class title will
appear on school reports and in the PIV.

Template: EGSMU scale for Kindergarten classes; all
other subjects are created on the 4-Point Grading System
template. Teachers (grades 1 and up) can choose to
change templates during the first week of school. See
your GBM.

For classes which are no longer active, you may select
Yes after Hide from Tabs and those classes will no
longer appear as class tabs at the top of the screen.

ITS/M-DCPS
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Narrative Tab
Use this area to describe this class to students and parents. (Optional) This information will be

displayed in the Parent Internet Viewer (PIV)

General Marrative Categories Scales Terms
01-Language Ans-El = ’
The narrative is optional and can be used to describe this class to studsnts and parents, This description
may appear on raports and in the Pinnacle Internat Viewsr (PIV).
= = = i— = = 3= gn
B I U EE=Ei i sEE =y

Categories Tab - Change, Create or Copy

This is where you may identify and color-code groups for your assignments as well as weight the
value of each category in the calculation of the marking period grade. First, answer Yes or No as

to whether you want to categorize your assignments or not.

General Narrative Categories Scales Terms

01-Language Arts-El + P

Would you like to categorize your assignments? @ves C/No

Description
New category . . .

Done

ITS/M-DCPS 08.04.2014 Page 4




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

If yes, answer Yes or No to whether you want to weight your categories or not. Enter a
description of each category and select a color (optional) from the color palette which will then
identify each assignment linked to that category. It is recommended that you choose lighter
colors to easily view the text over it. If categories are not weighted, the grouping will not affect
the calculation of the marking period grade, but grades for each category may be displayed in
the Results Column of the gradebook. If categories are defined and weighted, every assignment
must be linked to one of the categories to be included in the calculation of the marking period

grade.
General Narrative Categories Scales 4 General Narrative Categories Scales Terms
01-Language Ats-El = |
01-Language Ars -El ~ Would you like to categoerize your assignments? @ves C'No
would you like to weight your categories? Yes @No
Would you like to categorize your assignments? @Yes ('No Description
. [] classwork edit
2 ®
Would you like to weight your categories? Yes @No B Home Leariing it
Description Description: | Tests
[J Home Learning edit coor: [ ]
[ classwork edit
[ Tests edit ——

New category . . .
New categq |

Save Copy ,?‘ r

Done

If you answered ‘Yes’ to weighting your categories, enter the relative weight for each category in
the column under Weight. The total weights will be displayed at the bottom of the column. If
these weights total 100, you may regard the weights as representing a percentage of the
marking period grade. However, keep in mind that until there are assignments linked to these
cateqgories, they do not calculate.

General Narrative Categaries Scales Terms.
01-Language Atts-El ~ |

Would you like to categorize your assignments? @yas No

Would you like to weight your categories? @¥Yes C'No

Dge:::n\::n ;’;e'ght o If you use Welghted

(3 Home Learning 2 adit categories, the marking
Descrpton: [Taa period grade will be an
;'gn . average of the weighted

category grades.

Drop lowest: 0 | score(s).

Drop highest: 0 score(s).

[ s ][ comce
New category . . .
Total Weight: 100
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

You will need to define categories in each
class individually, so use the drop-down list of
classes or the left and right arrows to go to
your other classes. Be sure to Save your
category definitions. This will define the same
categories for all marking periods of the school
year in the current class. If you do not click
Save, your category definitions will be lost.

You can also copy categories between
classes. Place a check mark next to each
category, then click the Copy button.

If you want to delete a category, click Delete to
the right of the category name. You will be
able to un-delete it by clicking Restore before
you Save your settings.

Edit Profile

This applies to information about the teacher who has logged into
the gradebook, some of which is set in the school student ~
information system and some of which the teacher may enter or

modify.
& y Home
General Password

Personal Information

Name: Kuehl, Molly 8

Time Zone:

Preferred Culture: English ~

Phone: Other ~

[ Add Phone
Email: Other ~ Primarye

If you later decide not to group your
assignments into categories or not to
weight your categories, you may select No
to the question, “Would you like to weight
your categories?” and/or “Would you like to
categorize your assignments?” to hide the
category weights and/or definitions and the
grades will be recalculated automatically.
Changing your answer to Yes will restore
those options so they will not have to be
re-entered.

Caution: Do not delete or change the
weight of any categories during the school
year once they have been used. Doing so
will recalculate previous 9-week grades
and may cause grade average changes
that differ from ISIS.

e /

Options
[_“\“(“ I Class Options
| —  EditProfie

Change Password

The fields with a padlock icon cannot
be modified through gradebook. If
you change any information in the
unlocked fields, click the Save button
to save these changes into the
database.

A teacher must enter in their email
address for the “Email Reports”
feature to work.

ITS/M-DCPS
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Taking Attendance
Quick Attendance

The Quick Attendance page is where you may enter daily attendance for students. You may
access Quick Attendance from the Home Page, the Attendance Grid, the Gradebook Grid, or
Quick Grades screens.

J Attendance
Quick Attendance P . i E
% Attendance Grid W Quick Attendance —-@ Attendance Grid

Seating Chart
% Kuehl, Molly | Sign out | Help
” M-DCPS Training System
@ Home Qﬁf Quick Attendance :ﬂ Attendance Grid gi Seating Chart @ Reports }9 Options Gradebook
#00(Y)-M/] Homw 01(Y}-M/] Compreh 02(Y)-M/J Compreh 03(Y)-M/ Compreh 04(Y)-M/] Compreh 05(¥)-M/] Compreh 06(Y)-M/J Compreh
dFizzzpon ([T p
Name Day Code Dismiss  Arrive Comment
1 Anthony, Gladys U BBl 2 A A T T2 TU TU2 ENT WD
2 Bates, Aldo U B v A A2 T T2 TU Tu2 ENT WD
3 Castro, Alton U u2 A A2 il T2 TU TUu2 ENT WD
4 Cole, Gus u u2 A A2 T T2 TU Tu2 ENT WD
5 Cox, Patty U u2 A A2 T T2 TU Tu2 ENT WD
6 Dejesus, Norberto U u2 A A2 i T2 TU TUu2 ENT WD
7 Dunn, Williams u uz2 A A2 T T2 TU Tu2 ENT WD
8 Franklin, David T U uz A A2 T T2 TU Tu2 ENT WD
9 Gomez, Maudie U u2 A A2 i T2 TU Tu2 ENT WD
10 Kidd, Danial U Uz A A2 T T2 TU Tu2 ENT WD
11 Lucas, Stacey u uz2 A A2 T T2 TU Tu2 ENT WD
12 McCormick, Wilfredo u u2 A A2 i T2 TU TU2 ENT WD
13 Meza, Darin U uz2 A A2 T T2 TU Tu2 ENT WD
14 Mills, Kathy U B vz A A2 T T2 TU TUu2 ENT WD
15 Oliver, Dolores u uz A A2 T T2 TU TU2 ENT WD
16 Spencer, Etta U uz A A2 T T2 TU Tu2 ENT WD
17 Stout, Bryce U u2 A A2 il T2 TU Tu2 ENT WD
18 Valencia, Tessa u u2 A A2 T T2 TU TU2 ENT WD
19 Washington, Nelda u u2 A A2 i T2 TU Tu2 ENT WD
20 Wong, Maurine iy U u2 A A2 if T2 TU Tu2 ENT WD

Select the class by using the class tabs at the top of the screen.

01£ngish for ... | 014anguage Arts | 01Mathematics | O1Readng | OlScence | 01-Socdl Studes | HR-Hementar—.
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Select the appropriate attendance code to the right of the student’'s name by clicking on it one

time. If you make a mistake, click the code again to clear it.

