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GradeQuick

lllustrated Roadmap

for Windows

This Illustrated Roadmap was designed to help the Computer Coordinator customize GradeQuick
for their school and for teachers to make further customizations that will affect only their files. The
lllustrated Roadmap will also assist teachers through various GradeQuick features and will serve as
an easy reference to guide teachers through the school year using GradeQuick.
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Before You Begin Your
GradeQuick Gradebooks
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Customizing Your Gradebook

Successful use of GradeQuick begins with setting GradeQuick features to correspond with your
school/district policies or your personal user preferences. Technology coordinators can set global
settings for all teachers to use and then allow teachers to further establish their own settings. All
features can be set globally by the GradeQuick administrator and then further customized by the
individual teachers or the feature can be restricted with the Jackson Software supplemental program
called SiteManager. More information on global settings can be found in the Site License notebook.

Please consider setting the following GradeQuick features prior to using GradeQuick. Keep in mind
that as a teacher your technology coordinator/GradeQuick administrator may have already set some
of these settings for your use. Settings may be set after you have started your gradebook, however
you would need to set the feature in all gradebooks or to use the Gradebook to Gradebook Copy
feature.

GradeScale Numeric Grades
Grading Symbols Score Footnotes
Student Data Field Names Attendance Start Dates
Attendance Codes Vacation Dates
Weighting Grading Preferences

Creating a template file is the first step in customizing your GradeQuick gradebooks. The following
directions will step you through the process of creating your template file. The remainder of this
section can be used page by page or you may omit any page that does not pertain to your school
environment or your preferences.

After you have customized your chosen features, be sure to follow the directions on the last page of
this section to save your settings. Saving your settings will allow you to use these same features in
all of your new gradebooks.
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To Create a Template File:

Note: GradeQuick administrators should use the included school template file named school.gbk.
To use this file, you must be logged into GradeQuick as administrator. For more information, please
refer to the Site License notebook.

Step 1: With GradeQuick open and an untitled gradebook showing, select File - Save As.
Step 2: Enter the file name as mytemplate or myclass.
Step 3: Click Save.

= Gradefuick - UNTTTLED.GEK

AeEndars e it Tva m | 3 =ackion
DedE 4 i 3dematie. bl
Name Dw:
Long Na [&
s Sl ey
Quarter :
Categor) ) _
DEIIE My Diocuments
Hp Compule |
My F:J:;ak Fia e [ty - Save
Sawartpe | Giadebooks " gbk) - Cancel
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Setting Grade Scale

GradeQuick allows teachers to set their own Grade Scales and assign more than one Grade Scale
for each file for an individual student or for a group of students.

To Set a Grade Scale:

Step 1: Click Grading - Set Grading Scale. The Set Grading Scale for Final Averages dialog
box will appear.

Step 2: Highlight a grade to change — type the lowest average that you want to receive this grade in
the Cutoff box.

Step 3: Click Make Change.
Step 4: Continue making changes to each grade. When finished, click OK.

' Set Grading Scale for Final Averag

Drop-down
menu for
Grade Scale
Group

X

Click here to
name Grade Scale

lS-::aIe Mumber 1 - School GS .LI Change Scale Hame
. 4

_— |

Grade Minimum Score Murmnber % of Clazs

Cutoff
- text box
field

Make
Change

B a
C 70.00% 0 n
D B0.00% 0 n
F 0,00z 0
MHew Grade
Grade: A Cutoff: 19300 Make change 4

To change the current scale: click on any grade and enter the new
grade name or the lowest score which receives that grade.

Button

To replace the cumrent scale, click on one of theze buttons.

Click here to
add +/- grades

Standard A.B_C.D F without +/- | Standard A.B_C.D F with +/- 4:

Clear Grading Scale |

%
2 | N\

W OF | x Cancel

to the Grade
Scale

Clicking this button will erase all Grades and
cut off values from the Grade Scale

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options - Save Settings. Select Grade Scale. Click OK.
Complete directions appear on the last page of this section.
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Setting Multiple Grade Scales

Step 1. Choose a new Grade Scale number from the drop-down menu.

Step 2: Type the new Grade in the Grade box — type the Minimum Average in Cutoff text box.

Step 3: Click Make Change.

Step 4: Continue adding grades and minimum scores to correspond to your Grade Scale. When
finished, click OK.

text box | /

Set Grading Scale for Final Averages

x|

3 - Imclution Grade Scale = Change Scale Hame |
Drop-down . 1 - Sehoal Grads Scale
menu for AT Mumbsr | % of Class Cutoff
Grade Scale Scale Numbei 4 text box
Scale Numbes 5
Group Scale Humbes E
Scale Numbers 7
Scale Mumber 8 i
Make
Grade Change
Button

Grade™ | Cutoff- |00 Make change

Tao change e curnent tcale chck on any grade and enber the ees
giaile name of the lwesl scom wkech recenves thal giaile

To replace the currend scale, click on one of these butions.
Stamidaid AR LD F witho 0 I Srandard A B CDF with /-

Chear Gradeng Scale

o OF | xcmﬂl ?H:b|

for all of your files, you must save the settings.
Click Options - Save Settings. Select Grade Scale. Click OK.
Complete directions appear on the last page of this section.

Note: For these settings to be used globally for all teachers or for use
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Numeric Grades

If your school uses Numeric grades only and does not record letter (A, B, C) or word (EXCELLENT,
etc.) grades for your students’ end of grading period averages, you may want to choose the USE
NUMERIC GRADES INSTEAD OF GRADE SCALE option.

To Set Numeric Grades:
Step 1: Click Grading - Grading Preferences.

Step 2: Click in the box in front of Use Numeric Grades instead of Grade Scale.
Step 3: Click OK.

rl.'.l.ﬂ:IH[Jlr-lmlrlu _‘ When you use Numeric grades, a
rounded numeric grade will appear in
the Grade column next to the
calculated average at the far right
of the gradebook.

# Nipe Mumeey Gredey seinad of e Grale

Fevminge Trim Diades Te Cabalddn el fosdes

in Grsdubaost Semabbe. " ndcatan
T Teim

Bopsiaign] b efras
T Sy
Frod ioesbibas
Figrmabood rooies
el el S e —
ble ars 75

Slaralssd Dl TE ]

Caruisls Samain fuldedsh

Numeric Grades Selected

Vo] Rema| 2 o

To switch back to a letter grade
scale, uncheck Numeric grades.
Letter grades will be assigned
based on available Grade Scale.

Letter Grades Selected
I

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options = Save Settings. Select Grading Preferences. Click OK.
Complete directions appear on the last page of this section.
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Setting Grading Symbols

Grading Symbols, such as letters, symbols or words can be entered as test/assignment scores. You
will set the value of each symbol for GradeQuick to use to calculate averages. This value is the
percentage of the total points for the assignment that the student will receive.

To Change Grading Symbols:

Step 1: Click Grading - Set Grading Symbols. The Set Grading Symbol dialog box will appear.
Step 2: Scroll down to “Undefined” and highlight.

Step 3: Click in the Symbol text box. Type the symbol.
Step 4: In the Value text box, type the value you want to assign to the symbol - Click Change Now.

Step 5. Continue to change any other Grade Symbol and its value to fit your needs. When finished,
click the OK button.

|Set Grading Symbols %

Holding the
Control Key
down and
pressing the
C key
creates a

Check-mark.

Spmbal  Walus

0 o= T0.00% a
o = 50.00%
Pazs = B5.00% J

Fazl = 50.00%

~4:+ = 10%, 00%
y = 100.00%
- = 75.00%

Uaefined  Rd

Symbal: |:.J:
N et L

Uz thes dealog o changs of define

x|

spmbialz which you want ho enlie
az fludent zocores.
Ir addition bo the sypmbola on this
charl, pou may always uze theaes
finesd spmbsola:
ML = 0 [no ciadi)
® = pxempt
™ = punmpl 0d 0% [bogol

Create up to 20
different
Grading Symbols.
Symbols such as
A, B, + -, are
just a few
examples.

o 0K 7 Hep

Create an exempt symbol by
entering the new symbol and
enterinn an X far the valiie

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options - Save Settings. Select Grade Symbols. Click OK.

Complete directions appear on the last page of this section.
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Setting Score Footnotes

Score Footnotes allow you to add meaningful symbols (defined by you or your administration) to

specific scores in your gradebook.

To Set Up Score Footnotes:

Step 1:
Step 2:

Step 3:
Step 4:

Click Grading - Set Score Footnotes. The Scores Footnotes dialog box appears.

Select a code from the drop-down menu. Available codes are letters of the alphabet and
numbers zero through nine. A total of 10 codes may be created.

Click the Meaning box — Type the meaning of the code.
Click Change. Continue adding or modifying other score footnotes. When finished, click

Score Footnotes

X

Select a code fram the drop-down below, and enter a
meaning. To change an existing code, highlight the
code befare changing the code anddar meaning. When
waou are finizhed, click Change.

'ou can enter up to 10 footnotes.

Code Meaning

| = Late
m = Modified

Code I | . I Ehangekj Delete |

Meaning IHEdd

W OF x Cancel

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options - Save Settings. Select Score Footnotes. Click OK.
Complete directions appear on the last page of this section.
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Setting Up Student Information

GradeQuick provides a place for you to track information on each of your students. This information
is then available to print on reports, to use for selection criteria, to display on the spreadsheet or to

export.

To Add a New Student Data Field:

Step 1:

toolbar. The Edit Student Information dialog box will appear.

Step 2:
Step 3:

Choose one of the Add field options at the bottom of the dialog box.
Type the name of your new field. Press Enter. Click Yes — on the warning dialog box.

Continue the same procedure to add as many fields as you would like.

Step 4: Click OK to return to spreadsheet.

Click Edit = Student Information or click the Edit Student Information button on the

Note: Teachers in schools using a custom interface will find that if you try to remove certain data

fields that they return, when you reopen your file. This is because some data fields, which are

important in the exchange of data between GradeQuick and your school's administrative system,

cannot be removed.

Edit Student Informatic

Fiald Name [InFunhlim

i
Apthaity H
Bk s
Lilnza
Shudent Phone
Sirtraday
Guardlan last names

Guardian fitgd rams

d (1] 9

Bl

fukd Moy Finde At End ]

firkd Hlesw Findd At Cuscy ]

Db Fiekd At Cursor ]

x|

? |

Edit Student Informatior

Ed

Fiskd Hame ||rlf:|rlrm'iun

Enoume work phore

Homeeroom teacher
Homeroom
EEeake

Textnak mumbsr

“ I:Il'.I

[=]
e |

AuUF ﬂ

? |

™ adNewFesaErd | Add mrmm\>
N— —_—
——

Dieleis Freld A Cureon T‘<

Note: For these settings to be used globally for all teachers or for use for all
of your files, you must save the settings.

Click Options - Save Settings. Select Student Date Field Names. Click OK.
Complete directions appear on the last page of this section.

