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. TEACHER REFERENCE GUIDE - PINNACLE 8 GRADEBOOK

Starting Pinnacle 8 Gradebook & Logging In

To launch the Pinnacle 8 Gradebook application, start your Internet Browser (Firefox v2.0 or
higher, Internet Explorer 7 or higher, Safari v2.0.4 or higher, Opera, or Google Chrome)

¥ You need to access the Employee Portal

Be & C2O [amehg Proviter
e » Senodd woiurmeer
Gradeback (Arctones |

¥ Click on the Applications/Site Tab

Graseboon (Grade Ugsaa Siatus Aeport)

Gratetsiod |Mnescie 1

V¥ Click on a link Gradebook (Pinnacle 8)

Gratescok Scpoott

Inetruchane Haererg Svetem

IS5 Tarw Sapartirg

-DCPE Dadmtihonks net Wet) Sie
Povin Stecstan [Sharsfoent]
Pubhe Aactety fndued (YRE)
SP0Tuszzas

Taget Sainty

X3 aemn

V¥ Type your Username: Employee number

Foroot Password

V¥ Type your Password: Network Password

The Pinnacle 8 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.
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TEACHER REFERENCE GUIDE - PINNACLE 8 GRADEBOOK

Gradebook Home Page

When you log in, this screen 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.

©

4. Atendance
2 -
1) Mtoncanis Tt WS Caniet B30V
ey hwt
F S Gradedboos
’ bk Cea
—_ avtater® oot

Reports

", Coger
Now Fagest

ettt P T yue—

- \t/«4,
v

Security Enhancement!

Gradebook now shows the last time
you logged in.

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.

@{ / Attendance
’3 Quick Attendance
1 l | Attendance Grid
Seating Chart
ﬁ’ Gradebook
= Quick Grades
Gradebook Grid
Reports
My Reports
New Report
Student Schedule
Options

Ly

b

=

=

Class Options
Edit Profile
Change Password

(g

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-DCPS
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TEACHER REFERENCE GUIDE - PINNACLE 8 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:
@ Home GradebookGrid [[uick Grades [E] Reports 2 Options
Instead of having to click on @ ) 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.

p, oy 1
Q& o (g Gradedook Gnd ,ﬁO‘;. & Geades ,ﬁl #rpoits }) Optiont . . . . .
» You may modify title of the class. This class title will
Comeval Norvatve Cmegores S appear on school reports and in the PIV.

» Template: EGSMU scale for Kindergarten classes; all
Titse 11(Y}MJ Comperonanseve Scmnce 1 other subjects are created on the 4-Point Grading System
School TLC Traming School template. Teachers (grades 1 and up) can choose to
Templats A-Pomt Gradeng System change templates during the first week of school. See
Sectione M/) Comprahentve Scence 1 (9001 _C15 /01 yer GBM.
b oo Ao > For classes which are no longer active, you may select
Yes after Hide from Tabs and those classes will no
Save longer appear as class tabs at the top of the screen.

ITS/M-DCPS 10.10.2013 Page 3




TEACHER REFERENCE GUIDE - PINNACLE 8 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 (PI1V)

0t-Language Ans -El » ’

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.

— tartatroe —(—:hwnn oy
DV Language Aty - E) = ’

Would youl e to categonses your assgrnmaents” $ves MNo

Would you ke to weght your categones? © Yes SiNo

Seve Cooy

10.10.2013
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TEACHER REFERENCE GUIDE - PINNACLE 8 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.

}

]

]

HE TErEEE
]
EDraEEEEN

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
categories, they do not calculate.

If you use weighted
categories, the marking
period grade will be an
average of the weighted
category grades.

ITS/M-DCPS 10.10.2013 Page 5




TEACHER REFERENCE GUIDE - PINNACLE 8 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.

\ Home

Gerern Paswsd

Personal Information
Name Kupehl Molly 9
Tima Zone
Preferred Culture: Englsh =
Phone Uthet =
AdE Phaove

Emall Other « Primary (7]

Add Emad

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 any categories
during the school year once they have
been used. Doing so will recalculate
previous 9-week grades.