= Kuehl, Melly | Sign out | Help
% M-DCPS Training System
(‘z-’,. Home ﬁqu Attendance j Attendance Grid % Seating Chart m Reports 19 Options Gradebook
00(Y)-M/J Hom | 01(Y)-M/] Compreh | 02(Y)-/) Compreh| 03(Y)-M/] Compreh  04{Y)-M/J Compreh 05(Y}-M{] Compreh  06(Y}-M/] Compreh
dFizzeon [T
Name Day Code Dismiss  Arrive Comment
1 | Anthony, Gladys u u A A2 T TU TuU2 ENT
2 | Bates, Aldo u U A A T TU Tu2 ENT
3  Castro, Alton u A A2 il TU Tu2 ENT
4  Cole, Gus u A A2 T TU Tu2 ENT
5 | Cox, Patty U A A2 T: TU Tu2 ENT
6 | Dejesus, Norberto u A A2 T TU Tu2 ENT
7 | Dunn, Williams u A A2 T TU Tu2 ENT
8 | Franklin, David T U A A2 T TU Tu2 ENT
9 | Gomez, Maudie u A A2 T TU Tu2 ENT
10 Kidd, Danial u A A2 iE TU Tu2 ENT
11| Lucas, Stacey u A A2 T TU TuU2 ENT
12| McCormick, Wiliredo U A A2 1 TU Tu2 ENT
13| Meza, Darin U A A2 T TU Tu2 ENT
14 Mills, Kathy u u A A2 il TU TuU2 ENT
15| Oliver, Dolores u A A2 T TU Tu2 ENT
16| Spencer, Etta u A A2 T TU Tu2 ENT
17| Stout, Bryce U A A2 T TU Tu2 ENT
18| Valencia, Tessa u A A2 T TU Tu2 ENT
19 Washington, Nelda u A A2 T TU Tu2 ENT
20| Wong, Maurine T U A A2 ik TU Tu2 ENT

After entering an attendance code, you may enter a comment (up to 45 characters) about a
student’s attendance which will appear in the Attendance Manager application. If the Attendance
Manager also makes a comment for this same student’s attendance for this date, it will override

your comment.

Name

Ayala, Kendall T
Castro, Quinn V
Cllison, Melody R
Espinoza, Jazmin

{Eade

ool i 2 o

uz

u2
uz2

Uz |

>>> >

2222

~ -~

SRARR

dzazg|

EyTEl

Tu2
TU2
TU2

- Transfer to NY
wD
wD
wD

' Comment

Missed the bus
Doctor's appointment - mother sent note

Once attendance has been entered for a class for a date, a check mark will be displayed on the
class tab whenever that date is selected.

01-Englsh for S... | 014anguage Arts | 02-Mathematics |  02Reading

If this class is used to take school attendance, clicking the All Present button lets

the Attendance Manager know attendance has been taken if you have 100% attendance.

N

ITS/M-DCPS
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TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

If there is a padlock icon displayed on the class tab, this means that the date has been locked
for this class, and no attendance codes may be entered from the gradebook.

B o02Sdence | (303-Social St—. || @HR-Elementar...

The attendance codes will also be grayed out so no attendance can be entered accidentally.

When the Attendance Manager at your school changes an attendance code or adds a comment
through the Gradebook, the code and comment will be displayed to the right of the teacher-
entered attendance codes. These codes and comments cannot be changed in the gradebook by
the teacher.

Name Code |Comment
Ayala, Kendall T u wu A A T T2 T TU2 Bl wWo

Castro, Quinn V u uz2 A A2 T T2 TU Tu2 ENT WD missed bus
Ellison, Melody R u vz A A2 T T2 TU Tu2 ENT WD

Espinoza, Jazmin U u2 A A2 T T2 TU Tu2 ENT WD

Flynn, Reagan D . I 0 1 day suspension - SCAM #222541
Frazier, Kaiden V u uz2 A A2 T T2 TU Tu2 ENT WD

Gilmore, Karen W B v2 A A T T2 TU TU2 ENT WD

Hampton, Sarah G U U2 A A2 T T2 | P EU2 FENT WD

Lioyd, Molly u uz2 A A2 T T2 TU TuU2 ENT WD

McCall, Camille M u u2 A A2 T T2 TU TU2 ENT WD

Attendance Grid

The Attendance Grid screen displays all of the student attendance codes entered during the
marking period for a class.

The attendance codes are color-coded and preset to the M-DCPS approved attendance codes.
Attendance codes are in the Portal, Electronic Gradebook Support link, under Gradebook
Resources; click on Teachers.

By default, the current date is the highlighted column within the current week, and the number of
other date columns will depend on the display of your computer screen. Use the left and right
arrows next to the date field to scroll the display one week at a time to the left or right. Jump to
another date range using the calendar icon to select the date. You may enter the date into the
field or enter a “Smart Date” description, such as yesterday, next Monday, last week Thursday,
and tomorrow, etc. You may also use Spanish.
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Attendance Grid
01-English for S... | 014ianguage Arts | 02-Mathematics
il 4 4
Name (Last, First) z:: 1’:: xii
1 Ayala, Kendall T || HENEN
2| Castro, Quinn V T
3 Ellison, Melody R 10
4 ‘ Espinoza, Jazmin
5 Flynn, Reagan D A A
6 | Frazier, Kaiden V
|7 Gilmore. Karen W NI

O_Z-Reathg _

327
Thu

328 8
Fri

pT
025dence | 03-Sodal SJ‘

318 an

Mon

Tue

fi]

March 2008

SMTWTEFS
1

2345678

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23[24]25 26 27 28 29

30 31

Today is 3/24/2008

4

If you select a class from the class tabs at the top of the screen, the date range will remain the

same.

Total attendance by marking period, grouped by tardy codes and absence

codes, is displayed in the column on the right. To change the marking period,

click the drop-down list at the top of the column and select the marking

period.

Attendance codes with a red triangle in the upper right corner of the
cell have a comment associated with them. Hovering the mouse
cursor over the cell will display a pop-up balloon with the comment.

3rd 9 Weeks v |
Subject Grade |
1st 9 Weeks
2nd 9 Weeks
3rd 9 Weeks
4th 9 Weeks

missed bus

If attendance has been entered for any date for a class, a checkmark will be displayed by the
date at the top of the column.

34Y 325Y 326 | 3020
Mon Tue Wed Thu
If there is a padlock icon at the top of a column, attendance has been locked for [ sps ¢
that date, and no attendance codes may be entered. Monday &
ITS/M-DCPS 08.04.2014 Page 10
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To edit or enter any attendance codes, click the date at the top of a column to go to Quick

Attendance for that date.

| 5 Flynn, Reagan D

' 6 Frazier, Kaiden V
7 Gilmore, Karen W
| 8 Hampton, Sarah G

325 ¢ 312
Tue ‘ Wed l
2 Castro, Quinn V T
3 Ellison, Melody R T
4_._'{Espinoza. Jazmin

,;;{éa”‘g Attendance History

AN

Teachers can now see edits made to a student’s attendance record. From the Attendance Grid,
you can right-click a cell under a date in a student row to open a new window that displays on

top of the current attendance page.

@ Home (@chk Attendance Attendance Grid % Seating Chart IE Reports )P Options

Kuehl, Molly | Sion out | Help

M-DCPS Training System

Gradebook

Attendance Grid

d[Tweszzon |[Tp
00(Y)-M/J Home | 01(Y}-M/] Compreh | 02(Y)-M/] Compreh | 03(Y}-M/] Compreh | 04(¥}-M/] Compreh | 050Y)-M/1 Compreh | 06(Y}-M/1 Compreh
N (Last, First) 8N g2 ¥ a3 8/4 8/5 8/8 8/9 a/10 811
ame (Last, Firsi
' Mon Tue Wed Thu Fri Mon Tue Wed Thu

1 Anthony, Gladys

a2 1st 9 Weeks =
Fri A T

-

2 Bates, Aldo T

3 Castro, Alton Attendance History

4 Cole, Gus T

5 Cox, Patty o

o T y— m Teacher Name: Kuehl, Molly

School Name:
Room No.:

7 Dunn, Williams

AS13

i)

{ Tue 8212011

Right-click on

attendance cell

Date & Time

08022011 14:27.37 |2 T
08/02/2011 14:27.33 |2 A
080272011 14:06:44 2 T
08/02/2011 14:06:26 2 u

TLC Training School

Timeslot &  Attendance Code Comment

CoursefSection:
Class Title:

9001_710
00(Y)-M/] Homeroom

4{ Bates. Aldo

Modified by
Manager, Attendance
Manager, Attendance
Kughl, Melly(999015)
Kughl, Melly(999015)

| »

m

1

ITS/M-DCPS

08.04.2014

Page 11




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Defining Assignments or Industry Certification

Exams
Adding/Deleting Assignments

o Gradebook
B Quick Grades
J Gradebook Grid

From the Home Page or from a navigation bar, click on link Gradebook or Gradebook Grid.