Click buttons
to add a new
Student
Data Field.
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Setting Up Class Information

GradeQuick provides a place for you to track information on each of your gradebooks, classes, or
files. This information is then available to print on reports, to use for selection criteria, or to display on

the spreadsheet.

To Add a New Class Data Field:

Step 1: Click Edit - Class Information. The Edit Class Information dialog box will appear.
Step 2: Click one of the add field options at the bottom of the dialog box.

Step 3: Type the name of your new field. Press Enter. Click Yes — on the warning dialog box.
Continue the same procedure to add as many fields as you would like.

Step 4: Click OK to return to the spreadsheet.

system, cannot be removed.

Note: Teachers in schools using a custom interface will find that if you try to remove certain
data fields that they return when you reopen your file. This is because some data fields, which
are important in the exchange of data between GradeQuick and your school’'s administrative

Erdar Irdvarnsiion Pardsrag To Yo e

Fieki Mawe: Inkormaiion a
S —
Cipasres &

Sachon#

Teacher Hams

Paricd
ET T
I'sacher Lods
=
# oK ? Hel

#ickd izt ID |

Eugie] ey Fesidl il Bl Euci] ey Fsbd a8 Cuarsna |

[edede: Fosic Al Cunoid |

Edit Class Informaticn x|

Edit Class Information

Eriar Irdvarnsiion Padering Ta"voew Clas

x|

Fiekd Nawe |If'hmu|i:-n

=]

GPA Credis
Echocl 1B
en

Rapan D
Term Code

Cpedinng Pariod

Isachers Ermmil

v o ?

Click buttons
to add a new
Class Data
Field.

D

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options - Save Settings. Select Class Field Names. Click OK.
Complete directions appear on the last page of this section.
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Setting Up Attendance Dates

GradeQuick’s attendance features provide valuable record management and information for reports
for individual teachers and school.

To Set the First Day of Class:

Step 1: Click Edit - Attendance > Set First Day of Class.

Step 2: Today's date will be displayed in the window. Clicking the drop-down arrow will display a
calendar. Scroll through the calendar to select the first day of class. Click OK.

St Aiendamce Start Date

Entes the d e an which afendance raconds showld Begin
| Bzzzn06 -

[ Dy Wi ared AllEinodn Allendinde 5 ety Morning and Afternoon

attendance should be
wWairng Ay changet mada n e dalsg sl dalais

B e e used only after
checking with your
7 Ok | X Carseal technology coordinator.
Edit Term Dates E|

Hﬂl:l; enber the |lu|:'lE|:-d:ulElu ua:;ru_m i pour
dute pickat. R iy Step 3: The Edit Term Dates window will

appear. (A Term is any marking
period or grading interval within the
overall semester or year, such as

T Hurmbes Skt Dt A quarters, six-week periods or

T #1 R/ 2206 trimesters.)

Tem ®2 AL Step 4: Enter beginning start dates for each
term. Click OK.

Tem 3 15307

e #4 menr

Tesmn 85

Tem 85

T BF et

/r.nh ? Help |

i
L

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options = Save Settings. Select Attendance Start Dates. Click
OK.

Complete directions appear on the last page of this section.
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Setting Attendance Codes

Step 1: Click Edit - Attendance - Set Absence/Tardy Codes.

Step 2: The Attendance Code window appears. Click a blank under Tardy Codes or Absent
Codes.

Step 3: Click the Code box — Type your code (up to 4 characters).
Step 4: Click the Meaning box — Type the meaning of the code.

Step 5: Check the box for Not Counted, if this code represents that students are out of class
because of school activities or assignments. Click Change. Continue modifying other
attendance codes and tardy codes. When finished, click OK.

Attendance Codes X |
Code Meaning Mot Counted
T = Tardy ..;l
T = Excused Tardy
hbh=zent Codes |
Students that 1 = hhsent
receive an Absent E = Excused Abhsent

or Tardy Code A - |

designated, as Not

Counted will not Code: |5H Changs
have that day

counted as an

absence within Meaning: IS-::hqu Related

GradeQuick.

[v Code not counted in Attendance Totals!

\/ 0k, ? Help | x Cancel

Caution: Schools exporting attendance should check to
be sure their administrative software is able to handle
any codes entered.

Note: For these settings to be used globally for all teachers or for use
for all of your files, you must save the settings.

Click Options - Save Settings. Select Attendance Codes. Click OK.
Complete directions appear on the last page of this section.
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Vacation Calendar Wizard

The Edit Vacation File allows you to manage vacation and non-school days.

To Set Up the Vacation Calendar:

Step 1. Click Edit - Attendance - Edit Vacation File. The Edit Vacation File dialog box
appears.

Step 2: Click an empty row to add a date. Select the date from the calendar. Click OK. If the end
date is different, click the End Date and select it from the calendar. Click OK.

r

Edit Vacation File

Click on the datesz that you deszire to edit,
or on an empty row to enter additional dates.

Start Date End [ ate
03/04/08 09/04/08
11,/22/06 11/24/08
12/18/06 01403407

DELETE

o OK X Cancel

Step 3: To remove a date, click the date and then click the Delete Button.
Step 4: Continue adding or modifying the vacation dates. When finished, click OK.
Step 5: Confirm setting vacation dates for all new files by clicking OK.
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Saving Settings
Saving your settings will allow you to use your customizations for all your future gradebook files.

Customizing and saving your settings prior to beginning your gradebooks will require to set features
once instead of setting them for each gradebook you will use.

To Save Your Settings:
Step 1. Click Options - Save Settings. The Save Settings dialog box appears.

Step 2: Select each feature you customized to use for all of your gradebooks. Click each item that
you customized so that a check mark appears before the feature. Click OK.

Save Settings T

Selaching OF il apply ol View and Oplons
Menu setlings to HEW flles. Check-mark
Isgloee amy addibional ibems o wes n HE'W
fles. [To use these items in previoushy saved
Tz, ispi Wi Gradehook 1o G Copp.]

[+ Grade Spmbals

[+ Grade Scale

[ DsckMabes

[ Ansmdlance Codes

[T Abterdance Start Dales

[T Class Field Mames
[T Skill Finlds

[v Scoe Foolmoies
[T Grading Prefersnoes
[ Weights

vV =] Xemi| 2 |
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Starting Your GradeQuick
Gradebooks

JACKSNN
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Importing Your First Gradebook File

(Use only if you are Importing Student Rosters)

To Import Student Rosters:

Cmsion |
Step 1: Click File > New. ' oo iyl ot e Pl mathy i ks s o il B st Bl conbaineg o clase
3 . 1 et 1 oo nmad Bt b o imbs Lhatr B e & chiingnisted 1 ookt e, bk o0 WES . | peu
Step 2: Click Yes on the Caution recmic] pusfer by wiart v 3 blark, page. chick WO
dialog box.
Step 3: The Choose Roster to Auto -_ Sl ﬁ

Import dialog box will appear.
Click Change to choose your teacher name from the list of teachers in your school. Select
your teacher name and click OK. A list of your classes will appear on the screen.

Choose Roster To Auto Import x|

Taacher|D: Hall Thomas Change | Note: You will either be prompted to
FHame: Hall. Thosmas choose your classes from a list or to
enter the Class 1D for each of your
Salact One From Available Class Rosters classes. Check with your school
technology coordinator for information
on entering your Class ID.

000 27 BIDLOt
L2000 21 BIOLOGY
&2100_ 275 BIDLOGY L@
L0020 BIDLDGY L&8
L5003 AP BOLOGY LG
LEREDD 4 AP BENLOGY
S0 US AP BOLOGY
D0 T AP ENLOGY L&E
SO0 M AP ESOLOGY LAB
o OF % Corcel |

Step 4: Click a class and click OK. A Warning dialog will appear, advising you of how many
students have been added to your roster. (This message shows anytime you open this file
if new students have been added or students have been dropped.)

i

& 27 students have been added.

Step 5: Click OK. Your class will appear.
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Creating Your First Gradebook File

(Use ONLY if you are not Importing Student Rosters)

Now that you have customized GradeQuick, you are ready to begin your first gradebook file by
entering student names and IDs.

To Enter Student Names: (If you are not importing rosters)
Step 1: Click File > New. The cell next to the 1 is highlighted.

Step 2: Type your first student’s name in the space. Type the name the way you want to see it —
last name first, or first name first.

Step 3: Press Enter. Continue adding student names. Press the Enter or the Down Arrow key
after entering each student. Column width adjusts to largest entry.

8 GradeQuick - UN]

File Edit “iew Graph

Liate Enter Student’s
. » Fossibl Name

LI- /

- |

=

To Enter Student IDs: (If you are not importing rosters)

Step 1: Click the cell next to name and type your first student’s ID humber.

Step 2: Press Enter. Continue adding student IDs. Press the Enter or the Down Arrow key after
entering each student. Column width adjusts to the widest number.

Fike Bt View Gragh

E*ﬂg

DS 3 o HE'I

Enter Student's ID
number
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Saving Files

After you have either imported your student names for your first class or entered the student names
by typing them, you are now ready to save the file.

To Save a File:

Step 1: Click File > Save. The Save As dialog box appears.

Step 2: Click in the text box below File Name: Type the file name and DO NOT use punctuation in
the name. The extension .gbk will be added automatically. If you are not importing and
plan to use this as a model for other subjects, name it Model. Otherwise, choose an
appropriate name that will help you recognize this file by its name.

2|x

I o=

pIoETiahle. obk Folder where files are stored.
S mytemplate gbk

Name of file to be saved.

3

My Hirtworh B

Fibe repma

Saee 2 hpee

Step 3: Click Save. The file you just created is now saved. Continue creating a class file/gradebook
file for every class that you teach either through importing your class files or by manually
entering your student names.

Note: After all of your files are created and saved, you should not use File — Save As to save your
data files to disks if GradeQuick prompts you to enter your user name. Please refer to the File
Management section found in this document for the correct procedure for taking files home on disk.
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Making Copies of the Same Roster

(Use only if you are not importing rosters)

To make several class files from the same set of students:

Step 1: Once you have entered your student names you are ready to set up your model class file.

Save the file, you just created with the name Model. Click File > Save As. Enter the file

name Model. Click Save.

Step 2: Repeat the above step, but this time type a new name (math, spelling, period1l, etc.)

Step 3: Repeat the above step for each subject you teach, giving the file a name for each class.
Then add the subject-specific information, such as test scores and class information, to
each file. Be sure to complete the Class Information area for each class file.

N socialshudies.gbk

= languagearts .gbk

Saved files

= math.gbk ¢
= model.gbk

nd.gb

File name: Isciencd ghk

Save I

Save az type: IGradehanks [*.gbk]

;I Cancel |
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Entering Student Information

Student Information is the place to keep personal data about all of your students. You can print the
data or even use it as selection criteria. Once the Student Data Fields have been created you will
need to enter the information for each student.