. )

Options
o TH Class Options
L Edit Profile

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 8 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.

o Attendance
Quick Attendance = " O si i, ot !
% e 44/ Quick Attendance ;&AMW,

Seating Chart
suenl Molly | Ego gt ey
M-DCIS Training Systaen
Qz Home o Quick Attendsnce gmm« God L Sestng Chant ) Resors AP Optioes [P Gradebost
SO0(Y)-Y) How  SI0YIY) Compred 320V} Comgred  SX(Y)000 Camgred 940Y)-9YJ Camgred  35(7)-) Compred  36(Y )] Compreh
dFrizzzon )
Marme Day Code Dismiss  Amive  Comment
1 Anthony, Gladys g BBl 2 A A T T2 TuU Tuz ENT WD
2 Bates Aido U BN v A A2 T T2 TU TU2 ENT WD
3 Castro, Aon U w A a2 7T T2 Tu TR ENT WD
4 Cole Gus u u2 A A2 T 2 Tu Tuz ENT WO
5  Cox. Patty G A MR T T2 TU TU2 ENT WD
§ Dejesus Norbario U 2 A A2 T T2 TU Tuz ENT WD
7 ' Dunn_ Wiliams U v A T T2 TU TU2 ENT WD
8 Franklin, David T u w2 A A2 T L7 TU Tu2 ENT WD
3 Gomez Maudia v uz A a2 T T2 T TR ENT WD
10 Kidd Danial U wu A A T 2 TuU TU2 ENT WD
11 Lucas Stacey U u2 A A2 T T2 U TUY2 ENT WD
12 McCormick. Wisrado U u2 A A2 T ” TU TU2 ENT WD
13 Mexa Darin U wm A A T T2 Tu Tuz ENT WD
14 Mills. Kathy U B v A A2 T T2 TU TU2 ENT WD
15 Ofiver Dolores u u2 A A2 T 2 Tu TR ENT WD
16 Spancer. Ena U WL A A2 T T T TU ENT WD
17 Swut Bryce U w A A T 2 Tu TUu2 ENT WD
18 Valencia Tessa vV vz A A 7T T2 TU TUz ENT WD
19 Washington. Nelda B U A A Y T2 TU TU2 ENT WD
20 Woog Maurine T u u2 A A2 T L7 TU Tu2 ENT WD

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

01nglsh for S... | 014anquage Arts | OiMathematics | OiReadng | OiSdence | 015odalStudes |HR-Elementar..

ITS/M-DCPS 10.10.2013 Page 7




TEACHER REFERENCE GUIDE - PINNACLE 8 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.

Kuent Mally | Egn oet | Meip
M-DCIS Thaiming Systaen

Q- Home .J-’,:.-ci attendance =t Attendance Gnd ; Sestng Chart ‘ Regorts )’ Cptrors £ Gradebock

#O0(Y)-V/) Hom  BI0Y)YD Compred  S20Y)-040 Compred  S3(Y )00 Compres 040V )] Compret 35(7)-9] Compred  360F)- M/ Compreh

TU Tuz ENT WD

18 Valencia Tessa
19 Washington Neida
20 Woong Maurine T

drivzzon )

Mame Day Code Dismiss  Asrive Comment
1 Anthony. Gladys g R n A A2 T 12 Tu Tuz ENT WD
1 Bates Aldo [} N U2 A A2 T irs TU TU2 ENT WD
3 Castro, Aton U w A A T T2 Tu TR ENT WD
2 Cole Gus U u2 A A2 T ” TU Tuz ENT WO
5  Cox, Patty u uz - A2 T 7 TU TU2 ENT WO
§ Dejgsus. Norbario V) u2 A A2 T 12 TU TUuz ENT WD
7 ' Dunn, Wiliams v u2 A A2 T 2 TuU Tu2 ENT WD
8 Frankin David T u w2 A A2 T 2 T2 Tu2 ENT WD
3 Gomez Maudia U ez a a T T2 TW TR ENT WD
10 Kidd Danial u uz2 A A2 T 7 TU TU2 ENT WD
11 Lucas, Stacey U uz A A2 T 7 TU TU2 ENT WD
12 McConmick. Wilrads U5 EUZE DA AR B 2 TU T2 ENT WD
13 Mexa Datin u u2 A A2 T |74 TU Tuz ENT WD
14 Milis. Xathy 1} e w2 A A2 T 27 TU TU2 ENT WO
15 Ofiver Dolores U wu A a2 7T T2 Tu TR ENT WD
16 Spancer. Ena U W A A2 T T TU TR ENT WD
17 Swut Brycs u uz - A2 T 2 TU TU2 ENT WO