At the top of each assignment column is the description, due date, and maximum value of the
assignment. For long assignment descriptions, hover your mouse cursor over the description to
display the entire description in a pop-up window. If the assignment is linked to a category which
has been color-coded, that color will be reflected in the column header as well as the result

column header if that category is displayed. The

currently-selected assignment will always show as light

blue when your mouse cursor is over it.

7 questions Check Up1 Chapter
using class Test
3/16 14]? questions using class taste test |

To create a New Assignment or Industry Certification Exam:

@ rome [ crnsnk 0 s conies(ff] wern P comre o e
1. Click on New... e T ™
wacsons sutwacion

la. Choose the New Assignment tab (click |,.5=™

2 Bowses. Luske 5

Continue then skip to Step 2) or e

& Curry, Daris A

District Assessment tab. High Schools |z !

8 Mt Mot P

and Adult Centers will use the District 2 |

11 Moran Vanessa €

Assessment tab for Industry S

¥
¥
Pa
F
¥

a

a
3
3

61

BRI E S )

:}

~EsEEE.nEzsnanE

bew oo
1 :

T

1

3
228
g

223288 s

EErEE R EERE R ]
o
8
Ed
H

ERE ]

Certification Exams only. e

To begin, select a way to create an assignment.

"

R Do e e For the High Schools, Adult Centers and selected
Middle Schools only. Elementary and most Middle
Clck cantinue to begin reating 2n assignment from sratch, schools will NOT see this screen.

J

1b. District Assessments — Choose an Industry Certification Exam and then click Continue. Skip

to Special Information for Industry Certification.

To begin, select a way to create an assignment.
New Assignment | District Assess...
Select an assessment as a template then dick continue.
iAssessment Title
Adobe Certified Associate (Dreamweaver) £
() Adobe Certified Associate (Flash)
) Adobe Certified Associate (Photoshop)
(7) Adobe Certified Expert (Adobe Go Live) 3
~) Adobe Certified Professionals: Macromedia Flash MX Developer
) Air Conditioning Service Technician
() ASE Autemobile Technician: Automatic Transmission/Transaxle
@ ASE Automebile Technician: Engine Performance
ASE Automobile Technician: Manual Drive Train and Axles
ITS/M-DCPS 08.04.2014 Page 12
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2. Fill in the name of the aSSignment (be as Assignment Narrative Import Scores Classes
descriptive as possible).

3. Verify the Assignment scale is selected Class 01(Y)-M/J Comprehensive Science 1
in the Grading Scale drop-down. e descripiion here
Grading Scale 4-Paint Assignment -
4. Choose the date assigned and the Date Assigned Wed 7/27/2011 [T | Ajl assignments MUST
assignment due date. The date assigned Date Due Thu 7/28/2011 D have a date assigned and
and the due date can be typed in or you Maxvalue 4 a date due. The date

assigned will default to

can click on the icon to select a date Weight 1 ok G e s dse
from a monthly calendar. You may also Extra Credit due will default to the next
use a “smart date” such as yesterday, valid school day.

next Friday, etc.
Assi t d
5. If available, fill in the maximum value for the assignment bj%%?;".‘;ﬂ: are STange
(4 or 100 only depending on the template).

6. The weight of the assignment should remain as 1 for the score to count once in the
calculation of the Marking Period grade. Entering a number greater than 1 will multiply the
points earned and the points possible for the assignment. Entering a 0 will make the
assignment “not count” in the Marking Period grade.

7. Select the appropriate category for this assignment from the drop-down list next to Category if

you have defined them for this class. a
Category Test v
; None
Date Assigned Homework
Date Due Classwork

Special Information for Industry Certifications: (High Schools, Adult Ed Centers and
selected Middle Schools Only)

1. Choose the date assigned and the assignment due date. The date assigned and the due
date can be typed in mm/dd/yyyy format, or you can click on the icon to select a date
from a monthly calendar. You may also use a “smart date” such as yesterday, next
Friday, etc. The rest of the information is pre-entered and cannot be changed.
2. Click Save. e

3. Click Close. 0 voe | ] | s st R ] 2 o T

Assigmment Marrative

ASE Automobile Tect = l Save loae:: l Cose :I

Class (l"h’_‘\h."'ipﬂfl‘ Soiente

Deseription

Grading Scale )
Date Assigned Tue 472009

DateDue  Wed Bi52008 [T

Max Vaiue 8

Weight 8
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4. To enter a score into the gradebook, from the Gradebook Grid select the District
Assessments from the drop list.

[ manager Impersanzting Brock Lee (999045) v | Sxnout | Help
TLC Video School -Do Not Use
@ Home Gradebook Grid [ fiFuick Grades [y Reports 42 Optons ] & Attendance

MName (Last, First)

1 Brown, Jules T F
2 Burris, Reginald F
3 Castaneda, Kirk R F
4 Delaney, Hallie R F

= i L

17234 1P TR I

D

00-HOMEROOM | 01-Earth/Spac... | 02-Earth/Space ...
~ Assignments ¥
,| Assignments

District Assessment,

03M/]) Compreh... 05-M/] Compreh... | 06- ThiS item iS fOf the High SChOO'S,

Adult Centers and selected Middle -

Schools only. Elementary and most 1519 Wesks =
Middle schools will NOT use this =
menu item.

o

Once an Industry Certification Exam has been defined and saved, you may enter a
student’s score into the assignment column as a letter grade of P (for Pass) or F (for
Fail). A letter grade is entered (upper or lower

case) and displayed in the cell when you press Nl
Enter or Return. The background of the grade
cell will briefly turn yellow which will gradually

fade away. This indicates that the score has AsE
been saved in the database.

5. If a student failed an exam and retakes it during 3 Castaneda, Kirk R 5
the same marking period, the grade should be : EE'a"ev- ”:”'ERR J
changed from fail (F) to pass (P). S T

6. To switch back to the Assignments screen, click e <
the Gradebook Grid button at the top of the 10 Johnston, Carra R
gradebook. Sl i

Narrative

Q: ) Home A | Gradebook Grid A Quick Grades @ Reports j

00-HOMEROOM | 01-Earth/Spac... 02-Earth/Space ... | 03-M/J Compreh|
= District Assessment ¥

Name (Last. First) ?:E.m?::
8/5 100
1 Brown, Jules T 100

2 Burris, Reginald

7 Haney, Wilhelm X

I
I
F
I
|
f
I
§ Head, Clarissa N I
F
|
I
f

13 Nielsen, Raymond T |
14 Sharpe, Cordie R I
15 Stanton, Georgiana N |

If you would like to add a description to a particular assignment, click on the Narrative tab. You'll

see a screen similar to this:

This information will be seen
by parents and students via

the Pinnacle Internet Viewer
(PIV).

Assignment |  Marrative | Standards | Classes

The narrative is optional and can be used to describe this assignment to students and parents. This
description appears on reports and in the Pinnacle Internet Viewer (PIV).