To Enter Student Information:

Step 1: Click Edit - Student Information or click Student Information on the BigToolbar.
Step 2: To enter data, click in the empty Student Information cell to the right of a Field Name.
Step 3: Enter student data.

Step 4: Click Next Student to move to the next student on the list.

11k bosant o =

fulm Laile
okl Manw |l-i:--nh- Ii'
B=yiry marbos
= el o D B
“hrr e dabr
Aoy b Lovias
=ipaw
Eoichamy |
3 |
v =
| T
ol Mo F s A [l | l.ﬂr-h-l-'nlﬁl:,i-il
[ iy Fpied i [ prum |

Or another way to enter Student Information
Step 1: Click View - Student Information.

Step 2: Click the data field from the list or multiple data fields. Click OK. The spreadsheet displays
that data field as a column on the screen next to the ID column.

Step 3: To enter data, click in the column for that data field and type your information for the student.
Press Enter. Continue adding the student data. Press the Enter or the Down Arrow key
after each entry. Column width automatically adjusts to the widest entry.

= —— Harrs D |Britduy Fictin
[ e e e e B x| L Plirrd . . i
Sibmiip Vel e Mo Fodvbi 16 abasl Tar |
F e & aa—— by & el T Tmnt
D W ol Breriinge _Eﬂm—“ ] T [ 47
¥ ek i Illlﬂn':m-l. Passble m
Iluﬂuﬁ Harmi rd T T 1
Fireisii s | |Ader, Laske | |Imo4E2 | m
|li 7 -8 7 |Bopd ey T -
Ly 1 |[Charg e - .n{"ﬂ"' | i
| w0, I j:ml ?Enl Crpy - a, - 2 CEl
!-E‘:;F u] l !'nll.ln..Jﬂ- E : - '|'|
r Tomen. B [ ] . 0

Note: Student Information may have been downloaded when the roster was imported. This
information may also be automatically updated when new information is made available.
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Entering Student Information — Assigning
Multiple Grade Scales

To Assign a Grade Scale to a Student or Group of Students:

Step 1: Click View - Student Information.

Step 2: Click the data field on the right to select GScale. Click OK. The spreadsheet displays the
GScale column on the screen.

Mame

GEC

|

o Hame
[ 1 Wumbe
= Tntnl Points

Lummeny Inloimation

W H A
v Fmal Average

W O I :r.-mi| ?ﬂnh]

Dt Frlda b xhas:

i =]
Lpasnanio
Hiimeraam

Giaide Lewe
Caizenilip J

11 Ellosl
T2 E HNuol
13 Ellon

T4 Elios

e o |

Long Mame

Term

Categqary

Date

Possikle

ndler, Leslie

Bioved, Jerry

By default all
students are
assigned GScale
number 1.

Chang, Julia

Cohen, Jozh

Dertan, Bil

M| L

Flahetty, Sarah

JEERN R R N R ey

Step 3: To change a student to a different GScale, click in the column for that student and type the
number corresponding to the GScale that was created for this student or group of students.
Step 4: Press Enter. Continue changing the GScale for any other students that need to be

assessed based on a different GScale. Press the Enter or the Down Arrow key after each
entry.

To assign the whole class to a
different GScale, you can use the
Global Changes feature. For more
information, see the Global Changes

section in this document.

Marme I GEo
Lang Mame

Term

Categaory

Diate

Pozsible

1. | Adler, Leslie 1 1
2. |Bovd, Jerry 18 1
3. |Chang, Julia |5 |
4. |Cohen, Josh G 1
5. |Denton, Bil 14 |1
G. |Flahetty, Zarah |7 1
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Entering Class Information

The Class Information fields contain information specific to each gradebook, class or file. Information
recorded there can be printed on reports and may be used for proper importing and exporting of data.
It is not necessary to enter information in all the fields. We recommend that you enter information at
least for the following fields: Subject, Teacher Name, and School Name, if that information is not
already provided with your import.

To Enter Class Information:
Step 1: Click Edit - Class Information.

Step 2: To enter data, click in the Empty Class Information cell to the right of the Field Name.
Step 3: Enter the class data. Click OK.

"

Edit Class Information

Enter Infarmation Pertaining Ta Y'our Class

Field Mame Information

Subject Math

Teacher Mame E. Jacksan

Periad

Class ID 3600025 Information
is entered on

Source Filename rinht side

Pricrity 3

GPA Multiplier

V Ok

Add Roster (D

Add Mew Field At End | Add New Figld At Curzar |

Delete Field At Cursar |

Note: The data in the Class Information fields may have been downloaded when the roster was
imported. Teachers in schools using a custom interface should not remove any field names or
change them. Changing or deleting them may cause failure to export and import proper data.
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Using Your GradeQuick
Gradebooks

JACKSNN
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Entering Test/Assignment Information

Keeping track of student grades is the traditional use of a gradebook. Here we will guide you through
entering your first test. GradeQuick uses the word Test to refer to any assignment whether it is a
quiz, project or other graded assignment.

To Enter Test Information:

Step 1. You can add a test column in one of five ways; click Edit - Add/Del Students or Tests -
Add Tests, click to the right of the last test column, click the Add New Test icon, right click
the spreadsheet, or press F6. — (After clicking to the right of the last test column, a Quick
Tip message box will appear. Choose Yes on Quick Tips.)

Step 2: The cell for Name is highlighted — type a short name for the title of the assignment. Press
Enter or use the Down Arrow to move to the next row.

# GradeQuick - demofile.gbk

File Edit “iew Graph Grading Reports Edline  Options  Window  Help

e = 5 e o
= 0 B L 8 =
g Seating

= Student Lesson
Attendance Chart Reports Information Edit Skills Planner : i
Name field is

u

To hide toolbars,
click View =>

characters.

= = ’:i}‘ {5 > ﬁ ﬁ e il .|"-.-"iew.-'-‘«|||:!uarter$ i / limited to 8

Aug: ™ fedian: ™ High: ™

tootoer(@) youwant to |, Name 0 (- )
hide. Long Name —
Quarter 1
Category *
Date 08/29/06
Possible *
1. | Adler, Leslie 1 i
2. |Boyd, Jerry 18 **
3 Chann Iulia [ .

Step 3: The cell for Long Name is highlighted — A dialog box will appear. Type your descriptive long
name. Click OK.

Pleasi enled Bhe bang o rane

[Basic math factz 7 digi sddition
[ ok | X Concnl|
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Step 4: The cell for Term has a default of 1 for grading period 1. If you are beginning your
gradebook in a grading period other than one, you can change the term number to
correspond to the number of the grading period.

Step 5: Highlight the Category cell. Type the classification for the assignment such as homework,
quiz, or test. Press Enter. You may also want to consider entering topics or skill sets as
the category field.

LB adeljuich - demalile.ghk

Fil= Edt Wew Graph Gradng Aspods Edme Options  Windos  Heb

%1 EIHJ. -I] \ EI..JEI\.': i | @gan

Anfvdance Chiar fepoiss  Imformation B Skils HMiaresy

EEHE o 1} = PBE v i-'-';'I:Dmmﬁ 'l

Buame mait tack Zug ™ Windion * figh *
Mame 1D Facts
8 i ! — ! Category names may be up to
Long Name  Basic math f | 8 characters long.
Cuarter 1 _ You may have up to 32
Category m__-a categories in one gradebook.
Date OBZ2aMme
FPossible '
. | Adler, Leslie 1

Step 6: The Date cell is highlighted — By default, today’s date will appear. To change the date,
double click in the cell. The drop-down calendar will appear. Select the date by double

clicking on the date. The arrow buttons allow you to move through the calendar. Press
Enter to move to the next cell.

B GradeQuich - demedlleghk
e [&F 'Ssa Gk Swalng gt Dl Cpiera Winekes  fiep

LIECEL §E s S

.d.-ullu 2 ¥ 1l
i & i Shill Farygr ey 3450
Da-ﬂa & -!' S nm :pt o il [Ventiture 1|
Bar warh fyrin - Mydur T High ™
Mams (10 | Fads |
Long MHams _ | Basic math f |
Cuarter 1
LCategory . | Homework |
Date _ | T
N .. o
R s 1. [Adier, Leshe 1 |[Sun Mon Tus Wea Thu Fr
(B I i i 1 3 4 5
2. |Boyd, Jemy (18 | 5 T B 8 10 11 12
3. Chang, Jula | 15 14 15 18 17 18 19
4. | Cohen, Jash 8 J|@ 2 RLEM 35 B
5. [Denton, Bil (14 [| 7 2% @ 30
= =
E .Etf'hf'“ “'n?'“" | B Toduy: BI23(2006
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Step 7: Possible cell is highlighted — Type a number of possible points for this test. — Press Enter.

Step 8: Now you are ready to enter student scores. Simply enter a student score or grading symbol
then press Enter to enter scores or grading symbols for the next student.

Basic math, al::ﬁ-si-ngle digit Avg 77 Median: 78 H.igl';: =1a}
- ) Possible points must
The Long Name is ame Aclcl:| be entered tosnltefr
. . scores or symbols for
displayed in the Test on Name Basi-:: ma
g
Status Line. The Test g students.

Status Line also luarter 1 —
includes statistics.
ategory — Qu}z

Date 09/12/05
Weight
Possible 100
1. | Adler, Leslie 289
2. |Boyd, Jerry 87
3. | Chang, Julia 96
4. | Cohen, Josh Th
E Doamtsn Bl 7e
5. |Dentan, Bil 14 S If the score exceeds the maximum
6. |Flaherty, Sarah |7 1[}3| number of possible points, the following

warning may appear. Click Yes to
continue adding the next student’s score.
Clicking No will keep the current score.

Warning

You have entered a score that exceeds the possible points For this assignment, Continue?

Note: To turn off the warning, click Options = Preferences. Uncheck the box for Warn if Score
exceeds Possible for Test. Click OK.
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Using Score Footnhotes

To Use Score Footnotes:

If you or your administrator created Score Footnotes, you may add the Score Footnotes to specific

scores in your gradebook.

Step 1. Click a score box. Right click and choose appropriate “Add Score Footnote” from the menu

that appears.

MName 1D | Facts-1 | Facts-2 A
Long Mame Basic math f | Basic math f  Appl
Cruarter ' 1 1
Catego
Datag v :: if:{:“
pDE Sibla L::::LT::ISM Test Facts-1

1. |Adier, Leshe |1 e e ot Bttt

2. Boyd, Jerry 18 add Score Footnote: | Incomplets

3. Chang, Julia |5 e L

4. Cohen, Josh |6 X

5. Denton, Bill 14 Hide Al Ghher Sixterts

6. | Flaherty, Sarah |7 i Lropged

7. Gardner, Alex |4 i th,

8. Guth, Michael |8 el

9. Jackson, Martin |9 bl Charges
in T '._J G acdeBock To GradeBook Copy
Name ID Facts-1 Facts-2
Long Name Basic math f | Basic math f
Quarter 1 1
Category Test Test
Date 09/06/06 09/12/06
Possible 100 100

1. | Adler, Leslie 1 100 A

2. |Boyd, Jerry 18 ** 75n

3. |Chang. Julia 5 94

Student’s score will
appear with the Score
Footnote. Score
Footnotes are available
to print out on reports
along with the Score
Footnote Key.