%) A A2 T T2

u A a2 T ”

u A A2 T 2

TU Tu2 ENT WD

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 | Code | Comment

Ayala, Kendall T U W2 A A T 1 W T2 ©Ent [ Transfer to NY

Castro, Quinn V u uz2 A A2 T T2 TU TU2 ENT WD

Ellison, Melody R U u2 A A2 T T2 TU Tu2 ENT WD Missed the bus

Espinoza, Jazmin U vz El A2 T T2 TU TU2 ENT WD 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-Engishfors...‘1] 014anguage Arts | 02-Mathematics |  02-Reading ||'

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 10.10.2013 Page 8




TEACHER REFERENCE GUIDE - PINNACLE 8 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 025dence | [@03-Social St—. || BHR-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 uz A A2 T T2 TU TU2 - wD

Castro, Quinn V U u2 A A2 T T2 TU TuU2 ENT WD missed bus
Ellison, Melody R U U2z A A2 T T2 TU Tu2 ENT WD

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

Flynn, Reagan D I B I ENT O  1day suspension - SCAM #222541
Frazier, Kaiden V U u2 A A2 T T2 TU TU2 ENT WD

Gilmore, Karen W Bl v2 A A2 T T2 TU TU2 ENT WD

Hampton, Sarah G U u2 A A2 T T2 TU Tu2 ENT WD

Lloyd, Molly u uz A A2 T T2 TU TU2 ENT WD

McCall, Camille M u U2z A A2 i 5 T2 TU TuU2 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.

ITS/M-DCPS 10.10.2013 Page 9




TEACHER REFERENCE GUIDE - PINNACLE 8 GRADEBOOK

\IAttendance Grid

Name (Last, First)

1/ Ayala, Kendall T
2|Castro, Quinn V T
3 Ellison, Melody R
4 Espinoza, Jazmin

Mon

5 Flynn, Reagan D A
6 | Frazier, Kaiden V
| 7 Gilmore. Karen W NN

01-£nglsh for S... | 01-4anguage Arts | 02-Mathematics |

Tue

3 Y Y 3%

°2,4‘°a"?'9 ] o2 ] S
Co37 3288 3318 4
Wed | Thu | Fi | Mon | Tue

'

025dence | oms;]{ March 2008

SMTWTFS
1

2 3456 78

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

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 3 Weeks
2nd 9 Weeks
3rd 9 Weeks
4th 9 Weeks

A4

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.

3
Mon

325 ¢
Tue

3127
Thu

3126

3128
Wed Fri

If there is a padlock icon at the top of a column, attendance has been locked for 528 o
that date, and no attendance codes may be entered. Monday &
ITS/M-DCPS 10.10.2013 Page 10




TEACHER REFERENCE GUIDE - PINNACLE 8 GRADEBOOK

To edit or enter any attendance codes, click the date at the top of a column to go to Quick

Attendance for that date.

Name (Last, First)

3/26 ¢

Wed

Ayala, Kendall T
Castro, Quinn V

|
i

wlr

Espinoza, Jazmin
Flynn, Reagan D
Frazier, Kaiden V
Gilmore, Karen W
Hampton, Sarah G

ol ~lo o]

Ellison, Melody R T

“Tm;NL Attendance History

SN

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.

Wuehl tasiy Tl s
e M-DCRS Traming System
Q‘ Home ,«-;\..ck Artendance ‘j Attendance Grd k Seatog Chart ‘i“ Reports p Options ’5’ Gradebook
Attendance Grid 4 Tue 822011 = [ 3
00(Y)}-/) Homme  01LY)-W] Compreh  G(V)-M/1 Coopreh  EX(Y)-My) Compren | OA(Y-80'] Comgren  OS{V)-M/] Comgpred  060Y)-W) Comgueh
e St LT wme 04 &5 8:3 89 g0 8 812 || 1st9Weska v
' Man Tue Wed Thu Fa Mon Tua Wed The A T
1 Anthony, Giadys

2 Bates, Aldo
3 Castro Alton
4 Cola Gus
5 Cax, Patty
6 Dejesus Norbarto
7 Dunn, Wilkams

Attendance History

Teacher Name:
School Name:
Room No.:

Kuehl, Molly

AS13

i)

q Tue 82/2011

Right-click on

attendance cell

Date & Time w
03/02/2011 14:27:37 2 T
03/02/2011 14:27:33 2
08/02r2011 14:06:44 2