XL B 7 U ESE - EEey

Enter a description of the assignment, additional resources, or an Internet link for more hfurrrmtinnl

ITS/M-DCPS
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On the assignment grid, the assignment header will look similar to this:

Assignment Title ———— Assignment

#7 Assignment
Assignment Due Date —” 41 4 < Max Value

To edit an assignment, single-click on the header of the assignment. Your cursor will turn to a
hand and the background will turn a slightly darker blue color. This will allow you to add or edit
any information previously entered for this particular assignment. To delete an assignment, click
the delete button. You will see a message that will give you an option to undelete.

When you are done making the changes, click on = %2ve

Close to go back to the Gradebook Grid.

at the top of the screen. Then click

To easily navigate to different assignments from within the editing
window, click on the drop down box at the top of the window. You will see
all the assignments you have added in order by due date. It will look
similar to this:

New Assignment
ssignment # 1

Copying Assignments to other classes

Once an assignment has been defined but before it is saved, you may create the same
assignment in one or more of your other classes. The current class will be grayed out since it
already will get the new assignment. Click on the Classes tab and check which class or classes
should get this assignment and then click the Save button. This option is only available for
new assignments during the definition process.

Assignment - Narrative Standards Classes

[7] 1-ELA-PLUS A new assignment can be created in one or
more classes. Select the classes you want
] 2-ELA-CORE  thig assignment to be added to from the list

] 4-ELA-coRe 0N the left.
5-ELA-CORE
7-ELA-CORE
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If you forgot to copy an assignment that you intended to create in multiple classes, you have two
options:

1. You may delete the assignment and create it once again, this time using the Classes tab
before you save it.

2. Or you may create the assignment in each of the other classes.

If you make changes to an assignment and click close
without clicking Save, your changes will be lost.

Extra Credit

Checking the Extra Credit box will indicate that the scores for this assignment are extra credit
and will not be considered a missing assignment if no score is entered.

100-Point (Percent) Scale: If the Method of Grading for the marking period is 100-Point
(Percent), check the Extra Credit box when defining an assignment and the points awarded to a
student will be added to the points earned without increasing the points possible.

Best Practice: Mark the Max Value as 0 so the extra credit assignment will be displayed in the
gradebook and on PIV as an “A”. You can enter any number value you choose on the gradebook
grid.

Assignment Marrative Standards Classes

Save | | Save & MNew | | Close

Class 01-M/1 Comprehensive Science 1,

Description Extra Credit #1

Grading Scale 100 Percent (total points) -
Date Assigned Thu 4/10/2008 |||

DateDue  Fri 4/11/2008 |||

Max Value 0

Weight 1

Extra Credit [V
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Example: You had 10 previous assignments, and add an Extra Credit assignment.

10 Assignments
90+80+70+50+90+70+80+60+70+40=700 points earned

700 point d
points earne — 70%

1000 possible points

10 Assignments and an Extra Credit Assignment with 10 points
90+80+70+50+90+70+80+60+70+40+10=710 points earned

710 points earned —71%

1000 possible points

ITS/M-DCPS 08.04.2014
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4-Point Scale: If the Method of Grading for the marking period is 4-Point, check the Extra Credit
box when defining an assignment and the points awarded to a student will be added to the
points earned without increasing the number of assignments

Note: If desired, you may enter a weight less than 1. This will result in the Extra Credit
assignment not being counted as heavily. E.g. If you type a weight of 0.5 and you give an “A”
(“A” = 4) for the Extra Credit assignment, then the student will receive only 2 extra points added
to the Result column (4 x 0.5 = 2).

Assignment Marrative Standards

Extra Credit #1 - Save | | Save & MNew | | Delete | | Close

Class 01-Language Arts
Description Extra Credit #1

Grading Scale 4-Point Assignment -
Date Assigned Thu 4/10/2008 |||

Date Due  FridM12008 |[ ]

Max Value 4

Weight 1

Extra Credit [V

Example: You had 10 previous assignments, and add an Extra Credit assignment (weight = 1).

10 Assignments

A +B+C+F+A+C+B+D+C+B
4+3+2+0+4+2+3+1+2+3= 24 points earned
24 points earned
10 (Total Weights)

= 2.40 (C)

10 Assignments and an Extra Credit Assignment “A”
A +B+C+F+A+C+B+D+C+B+A
4+3+2+0+4+2+3+1+2+3+4= 28 points earned

28 points earned

. =2.80 (B)
10 (Total Weights)
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. Gradebook
Entering Grades Quick Grades
Gradebook Grid
Gradebook Grid

The Gradebook Grid screen displays all of the assignments and scores for a class in one
marking period. You may access the Gradebook Grid from the Home Page, Quick Grades,
Quick Attendance, or the Attendance Grid screens. To enter scores or letter grades in the
Gradebook Grid, you must be in the Assignments view.

: ; Assignments v
[ Quick Grades Gradebook Grid Assignments (s
Required Assessment

Use the horizontal scroll bar at the bottom to move left and right through the assignments and
the vertical scroll bar on the right to move up and down the class list.

Once an assignment has been defined and saved, you may enter a student’s score into the
assignment column as either a letter grade or a numeric value. If a letter grade is entered (upper
or lower case), the equivalent value of the letter grade will be calculated and displayed in the cell
to the right when you press Enter or Return. The background of the grade cell will briefly turn
yellow which will gradually fade away. This indicates that the score has been saved in the
database.

01-M/J Explor-. :OI-MIJ Explorat. 06-Spa'ls|"l asa O7-Spa"llsh for S... 07-5_p¢
v | Assignments v -

Reasearch Skills Excel Create Excel

Name (Last, First) Biography 5 iApplicationl ‘Spreadsheet

326 4 415 4 4/18 4

1 Petersen, Karla SHEY| 3 3

If a numeric value is entered, the equivalent letter grade will appear in the grade column on the
left when you press Enter or Return.

To duplicate a score down the assignment column, enter the score and press Enter or Return.
Then press the asterisk (*) key to duplicate the score. Hold the asterisk (*) key down to fill the
column with the same score.

When a student is marked Absent (not Tardy) on the due date of an assignments, a color —
coded attendance flag with the attendance code will be displayed in the student’s grade cell.
This is provided as information for the teacher only and does not affect any calculated grade.
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Quick Grades

The Quick Grades screen is the place to enter or edit scores or letter grades for one defined
assignment at a time. It is also where a comment about a score may be added for student and
parent reports. You may access Quick Grades from the Home Page, the Gradebook Grid,
Quick Attendance, or the Attendance Grid screens.

01-English for S... |01-Language —. 02-Mathematics 02-Reading 02-Sdence 03-Sodal Studies || HR-Elementary ...

. { Nouns v }

o
]
[-%
o

Name

Barker, Mathew A
Chapman, Roman V
Garcia, Tyler R
Gardner, Manuel
Hayes, Devin H

Hill, Zachary

James, Jeremiah S
Lee, Benjamin L
Morgan, Aaron
Nicholson, Sadie E
Patterson, Carson R
Reynolds, Marcus M
Richardson, Adrian A
Shields, Amaya
Torres, Alex N

Watts, Brayan
Williamson, Cayden M

4
4

3

2

3

4

2

3

2 Select the assignment from the drop-down
0 list at the top of the screen or use the left
; and right arrows to navigate the list of
2 assignments.

3

4

4

4

4

A EEC R ER N  EE PR

PEPPPTONXTOOOPDOD >0

An assessment may be entered as a letter grade by entering it from the keyboard or by choosing
one from the drop-down list under Grade. Depending on the template you chose at the
beginning of the school year, the equivalent point or percentage value of the letter grade will be
calculated in the cell to the right.

If you are using the 100-Point (Percent) template, you must always enter a number
value, not a letter grade.

N

A score may also be entered as a numeric value into the numeric cell, and the equivalent letter
grade will appear in the grade column on the left. Press Enter or Return to move down to the
next student or press the Tab key to go to the right to the Comments field. If you wish, enter a
comment about a student’s score.

To change to another class, click on one of the class tabs at the top of the screen.