Step 2: To remove a score footnote, click a score box. Right click and choose Remove Footnote.
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Starting New Term

GradeQuick begins each gradebook file with Term 1. Term 1 refers to your first grading period or
marking period. For schools using two terms for each semester, Term 1 and Term 2 make up the first
Semester. On the first day of a new Term, if Attendance Dates have not been set, you must change

the Term number that appears in the header of each test or assignment column to refl
marking period.

To Set a New Term:

ect the new

Step 1. Fill in the test information (Name, long name, category, etc.) in the column headers in the
usual manner until you reach the Term row.
Step 2: Change the Term number to a 2 for the start of the 2" marking period. The next time you
enter a test column, the 2 will automatically appear in the Term row.
== [ams (1D Apply | Compare | Test1: Facls-2s |
: Lang Hame Apply math | Compare w | Mathamatie  Matl Facts
: Cuarter _ 1 _ i | 1 2 A
|_a Category s Cuiz | Homework Test "
% [iate ; 1 =Ttz [ 10006 1041 7106 110706
-
| s Fossibls . 50 50 100 a
_.! .
& 1. Adler, Leslie i 45 + az
[-8 9 Basid lgesi 18 ) fal' il 2
Step 3: Continue to complete the rest of the Test Information as you have for your earlier tests. If
you are weighting terms, the term weighting dialog box will appear prompting you to enter a
weight for the new term.
Step 4: You may want to view only assignments for the current grading period. Select the drop-

down menu and select Show Term 2.

& GradeQuick - math.gbk

File Edit View Graph Gradng Peports  Eidline

S ladET o
[Tty T

s

DS ¢ & Qe d oo

GQ Administrators
can change the
terminology from
Term to Quarter or
other marking period

L name. See
Butic rnath subiecion g™ Wedian: SiteLicense Notebook
f_": Marme L for more information.
¥ & | cnio biame Barir
S O = = U = BN = owe "|
AT B kart dapzoE  Lnforvmane it ERik LFELT ' L . -
DFEFHS % Ay ol el
= = : e Gradebook
Mame [ 8] Facts-2g SubyTotal displaying only
Long Mame | Msth Facts assignment(s)
Ouarter ' 2 1 for Term 2.
Category Oz
Date 11807508
Pozsible 100 1 0% 11005
¢ ol Adler, Lestie 1 | a7 073 A| 970 A
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Starting a New Semester

If you start a new gradebook file for your second semester, be sure to replace the 1 in the Term row
with the number of the new marking period if Attendance Dates have not been set. For example, if
your second semester starts with the 3" quarter, enter a 3 in the Term row of the first test, or
assignment column.

' Name ID Facts-1
, Long Name Basic math f
' Quarter 3
, Category Test
' Date 01/09/07
} Possible 100
) 1. |Adler.Leslie |1 || INIIEGEN
| 2. |Boyd, Jerry 18 b
3 Clamime lalis = LA

Note: Itis essential to enter the correct Term number in your columns in order for the correct term
grades to calculate and export.
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Setting Up Term Weighting

This weighting system is used to equally combine term subtotals for an overall final grade. For
example, if your school averages 4 quarters equally to compute an overall final grade, you will want to
use this weighting system. Final exams can also be weighted and included in the calculation of the
final grade. If you do not weight by terms, GradeQuick will by default calculate the final grade based
on the total points possible for all assignments. Terms with different numbers of assignments or
points possible will not equally contribute to the final grade.

To Set Term Weights:

Step 1. Click Grading > Weighting. The Weighting dialog box appears.
Step 2: Click Weight Terms. Note that all the terms you have in your file will appear.
Step 3: Click one of the terms, such as Term 1 — highlight the 0.00 in the box next to Change. Type

a weight, such as 40 —

click Change.

Step 4: The highlight will move down to the next term, such as Term 2 — change the 0 to its weight,
such as 40. Click Change.

This is an example with Term
Weighting options selected. It
can be modified to meet your
needs.

Any term for which you keep
the weight at O will not be
averaged in the final grade.

ﬁ'ﬂl‘uﬂi Tems I Weight Cabsgomes
Tem i1 4. 00
Tenm 2 [T ]
@ |m nange |
N

E

[ "&feaght Tasts

Emlen bixsl wighls
-ﬁ:ﬂ"mlu

spaesdshesnt

W DOF

7 Hew

M Corcel

Step 5: Continue to change each term weight in the list from 0 to the appropriate weight. When
changes are complete, all terms should have weights in the list box. When all weights are
exactly as you want them, click OK.

Note: If you set weights for current terms now, you can enter weights for additional terms when
you add them to your file. A dialog box will pop up to remind you to weight new terms.
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Setting Up Category Weighting

Teachers who want to specify the value that each category has in computing the term or final grade
use this weighting method. If you are already weighting Terms, categories are weighted within each
term, and then term weights are applied to calculate the final average.

To Set Category Weights:

Step 1: Click Grading > Weighting. The Weighting dialog box appears. Click Weight Categories.

Note: If you set weights for current categories now, you can enter weights for additional
categories when you add them to your file. A dialog box will pop up to remind you to weight
new categories.

Step 2: Note that all the categories you have in your file will appear.

Step 3: Click one of the categories, such as Test — highlight the 0.00 in the box next to Change.
Type a weight, such as 60. Click Change.

Step 4: The highlight will move down to the next category, such as Homework. Change the 0 to its
weight, such as 30 — click Change. Change the weight for each category in the list.

Step 5: When changes are complete, all categories should have weights in the list box. When all
weights are exactly as you want them, click OK.

Category Weighting options selected

Weighting x|
™ Weight Terms (Jv Weight Categories [T Weight Tests
Test 60.00 Enter test weights
Quiz 0,00 directly in the
Homework 0.00 gradebook
spreadsheet
W 0K
? Help
Change | I ( Change |3[ﬂ ) % Carcel

Note: Any category for which you
keep the weight at O will not be
averaged in the term or final grade.
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Setting Up Tests Weighting

Teachers who want to specify the value that each test/assignment has in computing the term or final
grade use this weighting method. If you are already weighting Terms, tests/assignments are
weighted within each term, and then term weights are applied to calculate the final average.

To Set Test Weights:

Step 1: Click Grading - Weighting. The Weighting dialog box appears. Click Weight Tests.
Caution message appears advising you to enter a weight for all test/assignments. Click
Yes.

3

ﬂ If ot salect this option, you MUST enter welahls for every aesionment
Calumn, OF &sa sajols grack distortions may ocour, Are wou sure thal you
wish o salect this mode?

Yos | o

Step 2: Click OK to close the Weighting dialog box. The Weighting dialog box closes and you
return to the gradebook spreadsheet and a new row appears in the Test Description area.
The possible point value is duplicated in the Weight row for all current tests/assignments.

[Mame [0} Facts Facts-1 Facts-2 Apply By
Leng Mame Basic math f | Basic math f | Basic math f | Apply math
Cruarter | i 1 1

Category Homework Tast Tast T

Date L L I LA :
( 100 100 100 50
Foss 100 100 100 =

1 Grllar | gshia 1 ag 1 0 1000 A5 g7

Weight Tests options selected

Step 3: Enter a weight for each test/assignment by typing the value for each assignment. Any
assignment with a zero weight will NOT be averaged into the Term/Final average.

' Mame 1D Facts Facts-1 Facts-2 Apply

: Long Mame Basic math f | Basic math f | Basic math f  Apply math

: Quarter 1 1 _ 1 1

y Category Homework Test Test Chuiz
 Date ' —0STZSI0G | USIOGIE | UHW
b Weight < 1 D 2 |

: Paossible 100 100 100 __ 5|
P 1 Loller | aslia 1 ag 100 100 A5
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Entering Attendance

GradeQuick allows you to track student attendance. This information displays on printed reports and
is exported. The Attendance Chart will allow you to display individual student totals and daily
attendance totals.

To Record Attendance:

Step 1. Click Edit - Attendance — Attendance Chart or click Attendance icon on the BigToolbar.
Step 2: The Attendance Chart appears for the current week.

Attendance Week

& ajjendance Charl

Pl ¥i=a Wascsbion
Pfiendance for The YWeek Stadtig 091706 )4 4 — # Iv! = l| m |
Mame S Mo [Tue  |wed  [Tw e |54l Click here toviewa
| different attendance
Cap 17 Sep 18 Sep 18 Cap 200 Sep Sap 22 g
| week
1 dder, | eshn “ :".]
Fieeeni
2 | B Jery & T i I
T
3 Chang, Juks &
| [ T 5
- FT
| ATHL
0 L D |
B | Frahey, Saiah | Note: Right clicking on
| Emdner. Ak a stqdents seat in th_e
seating chart, when in
B | Guth. Miches! | the attendance mode
8 |Jackson, Maten may also enter
] BT attendance.

Step 3: Choose the student that is absent. Click in the cell for the date. A drop-down menu
appears. Scroll to find the appropriate code.

Step 4. When finished click File - Exit Attendance.

Note: After you have recorded your attendance, you can send your daily attendance to the office.
From the Attendance Chart or seating chart, select File — Send Attendance. The current date
appears. Click OK. (Select the Students for whom you want to send attendance information.
Unless you select specific student(s), all attendance will be exported.) Click OK. Click OK again.
Export completion is confirmed. Check with your Technology Coordinator to see if Attendance
Export is available to you.
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Changing the Attendance Chart View

To Change the View of the Attendance Chart:

Step 1: From the Attendance Chart click View - Options.

Step 2: Click the Subtotals tab. You may choose to view no totals, year totals, or term totals. Next,
choose the attendance totals to show — tardies, absences, or both. Click OK.

il i
S byt are R T
T
I ik
1™ Cowist T [l
Clern gy Tpbisigh Ta T
Vi [l Adoppem
Tt Fin Tl
Individual student
|"“II e ] o | ? iati | attendance totals
il |
Fie Wiaw Vacation
endance (or The Wesk Sating 191006 |4 M == /\
ikt | = SIQ _ N
Harme Sun o T Taied Thu = Gt /4:l-d Tuld\
Sep 10 Sep 11 e 12 San 13 Sep 14 Bep 15 EapEE/ Ahsences Tuii\
1 [, Lok N = / 1 1 \
2 | Boyd, ey 1 I i 2
3 | Chang Juda A 1 0
Ll Ciabwer, Johy 1 |
5 | Denton, @8 | o o
& ||Flshery, Garsh 1 4 ]
¥ | Gandnes, Alex a 0
8 | Guh Michas | \ o 0 /
3 |Jackson Masin | \ [ 2/
| Number sbzert [0 b o 0 0 D o\ /
WMumber Tarcs [0 | o 0 0 b 0 N7
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Creating a Seating Chart

You can create several seating charts for each class gradebook.
To Create a Seating Chart:

Step 1: Click Edit > Seating Chart — or click Seating Chart on the BigToolbar. A reminder will
appear — click OK. The Arrange Seats dialog box will appear — Choose Number of Rows
— set number of rows by scrolling — Select one of the Teacher’s Seat Options. Click OK.