(= A

080272011 14:06:26 2

Cancel

TLC Training School

Timeslot & Attendance Code Comment

Course/Section:
Class Title:

9001_Z10
00(Y)-M/] Homeroom

4 Bates. Aldo

Modified by
Manager, Alfendance
Manager, Alfendance
Kushl, Molly(999015)
Kushl, Molly(999015)

| »

m

1
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Defining Assignments or Industry Certification
Exams 18 “Gackoas
Adding/Deleting Assignments . 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 _ 7 questions Check Up 1 Chapter
currently-selected assignment will always show as light using class__ Tost
blue when your mouse cursor is over it. 316 141? questions using class taste test |

To create a New Assignment or Industry Certification Exam:

@ W e Jom P >—

1. Click on New... e o e ———

la. Choose the New Assignment tab (click
Continue then skip to Step 2) or
District Assessment tab. High Schools
and Adult Centers will use the District
Assessment tab for Industry
Certification Exams only.

.3
o
c

asenssaalidacl
slldlisnn

wrtznsnch
fagnusl

sxseazansEF

Wi

Rezsee
~tslint v

283

To begn, select & way 1o creste an azzigniment .
e For the High Schools and Adult Centers,
only. Middle and Elementary schools will l Cntne. |
M o 9 g TG 8 gt Yo 0 NOT see this screen.

v

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

Te begn, sefect 9 waay (D Create o semtgrement

Ten foiywert Destrnct Assess.

Sedurt am smsmmawest w8 Sergde fun dhoc corkeus
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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/] Comprehensive Science 1

in the Grading Scale drop-down. Description  Type description here
Grading Scale 4-Paint Assignment -

4. Chqose the date assigned and the _ Date Assigned Wed 7/27/2011 |[T7] | gt assignments MUST
assignment due date. The date assigned Date pue | Thu7/282011 [7] = have a date assigned and
and the due date can be typed in or you MaxValue 4 a date due. The date

n click on the icon to select a date i 1 assigned will default to
ca Weight today’s date and the date
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 b;%%?éngﬂ: o1E SHEnge
(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.

Category Test @
None

Homework

Date Due Classwork

Date Assigned

Special Information for Industry Certifications: (High Schools and Adult Ed Centers
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.

Click Save. G —— g
Click Close. T Py oy regy o s e oy

W

& srwara

- =-=2
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4. To enter a score into the gradebook, from the Gradebook Grid select the District
Assessments from the drop list.

@ g ipemy Brock L e (35905 = -

@ e [ otk 0ot 20 s [] Reom 2 ot o ) ) ‘ & srerdens
oo (R owts . fetap k.. Mo e i IS LS TR SHORENIGN '
oo Schools and Adult Centers
Nams Qo Fert only. Middle and Elementary
Lo schools will NOT use this
3 Catanuda, Kik & menu item.
t Delaney Halie R

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 —p
Enter or Return. The background of the grade - — ! JAonavie | o A
cell will briefly turn yellow which will gradually e L o,
fade away. This indicates that the score has A
been saved in the database. i cotaio BN
| Bvown, Jues T 100
5. If a student failed an exam and retakes it during e
the same marking period, the grade should be 0N N
changed from fail (F) to pass (P). SRt

T Haney Wikwlm X J 0
B Hesd Clwissa N

6. To switch back to the Assignments screen, click

9 rwan. Lutious

the Gradebook Grid button at the top of the 19/ smeres, TR R
gradebook. et

13 Nelson, Raymend T
14 Shwpe. Corde R
15 Saamon, Georglans N

Narrative

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 | Assgnment’ || Marrative | Standards: |  (Clasces
by parents and students via \

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

I= IS iEE e U
Fo= M BT BT

il

X 2@ B 2z U ==

Enter a description of the assignment, additional resources, or an Internet link for more information.|
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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

Assignment2 ¥

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.

 Assgnment | Naratve | Standards | Classes |

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

[ 4-ELA-core  on 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.

L

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 & New | | Close

Class 01-M/J Comprehensive Science 1,

Description Extra Credit #1

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

Date Due  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 points earned

=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 10.10.2013
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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 v 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  |Frid/11/2008 |||

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 = 2.40 (C)
10 (Total Weights)

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
10 (Total Weights)

=2.80 (B)
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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.