01-M/3 Explor. 01-M/) Explorat... | 06-Spanishas a ... |07-Spanish for ... _07-59{
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To change to another marking period for a class, select the marking period by clicking on one of

the marking period tabs at the bottom of the screen.

| 1stoWeeks |

_ 2doWeeks | _3rd9Weeks |  4th9Weeks

If a comment has been associated with a student’s score in the Quick

Grades screen, a small red triangle will appear in the upper right

corner of the grade cell in the Gradebook Grid view. You may view the

comment by hovering your mouse cursor over the grade cell.

Result Column

The Result Column on the right displays information about various calculated grades. To change
the calculated grade being displayed, click the column heading and select the type of grade from
the drop-down list. For example, if you had created categories, you may select to view only the
Test category. When you leave this class and come back to it, this column will default back to
displaying the marking period grades.

Subject Grade
3rd 9 Weeks

The menu above the
result column can
display the marking
period grade or the
Subject (course) grade.

Y

~wi%- Grade History Report

’/"/V\\

Subject Grade
3rd 9 Weeks
Classwork
Home Learning
Quiz

Test

If Categories were created,
you may view each category
individually or you may
select to view the marking
period or Subject grade.

hd

3rd 9 Weeks v

40A ~+
3.00B
200 C
1.00 D

0.00 F

Qs Home F Gradebosk Grid /fifhQuick Grades m Reports 4@ Options

0() 141 Homeree | DI(YI-M/3 Comen

Name (Last. First)

5 Cox, Pally F &
& Dejesus, Norberie |

Right-click on the 9-
week grade average.

1519 Weeks v

3258
350 A
3258
375 A
150 0
375 A
308

Result Column with

4-Point Scale

test v

87/100 | 87% B -
67/100 67% D
90/100 | 90% A
1007100 | 100% A
100/100 | 100% A
100/100 | 100% A

Result Column with 100-
Point-(Percent) Scale.
Shows Test category results.

35
3.33
3

2

0

0 m m I

1st 9 Weeks History

Dejesus, Morberto

08/02/2011 14:42:53
03/02/2011 14:42:45
03/02/2011 14:42:30
080272011 14:42:04
08/02/2011 14:40:25
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Result Column View Options
Sparkline Charts

Clicking on the drop down View menu above the Result Column heading offers

you a choice of displaying or hiding a Sparkline graph. Show Graph will display a Sparkline
graph of the scores. The line will show red for failing grades and green for passing grades. To
hide this option, click on the View button and select Hide Graph.

| 3rd 9 Weeks v
v Export Grades | — !
3rd 9 Weeks  Gede 350 -
1.50 C —_  [4%5%
250 B ———|250B
200 C ———|%000
4.00 A T |400A
200 C C e e |

Show Points [available for 100-Point (Percent) without Categories only]

Another option in the View menu is Show Points. Show Points lists the points a student has
earned out of the points possible for this calculated grade. Please note: if you have weighted
your categories, these numbers will be multiplied by those weights.

[ E‘: N Jrd 9 Weeks
Show Points ) 3rd 9 Weeks v

Show Graph : - .- 3% &

Finalize Grades achoul B i m:

£ i) ' 334/400 84% B —— W% A

xport Grades — 2% A

| 346/400  87% B —. 7

337/400 84% B e iy

Show Points Show Graph

Finalize Grades

Finalize Grades
. . . . In which terms have you finished entering grades?
Finalize Grades is not a required S

M-DCPS process. 7] 2nd 9 Weeks
[F] 3rd 9 Weeks
[T] 4th 9 Weeks

N
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Export Grades (Excel software is required.)

You can export the information from your class grade sheet to Excel as a .csv T S|
file. Click the View menu button and select Export Grades. o

l Export Grades |

Ao 150 C
| Al ~(a ﬂ Name 2508
Do you wani to this file?
T TR e e A Bl e e D L e L | 200 C
& Name: 01-Algebra_1_Honors Gifted.csv 1 |[Name Student IL Type desc Literature 3rd 9 Weeks 400 A
Type: Microsoft Office Excel Comma Separated Values ... 2 AYEIIB, Ker 8765513 4 3 3.5 200C
From: 10.78.1.102 e =
| 3 Castro, Qu 8765282 3 (1] 1.5
l Open J [ T J [ 4 | Ellison, M 8765664 2 3 2.5
| 5 |[Espinoza, 8765521 1 3 2
| 6 Flynn, Re: 8765520 4 4
While files from the Intemet can be useful, some files can potentialy 7 Frazier, K¢ 8765242 0 4 2
ham your computer. ¥ you do not trust the source, do not open or KT
save this file. What's the risk? 8 Gilmore,} 8765538

You can Open the file directly or Save it and open it from within Excel.

Student Information

Student Index

The column on the left lists the students in the class. Hovering your mouse cursor over a student
name will display a “business card” of basic demographic information about the student.

1st-MATH | 2nd-SCIENCE 3rd-SCIENCE
Name (Last, First) |Cartoon Investigs
(enlargement |5 notes|
1219 40 (2122
Bedolla, Madison | &5 | 0 |
Brun, Sunday P Bp - 40
Covey, Alan Bedolla, Madison
Crandall, Eli & Student ID; 2000181
Dry, Armand| i ris Grade: 07
Farina, Clay{ | Gender: F
Goudy, Bong Birthday: 10/28/1991
Herren, G"'“:I Guardian: Faulkner, Anthony
ngginbolha JF'hune: B88 8574244
Show Student Only
[=]
If you would like to show only one student’s grades on the Show Single Student
gradebook view, you may select from drop down Show Single Ton Siudents By Add Date

Student. To show all students select Show Multiple Students. Show Inactive Students

Send message

To switch from one student to another select Export student roster

a grade cell for that student.
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Sort Students By Add Date

If you would like to sort your students by the date they entered your
class on the Gradebook view, select the Sort Students By Add
Date menu item from the drop down.

Show Inactive Students

When students are withdrawn from your class, they become
inactive. The student may no longer be visible on your screen.
Have no fear; all of the data that was recorded is still available by
having the Gradebook display the inactive students. They will
appear at the bottom of the student list grayed out and with the tag
of (inactive) to the right of their name. All of the data for inactive
students is editable and printable within reports.

Send Message

Teachers can now send individual and/or group messages directly
from their Gradebook Grid page. This is useful if you want to send
an email to students regarding assignment updates or other general
information about the class.

Send message
A {

‘ou can use this teol to send message to students and their contacts.

From: Kuehl, Molly (IMAGoodTeacher@dadeschools.net)
To: [l &l students [/ All contacts hide recipients

Anthony, Gladys (no ve
[V Bates, Aldo (12

Castro, Alton (
Cole, Gus (1o v
Cox, Patty (no verifi
Dejesus, Norberto (no ve
Pasm LMo o

e Me

optional @

Subject:  Projects due!

Hi Class,

Please remember to bring your projects in tomorrow for their peer
evaluation. The answer to the benus question is:

Like "a Toyeta” or "Civic”. I'm just as good in reverse? What am I?
(10 letters)

Mirs. Kuehl -

[=]
| Show Single Student |

Sort Students By Add Date
Row Inactive Students

Send message
Export student roster

-

=]

Show Single Student
Sort Students By Add Date

Show Inactive Students

Send message
Export student roster

=]

Show Single Student
Sort Students By Add Date
Show Inactive Students

Send message
Export student roster
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Evaluating Performance

Reports

There are a number of reports available from the Pinnacle Web gradebook application on class
and student grades, attendance, notes, discipline, objectives, demographics, and schedules. All
of these Reports may be accessed from the Home Page, the Gradebook Grid, the Attendance
Grid, Quick Grades, and Quick Attendance screens.
. Reports
m My Reports
Mew Report

Student Schedule

The initial screen for My Reports is a list of recently requested Crystal Reports which may be
repeatedly previewed or printed or updated with current information before previewing or
printing. It may also be regarded as an In-Box for large requested Crystal Reports since you may
log out or exit the application. When you return, your report will be waiting for you.