Aiange Seats ET

7 Chooge Msmbei Seals pel Ros

i+ Chooss Mumbar of Mo

7 AiiaEge in & Cicle

™ Arange in o SemiCicls

7 Dedaull Seiting be Cutiom Gisuspings

Choose Mumber ol Rows
4] [ | | B

Teschar's Gnal Ophons
© Peemove Teaches's Sest Fiom Chest

" PMace Teacher's Sesl al Froad ol Dlass
7 Place Teachei's Seal ln Clazs Ajangemeni

v o xl:amel|?l-leh|

Step 2: Your new seating chart appears. You can then choose Assign Seats from the Seating
Chart’'s Edit menu and GradeQuick will assign seats based on the criteria you select.

EETTEEE——— A

Premap Crlpa vpcwrles Crdpss
Note: You can “ Dnden Abpirain Gelifay
always revise the gt et
chart by clicking >
on any seat — hold frii=t
down the left Tl s k] g et ol |
mouse button — v
drag the seatto a " apin.
new location.

v‘ ™ | H‘ j— | ? froes |
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e i s e iy
) 3 ]
You can modify the f S Labve F 1
appearance of your seating P, = 17 iy i \ — T
chart by using the Options L
menu - ' ey, (e o, Dy — O

v - .
Tt M B < e e et

[ ge—— T mpm K, i L, |

S L — B P =i

Step 3: Click File » Save Chart As. Type the name of the chart, such as “Lab Groups”. Click
OK. Click File - Exit.

Giwe This Chet & Mame

Note: You can create several
seating charts for the same students.
|l ab Gisips .

(e.g., Group work, testing, partners,

IWI X 'l etc.)

Step 4: Be sure to SAVE the gradebook file after you exit the Seating Chart.
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Taking Attendance Using the Seating Chart

Step 1. Select Modes - Edit Attendance. Click OK.
Step 2: Choose the date you want to edit attendance for by using the right or left arrows. Click OK.

Choose Attendance Date

Select a date to view/set attendance for

| »| a/8/06

w oK x Cancel ? Help

Step 3: Right click a student to bring up a menu of the Absence/Tardy Codes.

i

File Edit Modes Options Help

Seating Chart Groups - Attendance for 28

Present
T - Tardy
TU - Tardy - Unexcused

155 - InSchoolSusp, E

FT - Field Trip
ATHL - Schioal Sporks
MED - Medical Excuse

Boyd,

Step 4: To return to the seating chart features, select Modes — Edit Attendance.

Note: After you have recorded your attendance, you can send your daily attendance to the office. In
the seating chart, select File -~ Send Attendance and Exit. Select the correct day. Click OK.
Select the students for whom you want to send attendance information. Click OK. Click OK again.
Export completion is confirmed.
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Using Skills in GradeQuick

The Skills feature available in GradeQuick allows you to break skills into two levels — standards and
individual measurable skills. Skills are often assessed with rubrics or marks different from the
traditional A-F or percentage-based grading scales. GradeQuick allows you to define additional
assessment scales (rubrics) for Skills than what is used in the traditional gradebook.

There are three ways to enter skills into the gradebook — manually entering them, importing from skill
files (.skf) or through a Jackson Software add-on product, Standards Builder. Contact your
Technology Coordinator for more information on what method will be available to you.

To manually enter your standards and skills, you'll start first by entering the information by layers. We
suggest that you start with creating the assessment scales that you will use to determine how skills
are graded.

Once you have entered the data in layers, you'll be able to use them to assess students, link to
lesson plans, and associate them to assignment scores.

After skills are entered into the gradebook, the skills may be linked to lesson plans created with the
Lesson Planner available in GradeQuick.

B Staqierda and Sill
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CHOOSING STUDENT ASSESSMENT METHOD

There are two methods that you can use to assess student progress towards skills. The first method
is manually. The second is to set GradeQuick to use a statistical analysis to assess the students
based on students’ performance on related assignments. Applying a statistic requires that you assign
skills to tests. (Covered later in this section) If you prefer to manually determine your students’
performance based on observation, reviewing individual assignments personally or analyzing
individual student scores you may skip to the next topic.

To Set Assessment Statistic:
Step 1: Click the Skills icon on the BigToolbar. Click the Assessment Scales button on the Skills
toolbar.

= Standards and Skllls

Lesson Suppo reLink ; I

Planner Import Online Help Tutarial

Spreadsheet

8
Skill  Standard Delete

Step 2: The Assessment Scales window appears.

fizseszment Scaag  Skill Gradng i

Select the slatistic on which to baze skill grades Select
"Hone" I azszesmments will be enlared maneally. Dihersess
the chozen stabizbc will be colculpied iom lest scoms and a
made vl be azssgried based on assessment soale cutbodf
valsps. Asseszment scale cubd] values can be el undes
the Assrazment Scales tah

" Hiome " Miode of Test Scores

o Average ol Tesl Seme: | Power Law Formuda

™ High Test Scone " Lasi Test Score

7 Mudian ol Tesl Scoesz 7 Categoy Suldolal
L 7 tiek

Step 3: Select your preferred method for analyzing student scores to measure student progress
towards skills. Click OK.
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DEFINING A SKILL ASSESSMENT SCALE

Typically, skills are often assigned marks different from the traditional grading scales. Defining those
in your gradebook will allow you to assess your students with your defined assessment scale.

To Add Skill Assessment Scale(s):

Step 1: Click the Skills icon on the BigToolbar. Click the Assessment Scales button on the Skills
toolbar.

Step 2: The Assessment Scales window appears. Scale 1 is highlighted; click the Edit Selected
scale button. The Edit Assessment Scale Dialog window opens.

-
& Assessment Scales

Azseszment Scales | Skill Grading

Default Scale

MOME -

Add Seale | | Edit Selected scale 1

Delete Scale

Step 3: Click in the Scale Name box and enter/edit the name of the grading scale.
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Step 4: Click in the New value to add box at the bottom and type the highest value. Click the Add
button. Continue to add scale values in order from highest to lowest. If you selected
GradeQuick to use associated Test/Assignment scores to assess student progress, you will
need to enter a cutoff value.

8 Fdit Assessment Scale Dialog

| State Mandated j Default Yalue

INCNE

Scale Name: {State M andated

Cutoff Yalues

Mastery Level

Highest to Lowest -
Value. Highlight |Apprentice

any value and - |NGNE j
press one of the Novice

arrows to change Partial Mastery Level

itz position. J
=

Add Delete | oale Tine

Resztrict entry of values
to what iz entered in
the azzezment cale.

Mew value to add: ||ntr-::|du1:>ed|

Lllowe entry of values
that are not in the
azszezment scale.

Step 5: Click the drop-down arrow to select your most commonly used mark as the Default Value.
This will automatically fill in the student assessment with the selected value. (Optional)

Step 6: Click the drop-down arrow to select the Mastery Level value that indicates a student has
achieved mastery of a skill. You may also select a value for Partial Mastery Level. (Class
reports listing students that have not mastered specific skills are available in GradeQuick.)

Step 7: Click Restrict to lock the grading scale, which limits you to the choices from the scale or you
may select to allow entry of values not available in assessment scale. If you entered a
Mastery Level, you will not be able to enter any values other than those available in the
assessment scale. If you need additional Assessment Scales, continue these steps.
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Step 8: When you finish, click OK to close the Edit Assessment Scale Dialog window.
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Step 9: Select newly created Assessment Scale as Default Scale to automatically have all skills use
that scale to assess students. Click OK.

prem—

2 Kesessment Scales r?l
Agpesiment Soaks | Skill Gradirg |

Dol Scale

[MONE =

|HE"JE |

#dd Scale Edil Selecied scale |

Delete Scale

W 0K T belp
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ENTERING STANDARDS MANUALLY

GradeQuick divides Skills into a two-tier hierarchy: Standards and Skills. The first step is to create
the standards, which will then hold skills within them. If you do not need to use standards, you can
skip this step and add all of your skills under the “General” standard. To add a standard, do the
following:

To Enter a Standard:

Step 1. Click the Edit Skills icon on the BigToolbar. Begin by selecting the default standard General
in the column on the left. It will then appear on the right side under heading Standard
Name. Change the name to the name of your first standard.

# spandards and Skills

' R 1 : f— f
= I - = =-p 4L
Greceboos  Assesyment Skils L o SupptLink
&t st Sl ik [T Plainar I m et Chvtdi v Hip Tutarial
* & =
Shil  Standand  Dhelebe
Standard Hame
e
DFescriplion

€8 Standards and Skills

L] - ; 'l:g.—-.-- I
= 4 —
= e = = ?
Gradebook Assessment Skills Lesson SupparLLmk
Spreadsheet Scales Reports Planner Import Online Help Iumrlal
+ + -

Skil  Standard Delete

Whole Numbers

Standard Hame
"whaole Mumbers]

Description
T =T |

To Add additional Standards:

Step 1. Click the + Standard icon. New Standard 1 appears in left column and on right panel under
Standard Name

GradeQuick is a trademark of Jackson Software, © 2006 Jackson Software, Glencoe, lllinois, All Rights Reserved,
www.jacksonsoftware.com 07/11/06

57



i
Gradebook Assessment
Spreads!

= =

‘:——
S —
p
Skills
dles

Lesson 5 upparthk ; t
Reports Flanner Impart
+ + -
Skl

Online
Standard /Delete

Help Tutorial
Step 2: Click in the Standard Name box and enter the standard’s name. Click in the Description
box and enter a short description. Click in the Teacher Notes box and enter any extra
notes regarding the standard.
8 Standards and Skills
r li 83 Ao —. ;_'Il'-,--— 0 2
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Step 3: Continue adding standards by repeating the steps above.

& Standards and Skills

C E 5 & 9 &=
o > L i I'?
Skills Lesson SuppartLink

Spreadsheat Scales Reports Plannar Import Online Heilp Tutorial
= + =
Skil  Standard Delete
Whole Humbers
Rational Mumbers Standard Hame
Mumber Theory Geometric Aelationships

Whole Humber DOperations

Computational Fluency-Addition and Subt|
Computational Fluency-Multiplication and
Application of Computation P
Eifiiabon Description
Recognize, describe and develop |:|a|ttvE=mE
Patterns. Relations and Functions
Exprezzions, Equations and Inequalities

Geometnc Relationships

Teacher Hotes

GradeQuick is a trademark of Jackson Software, © 2006 Jackson Software, Glencoe, lllinois, All Rights Reserved,
www.jacksonsoftware.com 07/11/06

59



MANUALLY ADDING SKILLS TO A STANDARD

Skills are the measurable items that you will use to assess student progress. After you enter skills in
GradeQuick, you will be able to link them to lesson plans, tests (assignments), and assess students.