5 : Assignments v
l#de( e Gradebook Grid Assignments _
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/3 Explor—.. | 01-M/) Explorat... |[06-Spanishasa ... |[07-Spanish for S... | 07-5pq
| Assignments v
Reasearch Skills Excel Create Excel

b.d

Name (Last, First) Biography 5 EApb!icaﬁo’ni .Spreadsheet
, 3725 4 415 4 418 4
1| Petersen, Karla F B&| E 3 : 3 a

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 5... | 01-Language —. | 02-Mathematics 02-Reading ( 02-Sdence i 03-5o0dal Studies “\HR-EIementafy... |

1 Nouns v ’

(7}
a\
e
®
3
3
®
=
@

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

| Great Job!

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

| Not turned in )
assignments.

RO BRI R SRR A SO N SR A OISR A R S A
AR AR WNNXON= N~ WRN WSS

PPPPTONXTOOO> T ODD O

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.

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... 014/ Explorat.. | 06-Spanish asa.... | 07-Spanish for ... | 07:5p
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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 | 2ndoweeks |_3rd9Weeks |  4thoweeks

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

B 3]

5 liezg]
A 47

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 Subject Grade
3rd 9 Weeks 3rd 9 Weeks
Classwork

The menu above the

result column can Home Learnmg

display the marking Quiz
period grade or the
Subject (course) grade. Test

If Categories were created,
you may view each category

i

3rd 9 Weeks v

400 A
3.00 B
200C
1.00 D

0.00 F

.

testv

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

Result Column with 100-

Individually or you may ) Point-(P. o) Scal
select to view the marking Resu.lt Colurnn with SZ:ZVS(TZZiCZ';zegZ I; -res wults
petriod or Subject grade. 4-Point Scale )
N ,;/ .
—wi¥- Grade History Report
7NN
O 1st 9 Weeks History
@ nre T oveeme v G outm K ewwrn P  —— Dejesus, Norberto
35 A 08/02/2011 14:42:53
q ; 333 B 08/02/2011 14:42:46
Right-click on the 9- 3 B 08/02/2011 14:42:30
week grade average. 2 € 08/02/2011 14:42:04
0 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

Finalize Grades...
Export Grades

JOU

150 C
250 B
200C
4.00 A
200C

| ]

3rd 9 Weeks v

350 A |
——_ |43s0¢
———|2508B
————|3ec

| 4.00 A

e | FE

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.

=

Show Graph

Show Points

Finalize Grades...
Export Grades

Finalize Grades

3rd 9 Weeks »

364 /400 | 91% A
334/400 84% B
346 /400 87% B
337/400 | 84% B

iwl|

Show Points

Finalize Grades is not a required

M-DCPS process.

L

3cd 9 Woeks v

90% A
79% C
88% B

T 0% A

SE 92% A
e 88% B
— 69% D

Show Graph

Finalize Grades

In which tarms hae you finished entaring grades?
1”1 15 9 Waeks
71 2nd 9 Weeks
7] 3rd & Weeks
[ 4th 9 Weeks

e || Comed..]
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Export Grades (Excel software is required.)

You can export the information from your class gradesheet to Excel as a .csv

file. Click the View menu button and select Export Grades.

Hlz Dcasnbondd

Do yres woed (o opsers o6 seren Hh [l ?

ﬁ' Fave: [94qe2a 1 Hoooe Gitiato
Type Mmoo (e becet Doving Sepastes Yakies .
fror: JEMeI102
opn | Se | [ cesd |

5 Wishs e Foey s Irbamt con b Lonf i orm e o poteetially
o By por gl 1 pou i vet vl g s e qon o
st bz, Va5 g b7

——— ———————— |

|4

Show Graph

l Export Grades

150 C

| Al v C.‘ ﬁJ Name 250 B

A B €l e el | E_| 2.00C

1 |[Name Student IL Type desc Literature 3rd 9 Weeks 400 A

| 2 |Ayala, Ker 8765513 4 3 3.5 200 C
i Castro, Qv 8765282 3 0 1.5
| 4 |Ellison, M 8765664 2 3 2.5
| 5 |Espinoza, 8765521 1 3 2
| 6 |Flynn, Rez 8765520 4 4
| 7 |Frazier, Ke 8765242 0 4 2

8 |Gilmore, t 8765538

You can Open the file directly or Save it to open 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.