My Reports [otew. | [Lupdate | [_oeeie_|
O Preview Report Title & Description Updated Status

To request a report, click New Report on the Home Page or click the New button on the My
Reports page. Reports which have been marked as Favorites will be displayed at the top of the
screen.

Report defaults may include Attendance, Demographics, Discipline, Grading, Notes, and
Other. To view the reports in each category, expand the list by clicking the plus sign (+) to the
left of the category title or you may clicking Expand All to show all of the reports available.
Any of these reports maybe designated as a Favorite by clicking the star icon next to the
report. Clicking the star again will remove the designation.
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Hew Report

[ Favorites

= Attendance

You do not have any reports in your favorites list. To mark a report as one of your favorites, click on the gray star next to the picture of the report. This will add the|
the star from gray to gold. Removing a report from your favorites list is done by dlicking on the gold star.

Attendance Code Summary
.. Totals for each attendance code by student.

/. Attendance details and totals for each student.

ndance Summa

Attendance Type Summary
. Totals for each attendance code type|

= . Attendance details and totals for a si

Student Attendance Summary

i Gri

Student Demographics
' This report displays both imported ar|

== _ This report displays a table of demographic information for each student in a class

e ' students.

j———
E piscpline

i Student Discipline

—~~"1 . Alistof discipline incidents per student.
@ 6Grading

= Category Summary Empty Class Grade Sheet

~" 4z ... Shows all category grades for all students in a grid with 12 categories per page. »_ This report gives you a blank grade g

e S 1 class' roster.

- Grade Sheet o, Semester Grade Summary

A4 . Shows all grades for all students in a grid with 20 assignments per page. — Marking period, exam and semester

I ——c R = 3

Setting Standard Report Parameters

Click on the report title or the preview graphic to display the parameters for the report.

Select the class to be included in the report.

-
"~
-
-

Stude:

s
Select the student / studenty

© 18t-SOLIAL S UDIES

© 2nc SOCIAL STUDIES
- ot © 4th-SOCIAL STUDIES
A T mmao a ©5thS0CIAL STUDICS
© Passing P © 71-S00A STUNFS
© Faiing
© Select

o0 Active will include only those students who are currently active in the class.

Select the student / siudents.

-
-— -
-

© Passing
O Failing
O Selzct

o All will include active students as well as students who have dropped or withdrawn from the

class.

o Passing will display a criteria selection list from which to choose a letter grade for the
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minimum passing grade.

® Passing

Students with gradzs at or above
Q Failing A

O Select 2

o Failing will also display a criteria selection list from which to choose the highest failing letter
grade.

® Failing

Students with grades at or below

o Select will display a list of the class roster from which to check a student’s name to select
them to be included in the report.

® Selact
[ ANl Students
[ Beaubien, Omer ~|
[ Blackstock, Theodore
[ Brehm. Moshe
[ Courson, Malik

Select the Grading Term to be included in the report.

Click Preview to display a preview of the report on your screen. To send the report to a
printer, click Print.

ITS/M-DCPS 08.04.2014 Page 27




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Email Reports

The three reports in the gradebook that may be emailed to parents from the gradebook are
the Student Assignment Report, Missing Assignment Report, and Student Attendance

Summary.

V¥ Follow the steps on page 25 to select a report that

can be emailed.

V¥ At the bottom of page, click the Email...

Emailing Student Assignment Report

From: Barry Cade <bcade@dadeschools.net>

| Allen, Zona F ro email address
® Mrs. Zona
| Carroll, Ruben T no email address
Cruz, Art no email address
| Edwards, Susannah no email address
] Gardner, Hoyt Q no email address
Hayden, Almira E no email address
Jordan, Eliza M no email address
[ Heal Garnet N no email address
Subject: Student Assignment Report
BJUEEN|EE =

Mrs. Zona,

Altached is the student feport as per our

To: [] All Students 7] All Parents hide recipients _

Have nice day,

Mr. Cade

= —

@ This error message reflects that parents
have not provided an email address in the Parent Portal

button.

444

Parameters for Student Assignment Report |
® 17-Science
21-Social Studs
HR-Elementary Homaroom

Studants: ® Actve

Select the student / students a
Passing
Fadng
Select

Terms:

Seict the Gradng Torm ki
30d 9 Weeks
4th 9 Weeks

Desplay Teacher Notepads x

w & AN Assignment

Select the assignments to inchude n this repont Lot 6 w s
Dus Date between

1072008 [T
And
172008 [T
Show Grade Commaents: [ Show Grade Comments.

Dxsplay assignment grade comments.

Global Comment:

Type a comment that you want 1o See on the last page
for weery student

Group by Category: I Group by Category
Dusplay Assignments grouped by Category.

Show Signature Line: ¥ Show Signaty ine
Dup‘ay 2 parentiguardian signature lne af the bottom of 2

lumollu £ Include Maing Addeasses
In:lwu nmmm-nmmﬂm

E‘-

Click the show recipients.
Check V the parent(s) email address.
Optional:

1.

For a single parental email, type a
personalized introductory message.
(See example to the left.)

For multiple recipients, type a
generic introductory message. (i.e.
Dear Parents.)

V¥ Click the Send button.
The report will be sent as an html attachment.

A confirmation message will be displayed.

Emailing Student Assignment Report

@ The report was sent successfully!

New Report
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Interim Progress Reports/ End of Marking Period Procedures

Required Assessment

Assignments «
To enter values for Required Assessments (which are non- | Assignments

calculated items on report cards, such as comment codes, or 1
conduct), you must be in the Required Assessments view.

Required Assessments
District Assessment

The first four columns displayed are for Interim Assessments, one for academic progress and
three for comments. The Academic Progress (Interim) is used only to override Interim grades. If
you do not need to override, the grade will be taken from the result column. The remaining
columns are for the end of the marking period effort and conduct grades, and two comments.
The Attendance and Tardies are used to override what is recorded on the Attendance screen.
Click in a cell and press the Space Bar to display the values allowed to be entered in this
column.

(:_‘ Home Gradebook Grid /7 Quick Grades @ Reports )0 Options

00(Y}-H/3 Homeros | 01(¥)-M/3 Compi | 02(v)-M/1 Compreh | 03(¥}-4{] Compreh | 04(Y)-H/1 Compreh | 05()-M/1 Compreh | 06(Y}-+1 Compreh

~ Required Assessments v
Academic Comment1 |Comment2  Comment3 |Effort Grade  ConductGrade Comment1  Comment2  Aftendance | Tardies (Final)
Progress (Interim) (Interim) (Interim) (Final) (Final) (Final) (Final) (Final)
(Interim}

|
A Interim Grade A
B: Interim Grade B
C: Interim Grade C
D: Interim Grade D
F- Interim Grade F

Mame (Last, First)

1 Anthony, Gladys I
2 Bates, Aldo F
3 Castro, Alton F
4 Cole, Gus |
5 Cox, Patty F
6 Dejesus, Norberto F
7 Dunn, Williams F
F
F
F
g
I
I

8 Franklin, David

9 Gomez, Maudie

10 Kidd, Danial

11 Lucas, Stacey

12 McCormick, Wilfredo
13 Meza, Darin

(TP R IV P P (2R (RS (IR (TSR (PR (TP (P28 7

Either select one of the values from the list or enter them from your keyboard. Press Enter or
Return to go to the next student in the student list. Use the asterisk key (*) to duplicate the
value down the column.