To Manually Add Skills to a Standard:

Step 1: Filter the list by selecting a standard from the list on the left. Click the Add New Skill icon (+).
Type the name in the Skill Name box.
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Step 2: The Description and Teachers Notes boxes allow you to enter a more complete description
and additional notes that you would like to include with the skKill.

Step 3: Select the Assessment Scale by clicking the drop-down arrow to change from the Default
scale to another scale.
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Step 4: Follow the above steps for each skill.
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Note: During the year as you complete instruction on the various skills, you can click the box to
indicate that you completed instruction. All completed skills are indicated in the list with a
red check-mark. To enter the Date Instruction Completed, click the Date Completed
drop-down arrow to select the date on the calendar. Double-click in the Time Spent box
and use the up and down arrows to enter the time spent on the skill.
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IMPORTING SKILLS

Your GradeQuick manager may create skill import files eliminating the need for you to manually enter
all of your skills. GradeQuick managers will find detailed instructions for building these files in their

SiteLicense Notebook.

Step 1: Click the Edit Skills icon on the BigToolbar. Click the Import button on the Skills toolbar.

&2 Standards and Skills
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Spreadsheel  Scales Reports Plannar Import Online Help Tutorial
S —
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Skil  Standard  Delete

Step 2: Inthe Import Field Names box, choose the .skf file to import. (Your computer coordinator

may need to tell you where to find the file, as well as, the name of the file.) Click Open.
The skills will appear in the Edit Skills Information dialog box.
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Manually Entering Student Assessment

G

rades

Use this method if you will be manually entering assessments, (i.e., you have chosen None as the

met

Step 1. Click the Skills Assessment icon on the BigToolbar. Select the skill that you wish to assess

hod for grading skills).

your students. Select the Student Assessment tab.
Step 2: The cursor appears to the right of the first student. Type the skill grade or assessment for

the student or choose the grade or assessment value from the drop-down menu. Pressing

the Enter key will move the cursor down to the next student. If a default value has been
set for a skill, each student will initially have that grade in that skill.
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To enter the same score, regardless of
the default value, for a particular
marking period, right click and choose
Fill Current Column. Select the value
from the drop down menu. Click OK.
Click Yes to Confirm.
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AUTOMATICALLY ASSIGNING SKILL ASSESSMENT GRADES

Use this methodology to assign skill grades based on a statistic. Prior to using this method, you must
first set the statistic to base the assessment with the Assessment Scales. Once you have chosen the

statistic of your choice, you are able to associate a skill or skills with an assignment to calculate your
students’ skill assessment grades.

To Attach Skills to Tests/Assignments in the Spreadsheet:

Step 1. Locate the test column in your grade book and right-click.

ac radeluick - Bemofile.ghlk

Fie Edt Viem Graph Grading Feports Ddice Options  Window #elp

i g Thileid LS e - i -ui':l'll: :,
Alfpndani# hart Bl rin Infrmasdbam  Bilil GE s PFlarner HEm EiHi= Fetiine Llnlirs

NEEH& ¢ 3% O 22 d [VenaiGuae =

Eanie i Taem sibrartion 2 Asg 7B Madun B4 Hgh w00

Mame | Fﬂﬂ-": | Warrlea: oy
Lang Mame | Basic math f Basic matt g snderns.
Quarter 1 1 A TN

st Test (baft of cumrent besty

Category | Test  Test BT
Crate 091 2/05 09/21/05 J

Possible 100 | 100
=1. [Adler, Leslie | 100 | X st
=2, |Boyd, Jemy | . T Delets Test Facis2
i Zap Current Cobamn
3, _Chang. Julia | 94 1 a7 Fll Ciavird Cobinn
4. Cohen, Josh 100 100 Gshobal Thanges
E | Nantan Bi ' an [ 51 Gradesiok To GradeBook Copy

Step 2: Select Attach Skills to Test (test name) from the menu.
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&% Attach Skills to Test

Check the skills wou wish to attach to the test Facts-2.

|
|
‘Whole Numbers i ‘
L1141 Recoghize equivalent representations for the game whole number and generate ‘
Bd1.4.2 Uze the place walue structure of the baze ten number system and be able tore... '
B 1.4.3 Use mathematical language and symbolz to compare and arder any whale fum. . !
Hational Numbers |
L1 1.4.4 \wirite a fraction to name part of a whale, part of a zet, a lacation an a nurmber ..
B 1. 45 Utilize rodelz, benchrmarks, and equivalent forms to recognize that the size of & ‘
L1146 Use the place walue structure af the baze ten number system and be able tore. . |
[ 1.4.7 white an equiralent decimal far a given fraction relating to money ‘
[ 1.4.8 rite a fraction that is equiralent ta a given fraction with the uze of modelz
Mumber Theory ‘
BB  azzociative and zero properties of muliplicatio.. ‘

%.4.2& Apply rumnber theary determing if any number iz even or odd
A.2b uze the terms multiple, factor, and divisible by in an appropriate contest
[]242c generate and wze divizibility rules for 2,5, and 10
[ 2 4.2d demonstrate various multiplication & divizion relationships
Wwhole Number Operations
[ 2 4.3 Use corwentional mathematical symbols bo write equations for contestual proble...
(1244 Fepresent and explain divizion as measurement and partitive divizion including .
Computational Fluency-Addition and Subtraction
Computational Fluency-Multiplication and Division
Application of Computation

& 0K X Cancel

Step 3: Click the box(es) beside the skill(s) you want to associate to this assignment.

Step 4: Click OK to save your changes. Using the scores from tests/assignments associated with
specific skills, GradeQuick will assign your students’ skill assessment grade based on the
statistic you selected in the Assessment Scale section.
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PRINTING CLASS SKILL REPORT

Once students are assessed you can look at whole class statistics to see how your students are
progressing. The Class Profile — Skills Not Mastered displays the students not mastering specific
skills. The report is a great tool for targeted pull-out remediation, retesting, or re-teaching. There are
many other skills reports and you should take the time to explore all of them including the individual
student reports.

To Print Class Skill Report:

Step 1: To print a Skills Report, click the Skills Reports icon within the Standards and Skills
section and choose from the Skills Report menu. GradeQuick includes Skills Reports that
list all standards/skills, student performance and even class performance.

13-'-"5:;'" PEET okl imsessmerts - Ekemertry Beport Cavd Shie #

e _ q
e Chiss Eviifls - Shilm ik Mastersd by

118 Wi il s 1 ol Btk il g ke Srurkak Park: - Skl Mot Mesierad

Step 2: Select Skills Mastery Reports — Class Profile — Skills Not Mastered. The report will
appear in the Print Preview. From here you can determine which students to include, what
skills to include and whether or not to print the report.

B i M i

) DEE ™= WAl ok
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Bt W patermj S Sl
—Eusaral Nankery
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Lesson Planner

GradeQuick is no longer just a gradebook. Our lesson planner feature allows you to work with your
grades and your curriculum all in one convenient location. Lesson plans may be created by day,
week or unit of study.

CREATING A LESSON PLAN

To Create a Lesson Plan:

Step 1. Click the Lesson Planner icon on the BigToolbar. The Lesson Planner window opens.
Click the Add button to begin a new lesson.

Step 2: Click in the Title box and give the lesson a name.

Step 3: Click the drop-down arrow next to Start Date to select the day from the calendar the lesson
is to begin. Click the drop-down arrow next to the End Date and select the day the lesson
or unit ends.

B | pexon Planner

Lesson Plarn

Tt |Targram

Baaic math Facts
e Code Hath R L —
Stat Date: |10 2IE = Eml Diate: |10 20006 -|

R El  ocioie zoos [
ey Mo Tue Whed Thu il G I
14 3 ¢ 5 6 7
B 8 10 11 12 13
15 16 17 18 1% W N i
.7 g?{.?-i 5 W T B !
A N :
Insbuchons Pl 7 T aday; 10/2/7006 !
- Erin T e [ Stail Date | Ed Dove | Dusston
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Step 4: Click in the Overview/Objective box and enter a summary statement or goals regarding the
lesson.

- 1 C .S 7M

"an ey ST ik
Ria Lkl PFrirdiims Prgs iy Hinfairts il Vi3 id
Lezon Flans
I Tithe: |f-:r4.r BTt
| Bt misth Racis
| Akl [l P iy — p—
Stort Date: [ 10162006 ] End Dote: |10/16/2006 )

Dhnmivnaer F (Mijeet e

T mhochacs shadsris o bangrams and alowy fem an opportundy 5o espiors thew cheraciensbicn

T pacredcie stucents vath ome ineght a3 8o how the Ssngeam peecss I lngather. and 1o smulsbe thee

|nlre:l i Jorming shapss using the Eangesm precss

-;I'-e shudenis wall use problem solving to manpolsbe Largrame snd recisale seimals rom Grandsthey
angn 5oy

Note: Right click in the text boxes for access to Cut, Copy, Paste and Spell Check.

Step 5: The Instructional Plans tab allows you to list Activities, Resources, and Materials you will
use during the plan. Click the + button to add a new item. Click the — button to delete an
item.

%] Skills | Methods of Evaluation |

N+

Activity | b aterials | A ezource Start Date | End Date | Duration
TTW [The teacher wil... 8% %17 piece of co... 10M6406  10A6/06 00 howrs 3
After the students hay... 10416406 10606 00 howrs 3
TTw! ask the student...  Set of tangrams for e... 101606 1046068 00 hours 3
TTw azk the student... 10416408 10A6/06 00 howrs 3
TTW hawve the studen. .. 10M16406  10A6/06 00 howrs 2
TTw read Grandfathe... Student-made Tangr...  Grandfather Tang'z ... 10A6/06 104164068 07 howrs 0
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Step 6: After selecting the + button the Define Instructional Plan window will appear, type in the
activity and materials. Select the Start and End Dates from the drop-down calendars.
Enter the Duration in hours and minutes. Click the drop-down arrow next to the Resource
box to select a Resource. Click OK to close the Activity/Resource window.

& Define Instructional Plan

=1

Activity

Add / Edit Resources |

TTw azk the students to get into pairz and pass &
out & set of tangram pieces to each pair. TTw =
guide the students in a zorting activity uzing the Rezource

]Grandfather Tang's Story by Ann Tompert _v_J

b aterials

Set of tangrams for each student, Construction 4

Paper, Pencil T Resource Detall

Start and end dates muszt fall within the dates of the
lezzon plan

Start D ate End Date

i 141642006 _J i 141642006 _J Resource Links
Duston [

Weh Resource Link

1EIEI hours 30 min === File Resource Link

T

e Al

o OF X Cancel |

Note: Right click in the Resource Link window to add a Web Resource or a File Resource. Type in
the URL and enter a Name for the Web Resource. Click OK. Select the file from the Open window

for a File Resource.