Show Student Only

T2-HATH TECTNT | YesOT |
Nastows [Luss, Firul} Caoin vt
wlamamenl 5 nclea
g o 2z
Bedolla, Madizon F B 30
Hrun, Sunday F Bp 0
Covey. Aan Bedully, Madinon
Crandasl, EI4 PO shadese 1 0T0WL
Ery. Armand 1 e Grade; 07
Farna, Clayt U Gendert F
Goudy, Eong Bty 20021991
Femen, Gul‘ Casarthar: b diowr, Archery
Emone: TRE 3574044
laggnboznad
Leedl o f oibh W in

If you would like to show only one student’s grades on the
gradebook view, you may select from drop down Show Single
Student. To show all students select Show Multiple Students.

To switch from one student to another select

a grade cell for that student.

=]

Show Single Student

<0 students by Add
Show Inactive Students

ate

Send message

Export student roster
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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.

Y | DAt T o o D L e
.......... Al o
Asrhany, Gladyw
Batms Adtn
Castro, Altow
Cake, s
Cox, Panty

Dujesin. Merberto

=]

Show Single Student

‘ Sort Students By Add Date ’

ow Inactive >tudents
Send message

Export student roster

P

=]

Show Single Student
Sort Students By Add Date

Show Inactive Students

end messages
Export student roster

P

(=]

Show Single Student
Sort Students By Add Date
Show Inactive Students

Send message

xport 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

My Reports
I:l U New 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 [Lwew, |[ woste |[ oo |
D) Proview Roport Tide & Deseription Updatod  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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B Reeport

You do not have sey reports i your Tovorbes lst, To mark o report 8s one of your favontes, dick on the gray star nest 10 the picture of the report, Tha will add the
tha star from gray to gold, Removieg 3 1eport from your favorites bst 15 done by dicking on the gold star,

Attendance
- Attendance Code Summaty
S— . Totals for sach attendance code by student.

| S
[ Class Altendonce Summary Suent Alteedancs Summary
s Aftondance details and totals for aach studene, Artendance details and toeais for a 59
1=
[ Desmorghics == =
| = == Sugent Demographics
This report daplays a table of demograp for sach student in 3 dags. = e This report disploys bath imported o]
‘u. = @udents.
d Discpline
T Shudent O %
—-="1 | Alist of discigline mcdants per studeet.
d Grading ~
Cotegory Suvengey Empty Claes Grage Sheet
‘I /4' Showes af category grades for all stadents i 2 grid with 12 categaries per page. This report gives you o blank grads 5
ﬁ dass roger.
| Grade Shee — Samesier Grogde Summary
A4 Showes all grades for all students in a grid with 20 assgnmants per page. n— Mariong peried, @am and somester

Anendaecs Tyge Suminary
Totads for each attendance code typs

Setting Standard Report Parameters

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

Studania
fadact the studunt / suden s

Select the class to be included in the report.

Ey
- WT—
- 5!
HoleeT Mevkeaa,, |
| ————

® Active
am

© Mamaing
2 Failing
© et

- - -~
T @ ansonial STNFR

O 1e-SOUAL 8 UDIES
© 2no SOCIAL STUDIES
© 4th-SOCIAL STUDIES
€ Hth-BOCIAL 6TUDICA

e e S e mmesas > ©Acn
Select the student / s:udents C Al
O Passing
O Failng
O Selsct

o Active will include only those students who are currently active in the class.
o All will include active students as well as students who have dropped or withdrawn from the

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

minimum passing grade.

® Passing

O Failing
O Select

Students with gradzs at or above

A
B
c

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.

@ 3t
[ &0 St
¥ Basslisn e
) Hsckazek Thecrdae
=] b, Mzeha
2l Courzon Mak

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.
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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¥V Follow the steps on page 25 to select a report that T g e

can be emailed.

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

Emailing Stedent Assignment Roport

From:  Bavy Cade <SoadeOdadmchocis sut»
Ahow, Porss

Carrol, Malsen T 10 aiaad adnien
Ll AT 00 snall sl
Fmards, Sesamsa v ¢
Gawser, Hoyt () 1o sewl sdtowm
Mayrben, Akzis § e

Nerdan, Chiu M srved séérem
B0l Garsast M ag srad shyes
Sfrpn). Sutert Assayvran! fapee