To return to viewing assignment scores, change the view to Assignments
Assignments. Assignments

| Required Assessments
District Assessment

ITS/M-DCPS 08.04.2014 Page 29




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

End of Nine Weeks Procedures — Teachers

1. Enter in Required Assessments (Effort/ Conduct /Comments)

2. Verify attendance data by examining the Attendance Grid in a class.
e Elementary - homeroom class only
e Secondary — all classes

3. Enter Overwrite codes as necessary: |, NG, NC
e Use NG for any student who had grades in the gradebook but for whom you want
to submit a blank grade. [You may need a comment code to accompany |
e NC is to be used only for the Subject Grade and only in making periods 2 or 4
(secondary schools only)

4. Run the Grade Verification Report
e Reports Menu > Other > Grade Verification Report
e Compare grades, attendance totals and Required Assessments to the class tab
e Submit to required school personnel (school-based decision)
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Overriding a 9-Week grade

To override a student’s calculated grade, click once on the calculated grade in the result

column on the right. Select either to override the grade and enter a new letter or numeric grade,
or select an override code from the drop-down list displayed.

Override Grade

Overriding grade for Bradshaw, Ashlee M.

(@ Calculate Normally
@ Override Grade:

© Override Code:

[I Incomplete -

save || conca |

Override Grade

Overriding grade for Bradshaw, Ashlee M.

©) Calculate Normally
© Override Grade:
! |
@ Override Code:
I: Incomplete n

I: Incomplete

NC: No Credit
NG: No Grade

To return the grade to the calculated grade, click on the grade in the result column and select
Calculate Normally.

Override Grade

Overriding grade for Bradshaw, Ashlee M.

@ Calculate Normally
@ Override Grade:

@ Override Code:

[I Incomplete  ~ |

Logging out

When you are finished working in your gradebook, be sure to click the link in the upper

right corner of the screen. This will ensure that you’ve completely logged out of the gradebook.
You will see a message similar to this:

d You have been logged out successfully.
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Other Data

Notes

Notes allow a teacher to record additional information about a student or to create a history
of interaction with the student or parent(s). Some examples of this include textbook
number, locker combination, phone logs, parent conferences, or anecdotal records. There
are many other possible uses. When a note is recorded in the Pinnacle Gradebook, it is
tied only to the student and teacher. It is viewable to all teachers that have that student
on their class roster. Should a teacher wish to keep the note from being seen by others,
the teacher would select the PRIVATE check box in the note. Only the teacher of record
can change or delete the note. Notes can be deleted by the teacher if necessary.

To enter a comment, you must be in the Gradebook Grid screen. Click on the sheet of paper
icon I to the right of a student’s name and click the Notes tab at the top of the window. Each
marking period is listed with the student’s marking period grade and total absences and tardies
for the marking period. Click the plus sign Al to the left of the marking period to display all of the
notes for that marking period.

To enter a new note, click the New button in the upper right corner of the window. Enter a title
for the note which will help identify the note but will not be displayed on any reports. Enter a
date for the note in the date field or select the date by clicking on the calendar [l icon.

Required Notes Notes Discipline

By marking the Private checkbox, this note will { Bates. Aldo e [ e | ema
not appear to other teachers, on reports or on | I35 0 S T
P IV 3rd 9 Weeks 0 0 Absences 0 Tardies
) & 4th 9 Weeks 0 0 Absences O Tardies
Title: Phone Log Date: [4/5/2012 m

Contact Minutes: 35

When the note is saved, it will be placed in the ;Fltu _ ey
appropriate marking period based on its T
creation date. Enter the note in the large field
as you would like it to appear on a report.

Notice the formatting tools at the top for things | underie e sexin i ausst eom ot e He 52 e il acaps o he scess

kitty litter and send the papers with Aldo on Tuesday. | suggested that Aldo re-write them on 5

3/1/2012 (4:10pm): Called home, left msg to call back.

3/2/2012 (6:00pm): Called home, spoke to mom about Aldo's missing assignments. She
assured me that she would work with Also to complete all missing work._

like copy/paste, bold, underline. clean paper. Grandpa agreed.
To edit an existing note, click the pencil icon & | gz cousiens, soosss oo St pes ) vee o e
N the |Ower rlght corner of the note To prlnt assignments as prescribed. Mow | fear | may contract toxoplasmosis!

out just one note, click the printer icon = and
select your printer setup. To delete a note,

click the trash can icon. L The following
message will be displayed:

Save Cancel

@ This note has been deleted. Click here to undelete it.
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This is your only chance to undelete the note. If you navigate to any other window or screen, the
note will be permanently deleted.

Select another student from the drop-down list of students or use the left and right arrows to
move up and down the list.

4 Berkowitz, f’ong v )

Discipline

Teachers may keep a record of student discipline incidents in the Gradebook. Discipline is a
matter of record in the Gradebook. Once an incident has been created by a teacher, it
cannot be deleted by anyone. This incident is available for viewing by anyone that has a
connection with the student. This means that any teacher that has this student on their
class roster can review the discipline records that have been recorded. Additionally, any
user with WGBP rights (Principal Viewer Role) has access to discipline information.

To enter a discipline incident record, you must be in the Gradebook Grid screen. Click the gray
flag icon I to the right of a student’s name or, if you are already in the window after entering a
note, you may just click the Discipline tab in that window, and then click New.

Each marking period is listed with the student’s marking period grade and total absences and
tardies for the marking period. Click the plus sign [ to the left of the marking period to display
all of the discipline incidents for that marking period. Click the minus sign [=l to collapse the
marking period and hide the discipline incidents for that marking period.

To enter a new discipline incident, click Reairedots | Notes | Dimdmime

the New button. Enter a title for the 4 Bates. Aldo - p ten [[ Pt [ pinca
incident which will help identify the B e e o
incident but will not be displayed on any | 5355 e e n o
reports. Enter a date for the incident in Using profanity #/5/2012
the date field or select the date by o arentsgpeed, S Seon o e on S0 om0 fo£:3¢ ,
clicking on the calendar icon or by /4

entering the date or a “Smart Date” of yesterday, last Friday, etc. into the field. When the
incident is saved, it will be placed in the appropriate marking period based on this date.

Select a category for the incident Location, Infraction, and Response from the drop-down lists
provided as well as the Priority (1 = highest). These categories have been pre-defined. Enter an
explanatory note in the large field as you would like it to appear on a report. Notice the
formatting tools at the top for things like copy/paste, bold, underline and bullet or numbered lists.
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To edit an existing record, click the pencil icon - "in the lower right corner. To print out just the
one incident, click the printer = icon. Reminder: Discipline incidences cannot be deleted.

If you would like to use the same text to record an incident for another student, highlight the text
and press Ctrl-C (Apple-C on Macintosh). Select another student from the drop-down list of
students or use the left and right arrows.

To paste the copied text, press Ctrl-V (Apple-V on Macintosh). You will need to enter a title,
select a date and location, infraction, response, and priority level. Click the Save button to save
the record for this student.
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Seating Chart

To create a seating chart and use it to enter daily attendance, access Seating Chart from the
Home Page, Quick Attendance, or Attendance Grid screens.

‘/ Attendance

Quick Attendance Seating Chart
Attendance Grid k ting
Seating Chart

For each class, students on the class roster will appear in the drawer on the left under
Students. If no picture is available for a student, a place holder silhouette will be displayed.
Hover your mouse cursor over a student picture to display a student’s full name.

Drag each picture or place holder from the drawer to the selected position on the chart.

You may click Save Chart button at any ______

time even if you haven't placed all of the | T 34 o1
students in the chart. This will take you to a o _— 481 .
screen from which to enter Attendance e m

(see below). S i e o

rooem, Ly

To return to editing Seating Chart, click the el b ¢l

Edit button. 3\ 5\

If there are any students who have not

been placed in the Seating Chart, the next time you access the Seating Chart, the Edit screen
will be displayed. Once all students are on the chart, you will need to click the Edit button to
modify your Seating Chart. To print a copy of the Seating Chart, click the Print button.

- ‘E
e p
= |

£
b
f

Once the Seating Chart has been defined and saved, it may be used to take daily attendance.
The default attendance date is today’s date, but another date may be [qmcszzo D
selected by using the left and right arrows beside the date field for past or || w2z [

future dates. You may also click on the calendar icon to select another date bl g

from the calendar displayed, enter the date into the field, or enter “Smart 678 9101112

” . . 13 14 15 16 17 18 19

Date” description, such as yesterday, next Monday, tomorrow, etc. 20 21 22 23 24 25 26
27 28[29]30 31

Today is 5/29/2007

Click on a student picture or place holder and select the attendance code from the list displayed.
If you make a mistake, you may select Clear from the list to remove the code.