[efine Web Resource Link

LAL e, Linnch . 1, T

T argparec

LWk ]| X coes |
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F o
Manage Resources

X

Resource List

b ath T extbool:
Standard kultiplication T est
Grandfather Tang's Store by Ann Tompert

&dd

Edit

Delete

[
|

& 0K X Cancel |

Note: Resource List can be managed by clicking the Add/Edit Resources button to
add/edit/delete all your resources.
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Step 7: Click the Skills tab to add skills or standards this plan will address. Click the + button to add
skills. Any skills you previously defined in the Skills Editor will be available. If you are not
using the Skills Editor, this area can be ignored. Select the skills by clicking on it. Click
OK.

& finach Silis 1o Lesson Plan

Check the skils youwesh o sHach 1o this lessaon plen

Mumsbies - Concepts -
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] 'k vt e vahss
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| W OF ] X Cancel

Step 8: Click the Method of Evaluation tab to identify how you will gauge student progress through

this plan. Click the + button to add a new method of evaluation. Type the Name and
Description for your Method of Evaluation. Select a date from the drop-down calendar.
Check the box to add an Assignment column in the spreadsheet. Click OK.

Define Method of Evaluation ['5_(|

M ame

l.ﬁ.nimal T anagramsz

Dezcription

TTw check for comect completion of the varous e

shapes from Grandfather Tang's Story by evaluating

[ ate

11EI.-"'I 0/2005 -

v idd az Assigrment Calumn in Spreadshest

o COF X Cancel
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Step 9: Type in the Name and Possible Points for the test column. Choose the Date from the drop-
down calendar. Choose the Category and Term from the previously entered information
from the spreadsheet.

"

& Creaie A Mew Test Column

T et Infpsmaalion

Mame |EL»'-‘-5‘5-'-.-.-'I-:.'

Lorg Mane ||'-'A.I'i11ﬂ T angeams

Drate [1ov 22008 =

Calagoiy |I:qu j
Tem | 1 'rl
Pogsbbe: Poiets |1I'.I'.I Alach Skills |

| & OF I XK Carcel |

Step 10: Click the Attach Skills button to assign skills to the test column. Select the skills by clicking
on it. You may select to show all skills or just the skills that were added for the lesson plan.

B filach Skills o Mew Teat

Cheschk the gkills wvamesish b anach i the rers hae) AR 214;
e Tharse Tl od th ciimerd Lesson Plan I e Al Sl .'&. .
nimal Ta
(Genecal \
Mumbsi - Conoepls 1
Musmkeei - Skills
T Classwik

A3

) Usi wituakvation el il s trery ared geormilin: nodeling
The number of

skills attached to
an assignment
appears as a
footnote.

o DK X Corion
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PRINTING A LESSON PLAN

Step 1: To print a report of your lesson plan, click the Plan Preview button at the top.
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Step 2. Report appears in Print Preview. Select the Printer icon to actually print your report.
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Creating a Report Memo

GradeQuick has a simple method for keeping written messages regarding students, tests or the
whole class. Some of these memos can be printed on reports. Types of memos that are available
include: Student Memos (Note to Student and Private Memo About Student), Current Test, Private
Class Memo and Report Memo. You may also keep a QuickNotes Library of frequently used
comments to insert into the memos.

The Report Memo is a general note to all students or parents, which may appear on your reports.
For example, you could use the report memo to inform students/parents of upcoming events, future
units of study or ways to better their scores.

To Create a Report Memo:

Step 1. Click Edit ©» Memos - Edit Memos or click the Memo icon on the BigToolbar.
Edd Hewa x|

Memo e sdil:

™ Gludent Wemos

" Camend Jed Choose
" Peieabe Class Mono / type of
= :ﬂ.ﬁ"" [ memo.

Step 2: The Edit Memo dialog box appears. Select Report Memo. Click OK.
Step 3: A notepad appears. You may type any message or edit the message you have already

written. You may make use of certain word-processing functions, such as cut, copy, and
paste and spell checker.

# Report Memo _ ol x|
File Edit Options

Pagnld T eaches conleances arg schodulad lai Sepleambar 78 - 2h j
Please condack the school cdfice o set up an appoiniment bo meet with
ol chilil's laacheiz )|

=

Step 4: When you are finished typing, close the memo by either clicking File - Exit memo or
clicking the X in the upper right corner of the Report Memo notepad. You will be asked if
you want to save the changes. Click Yes.
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Creating a Note to Student

The Note to Student is the place to write any notes to a specific student or parent that you want

printed in that student’s report.

To Create a Note to Student:

Step 1: Click Edit > Memos - Edit Memos or click the Memo icon on the BigToolbar. The Edit
Memo dialog box appears. Select Student Memos. Click OK.

Step 2: A notepad appears. You may type any message or edit the message you have already
written. The left and right arrows allow you to switch to the next student, or you may use

the drop-down menu.

Select student

[dier, Leslie

ﬁ-ﬂ-—

+WE To Student =

Select student. memo type.
v 4 /
I:_ RT=TE
File Edd Opliors

M iy b0 eh
= et Mamar r'oum weork overall
I Cusent Lest good work

inpanved g Pghvale Mema Aboul Siod You - |
shoudd be very plesse with pour up thes

Step 3: When you are finished typing, close the memo by either clicking File - Exit memo or

clicking the X in the upper right corner of the window. You will be asked if you want to save

the changes. Choose Yes.

Step 4. To show a marker that you have created a note to that student, click Options -
Preferences. Check the box for Student Memos under Show markers for. Click OK.
You will notice an equal sign (=) in front of the number before the student’s name.

Select to get
markers to
show on
spreadsheet.

Equal sign indicates a
student memo has been
written for student.

100

£05946Ie
N\

M)A dler, Leslie 1 100

Boyd, Jderry 18 "

i_hang, Julia 5 94
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Student Reports

You may choose the style and content you want to include (e.g., whether or not to print missing work
lists, student ranks, etc.) If you save the report configuration, the report will appear in this layout each
time you print this report for any of your classes.

Note: Be sure that a printer has been selected and saved as a default driver on each local computer.
If one is not selected, the reports cannot be printed, customized or viewed in the Print Preview-Editor.

To Print a Student Report:

Step 1. Click Reports - Student - Single Term Only. Your student report appears in the Print
Preview-Editor. This is where you can modify your reports to contain the information and
the look you want.
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Step 2: To change the Term or marking period, use the drop-down menu at the top. The Tests,
Subtotals, Average and Final Grade will be displayed only for that Term or marking period.

GO0 S e A [Shew Gusrter ] v

Shera Uunrter 1
|5‘|EH-' Ougrier 7
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Step 3: To change the Font or Font Size, highlight the text you want to change by clicking the left
mouse button and dragging across the text. Click Options — Font. A Font dialog box will
appear. Choose a different font or change the size. Click OK.

(Foell. e
“ewTal b 3
Pragress Reparifon & IZI""' —
Termn & Y T T
- Select
Fism g e P e maie i T mdnichad b5 :
Listan Font size
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Tt D B Tee G WT Comdarn
Text
ety
I o
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'_|-l-rl Lol
L EEE =| | Sqpt
T = 85 T T_‘
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want to include or exclude from the report.

Using the menus in the Print Preview-Editor, experiment with the items you

WPrint Preview-Editnr-  Paage 1 of 1
Print Wi

Studentz Testz Optionz Yelp

S5 H

e+ > A

ready for you.

Note: Once you have created a report with items selected and fonts as you want them
to appear, be sure to save your configurations. Choose Print - Save Configuration.
The next time you choose to use this report for any of your gradebook files, it will be

Step 4: Click Tests — Select Tests and Subtotals or click Select Test icon on the toolbar. A
dialog box will appear. Here you can select and deselect tests and subtotals that you
would like to include in your report. Deselect Category Subtotals and Term Subtotals.
Click OK. You will notice that information has disappeared from the report. You can
change your mind and reselect the information to see it appear again on the report.
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Select Tests x|

hmck Bustbons:

1, Facks
2. Fackz
1. Apply
4. Compare

Sebect A | Seleet None |
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ss=} Quaater 3 Qe

mumm) [ b 2 Homesaik
me=) [Juaaber 3

Tt Columrs Al |

[Quaster Subtotals All | Minrui: |

Categoip-Daaite Sublotal A1 | Home |

o K ;q,'n:ar.:el| ?H-:h|

Use Select All or
Select None
buttons to select
or deselect whole
groups.

Step 5: The Options menu indicates with a checkmark additional items
that will appear on the report. For example, the Grade Scale is
selected by default to appear on the report. By removing the
checkmark, the Grade Scale will be removed from the report.

Step 6: Click Students - Select Students or click Select Students
icon on the toolbar. A dialog box will appear. Select the

Fariz

w P nepoi peems

v Purd grade graie
Load pechus
&b Susclend Pichure

W B e

v Eweny chuslent on nasa pags
Drawss e erweip Hise rows
Clar mivamastion

student(s) by highlighting the name(s) or print the whole class by clicking the Select All

button. Click OK.

[ Mindy et sludenis sith moong work

Sabeal by Critesa

Step 7: Click Print - Print Report. A Printing Options box will appear. Choose a Printing Option

Select None

or deselect all
students.

Use Select All or

button to select

and click OK. A printer dialog box will appear. Click OK. The report will print as you have

defined it.
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Printing Options : Ed

i Prirt Coiiant Shuskenl

i Prink Sedscied Shudents

" Prink A Sty Printing Options allows you
to choose students to print
or to print several
gradebook files at once.

Note: Selecting the feature to print several files will open a Select Multiple GradeQuick Files
window. Double-click on each file (gradebook) to include in your print job. This printing option

is especially helpful to middle and high school teachers allowing you to print reports for all of
your students from all of your gradebooks. The next window will allow you to select the students
from all classes. Review Step 6 in this procedure for more information.

Ty —

Select Multiple Grade Quick Files

Directony: |hG 'winl 1steachershcjones Go || Files ba Combine:
Erowsee I¥inl 1\teachershcjoneshfirstpe
1Winl1\teachershcjoneshisecon

Files:

[ AUTOSAVE.GEE

[ demofile.gbk

[ firstperiod.gbk,

[ fourthperiod, gbk:

B :ccond period french.gblk

[ template gbk
[ thirdperiod. gbk

£ 2|
Add to ligt --»
Dirop fram list |
Previous Selection
q,/ k. x Cancel ? Help ‘
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Blank Gradebook

If you wish to print a roster and blank grid sheets on which you can write scores at times when a
computer is unavailable, choose this option from the Reports menu. You may print a grid with your
students’ names, IDs, or data fields. There are no column headings on this report because the report
can have many uses: test scores, attendance, field trips etc.

To Print a Blank Gradebook:

Step 1: Click Reports - Spreadsheets - Blank Spreadsheet.