N U RS CERE=

e Zaa

Have e dwy

W Cade

[CE] <=

Toi Ak muterts £ Ak reeis e e <GS

S

ASIchad i the ELaient BERGRIRAT INPOL A4 DY S CORVRILINN

{no omad address

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

444

Paramaters o Stadert Assigrment Repaa
& 1 Bowes
TV S Tudes
R
teween . At
e e I T ™
© Pasary
Faimy
Sebazt
. Y Wk
e
PTTIOWN
AP 5 Weebs
e ’ o
Diagay Tasctw Metagads -l
Asbyenews LRy -
Select P wargrEwets 18 Sckade ) B repen Lot S A
Ohar Dy Dot g
wiowe [
e
wiowe [
Do Grade Comwsents: Trow Caade Carmments
[roguery s vt grace crwm—y
Chatoad Corwmeet
Ty 3 comeet B you wart 3 Yee 00 e et page
o penry whbent
Govep by Cutegory: Tz oy Category
oy Aswgrermts oot W, Cotegory
Shem Dgvene Liw ¥ Soe Spaws Lre
Dragfy 4 prwd panter sgrstas e o B fotew o
e ot
“m‘_ r et Ny Lot vises
Wte & et waieny adiwas o D baides o B
"
] Lo o] <G

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.)

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

¥ 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

To enter values for Required Assessments (which are non-
calculated items on report cards, such as comment codes, or
conduct), you must be in the Required Assessments view.

Assignments «

i Assignments
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.

@ e [B crmius

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 v

j Assignments
Required Assessments
District Assessment
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NOTE: Kindergarten teachers will not have the use of any of the columns where conduct
and/or participation are entered by other grade levels. A separate assignment may be
created to record conduct for your documentation of conduct and/or participation.

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.
¢ 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:

® Overrid_m Code:

|- Incomplete ~

[ sae || cancel |

Override Grade

Overriding grade for Bradshaw, Ashlee M.

© Calculate Normally
© Override Grade:

|

@ Override Code:
I: Incomplete n

|- 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

@ Calculate Normally
© Override Grade:

L

@) Override Code:

|- Incomplete v’

Overriding grade for Bradshaw, Ashlee M.

| save || cancel

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:

6 You have been logged out successfully.
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Other Data

Notes

An unlimited number of free-form comments can be documented by a teacher for each student
in each marking period. These comments may be displayed on reports for parents and students
in P1V, or they may be kept private for teacher use only.

To enter a comment, you must be in the Gradebook Grid screen. Click on the sheet of paper
icon 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 (+) to the left of the marking period to display all of the
notes for that marking period.

Reqiredotes | Motes Dicpine

{ wosn Sa ~ ) [ ][ em ]
315t 9 Weeks 3448 0 Absences 0 Tardies
(i e oot 0T

ALABIUEEI S FE®
Stacls has mproved her responsibity with bringing matenals and completng assignments in class and home.

@ e
@ 2nd 9 Weeks 0 0Absences 0 Tardies
1 3rd 9 Weeks 0 0 Absences 0 Tardies
[s14th 9 Weeks 0 0 Absences 0 Tardies

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 icon.

By marking the Private checkbox, this note will not appear on reports or on PIV.

When the note is saved, it will be placed in the appropriate marking period based on its 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 like copy/paste, bold, underline.

To edit an existing note, click the pencil icon # in the lower right corner of the note. To print
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out just one note, click the printer icon IEI and select your printer setup. To delete a note, click
the trash can icon. The following message will be displayed:

0 This note has been deleted. Click here to undelete it.

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.

{ | Berkowitz, Yong Vl ’

Discipline

Teachers may keep a record of student discipline incidents in the Gradebook and mark whether
or not they should be referred to a school administrator.

To enter a discipline incident record, you must be in the Gradebook Grid screen. Click the gray

flag icon M 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.

Fegured Notms Notes Desopline
4 Viks, Kothy o 2 [ mow | et || Aea |

[ 15t 9 Weeks o 0 Absences 0 Tardies
Tele: Kathy hit anolther student

- I~ =
Date: Mon 7/25/2011 Location Computer Lab v ¢l Notity Administrator
Infraction: Ha Anothar Student * Response: Detention -
B/ U EZTZ S ER =

Kathy hit Jefirey during study time. The act seem unprovoked A SCAM has been written with all of the detalls  The two
students invahved wrote their accounts of the incdent  Two witnesses did as woll

o | B
To create an modent, click "New".
(2] 2nd 9 Weeks o 0 Absences 0 Tardies
(4 3rd 9 Weeks 0 Absences 0 Yardies
s 4th 9 weeks 0 Absences D Tardies
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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 (-) to collapse the
marking period and hide the discipline incidents for that marking period.