Any attendance codes which were entered using Quick Attendance or Attendance Editor will be
displayed in the upper right corner of a student picture. If the code was modified by the
Attendance Manager, it cannot be edited in the Gradebook. If there is a comment from the
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Attendance Manager associated with an attendance code, it will be displayed by hovering your
mouse cursor over the code.

Select another class from the class tabs at the top of the screen.

Student Demographic

On the Gradebook Grid, Quick Grades, Attendance Grid, and Quick Attendance screens, a pop-
up window with a business card of basic demographic information about the student will display
by hovering your mouse cursor over a student name. On the Gradebook Grid screen, click on
a student name displays a window with more demographic fields, custom fields, and the
student’s schedule.

Anthony, Gladys

F&a
FB

Bates. Aldo
Castro, A B
Cole, Gui
Cox, Patf
Dejesus,
Dunn, W
Franklin,

Bates, Aldo
Student ID: 8765293
Grade: 06
Gender: Male
Birthday: 8/18/19%9
Guardian:
Phone:
Email:

Gomez, frauore
Kidd. Danial

S W 0 ~N O D AW N -

=

ral

Demographics Custom Schedule
4 Bates. Aldo - p & Print
Name (Last, First) Bates, Aldo
Student L.D. 8765293
Grade Level 06
Birth Date 8/18/1999
Gender Male

Address (line1)
Address (line2)
Address (line3)

City-St-Zip

Phone

Guardian

Guardian Email

ESOL 5
STUDENT_HOMEROOM css
GUARDIAN_NAME Mr. & Mrs, Bates

GUARDIAN_PHONE_NUMBER 3059951000
Contact2_Email_Address

FCAT_Math Mar/10 - 1 - 275
FCAT_Reading Mar/10 - 3 - 313
FCAT_Writing Mar/09 - 4.0

FCAT_Science Marf10 - 3 - 325
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Custom Demographics

Teachers can create their own customized demographics. Examples include textbook name,
textbook number, locker combination, lunch number, bus number, etc.

With the demographics window open, click on the Custom tab to add another demographic item
for all of the students in this class. Click on Add Demographic Item... Enter a description of
the item after Description.

You have two choices. The first choice is to leave the Default Value blank to add information on
each student individually. Second option, if you would like to pre-populate the field with
information which applies to all or most of the students, enter the data into the Default Value
field. Click the Save button to save this new demographic field for all students in this class.

Demographics Custom Schedule
{ Bates, Aldo
Description: Textbook Number

Default Value (optional): D235

sve || concel |

Enter the data for the new demographic field for each student. Use the drop-down list of
students or the left and right arrows to select another student’s name.
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Appendix A

4-Point Scale - Average Score

Associated 9-Weeks Grade Associated 9-Weeks Grade | Used by ISIS for Course
4-Point scale Range Scale for Averaging Grade Averaging
4.0 A 35-40 4
3.0 B 25-349 3
2.0 C 1.5-249 2
1.0 D 1.0-1.49 1
0 F 0-0.99 0
Z = Not turned in, no credit, is F 0 N/A
a missing assignment
X = Student is excused from N/A not averaged N/A
activity, does not affect the
grade
Blank Grade = Does not N/A not averaged N/A
affect grade, is a missing
assignment

100-Point (Percent) Scale - Total Points

Associated 9-Weeks Grade Used by ISIS for Course Grade
Assignment 100-Point scale Averaging
100 - 90 A 4
89 -80 B 3
79-70 C 2
69 - 60 D 1
59-0 F 0
Z = Not turned in, no credit, is a F N/A
missing assignment
X = Student is excused from N/A N/A
activity, does not affect the grade
Blank Grade = Does not affect N/A N/A
grade, is a missing assignment

ITS/M-DCPS

08.04.2014

Page 38




TEACHER REFERENCE GUIDE - PINNACLE GRADEBOOK

Appendix B

Copying Grades for Transferred Students

Students’ grades do not transfer automatically. To overcome this obstacle the following set of

instructions will assist.

V¥ Log on to the gradebook and click on the class tab that the student has left. Inactive

student(s) will now appear at the bottom of your class list in lighter gray. They will have

“(inactive)” next to their name.

V¥ Print out a report for that student. The Grade Sheet Report is recommended. It is found in

the Reports button.

V¥ Click new

¥ Under Grading, Click Grade Sheet.

On the Parameters for Grade Sheet Report,
select the class the student left.

Under Students: select the option Select, and
click to place a check on the inactive student(s).

You can print out a report for 1 or more students.

Under Terms: Select the appropriate grading

period.

V¥ Under Assignments: Select All Assignments.

V¥ Under Show Letter Grade: click to place a

check on Show Letter Grade.

V¥ Click the Print button. You will get a printout for
just that/those student(s). Send this report to the new

teacher of that student.

Parameters for Grade Sheet

Students:
Select the student / students.

Terms:
Select the Grading Term.

Assignments:
Select the assignments to incude in this report

Show Averages:

Select whether of nat 1o display the class average for
each assignment and result column

Public Posting:

Desplay students in random order and show student 05
mstead of names.

Grid Font Size:

Select ‘Smail if you want to use  smaller font in crder to

2 mare students on each page

Show Lenter Grade:
Select whether or not 10 display the letter grade for each

==

UEHesaIng Elmentary
) 13Mathematics - Grade Two
) 18-Science
® Dt-Language Ats
HR-Elementary Homergom
]
A
2 Passing
Fadng
& Select
| Al Students
1T, Bus 3
1 Mowell, North E
] Mccommick, Tracy F
1 Mies, Boyd G
| Owen, Mason A
] Prat, Cris E
/]

& 1519 Weeks
2nd 9 Weaks
D Jed 9 Weeks
4th 9 Weeks

& AN Assignments
Last §  Assignments
) Due Date between
10132008 [

And
wnewe [

'] Show Averages
[] Public Posting

& Normal
Smail

) Show Letter Grada —

The receiving teacher must decide how to use the information. A suggestion is for the receiving

teacher to create an assignment called “Transfer Grade.” The teacher could set the score

weight appropriately. Put the average into that column. The rest of the students will be marked

with an “X.”
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Appendix C

Overriding a Subject (a.k.a. Final) Grade

The District’s Electronic Gradebook is not configured to calculate a yearly grade, because ISIS
calculates it automatically. For this reason, a blank Subject grade is normally exported from the
Gradebook in the 2nd marking period (secondary schools) and 4th marking period (all grade

levels). However, a teacher may override the blank Subject grade in the Gradebook if he or she

wishes to supplant the final grade that ISIS calculates. By entering a Subject grade in the

Gradebook, the teacher specifies a student’s final grade for a semester class or an annual

class.
¥ Log in to the District’'s Electronic Gradebook and select a class tab. Subject a;di;_")
¥ Click on the drop arrow just above the results column and then _‘“*,‘295‘:"39"5 -
choose Subject Grade. :
200C
367 A
The Subject Grade Column will be 2508 |*
blank. 3.50 A
T 200C
100 D
- . ) 200C
¥ Click once on the cell of the Subject (a.k.a. final/yearly/semester) 350 A
grade of the student you wish to override. 0.40 F
V¥ Select the Override Grade radio button, type the letter grade value 3.00 B
you want. 260B  _
¥ OR select optional codes NC for No Credit (used at the Subject
Level during 2.4 or 4t 9-week marking periods). Check with the
registrar before using the ‘I’ for Incomplete.
V¥ Click Save.
Override Grade
Lopez, M.
(O Calaulate Normally
Elementary schools DO NOT use i
the NC code.
{) Override Code:
- s
Save Cancel
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