To enter a new discipline incident, click the New button. Enter a title for the incident which will
help identify the incident but will not be displayed on any reports. Enter a date for the incident in
the date field or select the date by clicking on the calendar icon or by 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 type, action taken, and location from the drop-down lists
provided. 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.

Check the box by Notify Administrator to make this incident available for viewing those users
with Principal Viewer (WGBP) access rights. Click Save to save the incident for this student.

To edit an existing record, click the pencil icon /# in the lower right corner. To print out just one
incident, click the printer icon & and select your printer setup. To delete an incident, click the trash
can icon. fi§ The following message will be displayed:

0 This incident has been deleted. Click here to undelete it.

This is your only chance to undelete the incident. If you navigate to any other window or screen,
the incident will be permanently 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 categories for type, action taken, and location, and 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.

J Attendance

E tg Quick Attendance Seating Chart
Attendance Gnd % g
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 E

time even if you haven't placed all ofthe | "7 -

students in the chart. This will take you to a E g ;M E l
screen from which to enter Attendance 2R e ! '
(See belOW). e et e e - s

To return to editing Seating Chart, click the M E m M I !
Edit button. ! n E

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.

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 [¢F imw T

selected by using the left and right arrows beside the date field for past or | | May 2007

future dates. You may also click on the calendar icon to select another date S A

from the calendar displayed, enter the date into the field, or enter “Smart §780wnn

Date” description, such as yesterday, next Monday, tomorrow, etc. s L Sgifardes
o7 ZE|zSi3¢ 2L

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
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Attendance Manager, it cannot be edited in the Gradebook. If there is a comment from the
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.

1 Anthony, Gladys F B

2 Bates. Aldo Fa
3 Castro. A "0 Bates, Aldo
4 Cole. Gu| Student ID: 8765293
Grade: 06
5/ Cox, Patf Gender: Male
6 Dejesus, Birthday: 8/18/1999
7 Dunn, W Guardian:
3 Phone:
8 Franklin, Email:

9 Gomez, hrauue F =

B e ] [ _ 3 emt
4 Sone M - 23 e

fame (Last, Fest Bates, Aldo

Swter LD 8765293

ade Lewe 06

s Date 8/ 181999

—cw Mo

At ew el

LAacress el

ASD e el

ey R-ip

Phorw

AT

orte Tva

STUDENT HOMESOOM s

PR Mr. & Mes. Botes

CUEDLN_ MONE MMEER 3059051000
il Lopl _ASOess

FOAT e Ma/101-275

FCAT Repdog Ma/10-3-313

FOAT_woneg MG -40

FCAT _Sciemce My/10-3-12%
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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.

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 3.5-4.0 4
3.0 B 25-3.49 3
2.0 C 1.5-2.49 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
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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¥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¥V Print out a report for that student. The Grade Sheet Report is recommended. It is found in

the Reports button.
Parameters 1z« Crage Sheet

V¥ Click new ssmscaar

V¥ Under Grading, Click Grade Sheet. O e -

¥ On the Parameters for Grade Sheet Report, m—- 9 ¥
select the class the student left.

V¥ Under Students: select the option Select, and —
click to place a check on the inactive student(s). e ® w5 e
You can print out a report for 1 or more students. s

Msgeenen & M Asogeern
Tapret e gty w we ki s et

¥ Under Terms: Select the appropriate grading
period.

Sbew Areiages
Tetact whether o4 ot w G I CRIE Deage v
D EE sk S LT R

¥ Under Assignments: Select All Assignments. B T e s i - TN

B

¥ Under Show Letter Grade: click to place a
check on Show Letter Grade.

¥ 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.

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 G,,:,d@7
¥V Click on the drop arrow just above the results column and then itﬂz%‘i’,‘(;e“s \
choose Subject Grade. ‘ 7
200 C
367 A
The Subject Grade Column will be 250 B ‘E‘
blank. 3.50 A
- 200C
1.00 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. 040 F
V¥V Select the Override Grade radio button, type the letter grade value 3.00B
you want. 260B  _
¥ OR select optional codes NC for No Credit (used at the Subject
Level during 2nd Or 4n 9-week marking periods). Check with the
registrar before using the ‘I’ for Incomplete.
V¥ Click Save.
Override Grade
Lopez, "
() Calculate Normally
Elementary schools DO NOT use O e
the NC code.
" (O Override Code:
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