Step 2: Your blank gradebook report appears in the Print Preview-Editor. This is where you can
modify your report to contain the information and the look you want.

larksan Acadany of Higher Lesming

Wdnasiy, Seplamte , 3

& Caohen, Fesh

E. Jackson NLath
. : Note: To decrease the
. ol L number of columns, select
1 Bayd, Jery ia | Options, uncheck Print in
1 Chang, bim _l | 7hin Column Mode.
|

Cremton, Bil

| oW

fi  Flateriy, Saas

&

1

T  Oeidaey, Al

Fl

B Duth, Meched

9 Jackeon Marsn

i ]

Step 3: To add data fields, click Students — Student info. Click the data fields you would like
displayed on the report from the list on the right. Click OK.

Information About Each Student
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Jackeon Academy of Higher Leaming

E. Jackson

MIath

. Ader, Leshe Lionmse Tr-5h
3 Boyd, Jerry Florence  S67-9364
Blank spreadsheet report
I Chang, iy Jane g70-7463 displaying student data fields.
4. Cohe, Josh Palricia 6779373
. Drendon, Bdl Page gP0-944%

4. Flaberly, Sarih

Margaret  GF7-1038

-

Gardnier, Ale

Winlet dd7-0124

& Guth, Michas|

Cyntrm  070-0075

Step 4: To select certain students such as a reading group, click Students - Select Students.
Click Select None then select the students by highlighting the name(s). Click OK.

T
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o O

Use Select None
button to deselect
all the students in
the class.

X Concel
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Step 5: Click Print - Save Configuration if you want to use the same menu options the next time
you choose this report for any of your gradebook files.

Print  Miew Students T

Print Report
Send|Tjo ek
Frinter Setup...

& configuration

E xit Print Presigw
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Printing the Gradebook Spreadsheet

This report is a printout of the entire gradebook spreadsheet for the whole year, looking similar to the
gradebook display on your monitor. You may also find that the Single Term Only Spreadsheet useful
to see a snapshot of your class for just a single grading period.

To Print a Gradebook Spreadsheet:

Step 1: Click Reports - Spreadsheets - Gradebook Spreadsheet.

Step 2: Your gradebook spreadsheet appears in the Print Preview-Editor. This is where you can
modify your reports to contain the information and the look you want.

[ackeon Academy

Wanasy, Ortober 5, 2008

I Peqmad 3 E w198
Mathematics o
Mrs. Willams

1 Facls = Bal fredli firls
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fl Tewi-1 = [sthemater lerd . chagter |
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2. Boyd, Jamy B 100 T 33 i o 7ams C
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4 Cohan, Josh E 100 iod fod ¥ | a8 BATE A
5 Denlpn B4l 14 {00 g B 48 A BE  oos0 A

Step 3: To include tests and subtotals, click Tests — Select Tests and Subtotals or click Select
Tests icon on the toolbar. A dialog box will appear. Here you can select and deselect
tests and subtotals that you would like to include in your report.

Select Tests =

1. Facts-1
2 Facia-2
A Apply

d L
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Use Select All or Select
None to select or deselect
all tests or subtotals.
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Step 4: The Gradebook Spreadsheet’s default setting is to print in thin column mode. This reduces
the number of characters displayed in each column to 4 so you can print more columns
while still using a larger font. To print with wider columns, thus printing more information,
click Options — Print In Thin Column Mode will appear with a check mark in front of it.
Click Print In Thin Column Mode to make the columns wider.

ST ntal 5 tal
- = 1 Use wide column
work mode to display
3.'!nt renort memo i . and print both
Print grade scae i 100% average/total
¢ Baox page Ba 78.56 points and grades
¥ Draw line every 1o Fows = T for subtotals.
b * Brint names on each page -D ?2'2 a
* DPrirt Test Headers onsadh rew page -D \ 93'3 A /
¥ Syihstin e Code fumbsers for !h'nﬁ. q 970 A
Class information. . 0 888 B
N

Step 5: Click Print » Save Configuration if you want to use the new font, font size, and other menu
options the next time you choose this report for any of your gradebook files.
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Printing the Multi-file Reports (Student reports
for self-contained classrooms)

Perhaps you teach the same set of students for several subjects. Using GradeQuick’s Multi-file
Report, you will be able to print a report for every student that displays grades from many gradebook
files for different subjects. You will design your Multi-file Report before you select your students or the
gradebook files. Therefore, you will be able to view only the data from the first file.

To Print a Multi-file Report:

Step 1: Click Reports > Multi-file - One teacher - Single Term. An Information dialog box
appears. (It will describe how to create a Multi-file Report to print.) Click OK.

Step 2: The Print Preview-Editor will display the layout for only one class file for the first student.
When you print the report, information for the other classes will be added to the report in
the same design as the first file. The information in the top header (student name, etc.) will
appear only once. (Refer to previous report pages to modify your report. Be sure to Save your
configuration after customizing the report.)

Step 3: Click Print - Print Report.

g.w]fmﬂmll

Eyind To Tast File
Frinter Seoup..
Save configaalon

Eit Prrt Pasrcien
¥ E—

Step 4. The Select Multiple GradeQuick Files dialog box will appear. Select the gradebook files to
use for your report. Double click the file or select the file and click Add to List. The file will
be listed on the far right under Files to Combine. When your list is complete, click OK.

Select Multiple Grade Quick Files

Cliseaciruy
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Hromsze |

Clicking the Previous
Selection button will
display the files that
were previously
selected.
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Files |
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Selected files appear in the
list. Files will print in the
order they are selected.
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Step 5. The Select Students dialog box will appear. Select the student(s) by highlighting the
name(s) or print the whole class by clicking the Select All button — Click OK.

Step 6: The print dialog box appears. Click OK.

Note about Multi-file Report Styles: One teacher Style 1 and 2 prints out information such as
attendance, teacher name, and report memo in the header. The Multi-teacher Style 1 and 2
prints attendance, teacher name, and the report memo for every subject.
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Ending a Grading Period
In Your GradeQuick
Gradebooks

JACKSNN
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Entering Comment Codes/Conduct/Effort
Grades

Schools may be sending special grades such as comments or conduct/effort grades along with term
grades, final grades, or a combination of those grades. A School Note Library may be set up with
predetermined choices. Please consult with your school technology coordinator for more specific
details on the procedures for your school’s particular customization.

To Enter Comment Codes/Conduct/Effort Grades:
Step 1: Click View - Student Info. The Information About Each Student dialog box appears.
Step 2: Click the data field for Comment/Conduct/Effort on the right to select it. Click OK.
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L
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i » o Paiewl Mame

Tiode Scale 10 =

Step 3: To enter data, click in the column for that data field and type your information. Press Enter.
Continue adding the student data. Press Enter or the Down Arrow key after each entry.
Column width automatically adjusts to the widest entry.

Step 4: If your school has set up a School Note Library for this field, click Edit - School Note
Library. Select the appropriate Library File at the top. Highlight the information you want
inserted and click the Insert in Data Field button. The comment code will be entered in

the field. The School Note Library can be left open as you move to the next student.
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Entering Term Grades to Send to
Administrative Software

(For teachers who have not entered test scores)

Schools setting up GradeQuick in the middle of a marking period may still wish to send their grades.
Rather than entering all of the test scores in the term, enter only the term’s averages, known as Term
subtotals in GradeQuick. Before a Term subtotal column occurs in GradeQuick, at least one test, or
assignment, column must exist for that term.

To Enter Term Ending Grades:
Step 1:

Step 2:
Step 3:

Begin by importing a class roster. (File > New)
Create a new test column by clicking the add test icon or by pressing F6.

The cell for Name is highlighted — type a short name for the title of the column, which in this
case represents the whole quarter. Press Enter or use the Down Arrow to move to the
next row. You may leave the category and long name blank. You must be certain to enter
the correct Term, or marking period, number in the term row. You may need to change the
ltoa?2,or3,etc. Enter 100 in the Possible row. Enter the Term average (not term
grade) for each student.

View the Term subtotals (score that will be sent to the administrative software). Click View
- Subtotals. A Subtotals dialog box appears. Select Term — Select Average. Then
click OK. View the Subtotals at the end of each Term to be sure the correct information is
being sent to the administrative software.

Step 4:

Subtotal grades
Be sure to ID QTR1 | AubTotal\| are exported o
enter student \ administrative
average: Ie\ / software
ILAN T \ 1 / 1 .
| Category \ G
 Date AN 10/20/06
| Possible L Ba 100
AN / \
1. | Adler, Leslie 1 N [ 89 \\89.0 B
2. | Boyd, Jerry 18 | 4 98 | \9s80 A/
3 | Chana Jlulia 5 \ 93/ | 830 X
N—

Step 5: Remember that although you enter the term average in the ‘test’ column, it is the grade in
the Subtotal column that is actually sent to your administrative software. Thus, any
overwriting that you wish to do must occur in the Subtotal column for Terms and in the far

right column for Final Grades.
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Overwriting Term (Grading Period) Grades

GradeQuick’s grade scale is exact in its calculations. There are times that as a teacher you may
want to overwrite the student’s grade without having to manipulate actual student assignment scores.
Some administrative systems allow teachers to change a grade to an incomplete, no credit, etc.
Please check with your GradeQuick administrator before entering overwritten grades.

To Overwrite Term Ending Grades:

Step 1. Begin by displaying the Subtotal columns. View — Subtotals.
Step 2: Select Terms for Subtotal to Show then choose average, total points or possible points.

Click OK.
; Name 1D Compare Test-14 SubTotal |T
s Long Name Compare w | Mathematic
: Quarter 1 1 1
» Category Homework Test
: Date 10/09/06 10/17/06
s Possible 20 100 100%
L .
oKl |Adler, Leslie |1 V4 92 97.3 A
: 2. |Boyd, Jerry 18 ok 75 79.8 C
la 3. |Chang, Julia 5 Good 91 94 .2 A
] d P | 1 1 Fu L Fat P il d A
Step 3: Review students’ subtotals. The Term Subtotal column is sent to your administrative
system.

Step 4: Select cell for student whose grade you need to change. Enter new grade. The new grade
will appear in green indicating that you have overwritten the grade.

ame RN Pl S TR TN
Long Name Com| administrative  pmatic / \
Quarter software, [ / 1 \
Category Homework Test [

Date 10/09/06 10/17/06

Possible 50 100 100%

1. | Adler, Leslie 1 V4 92 | 973 NC
2. |Boyd, Jernry 18 ok /5 \?9.8 B
3. | Chang, Julia 5 Good 91 Q4.2 AX

P el T, B o g Ao U
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Creating a Special Score Column

Special Scores such as Midterm Exams, Final Exams, or Term Papers can be created so that the
special test/assignment is not associated with any Term or marking period. These scores are
included in the overall final or semester grade, but not included in the individual Term or marking
period. These scores may be weighted with term or category weighting. This allows you to
determine how this score will affect the student’s overall final grade.

To Create a Special Score Column:

Step 1: Click the ‘add new test’ icon or press F6.

Step 2. Begin entering test information. The Name, (i.e., MIDTERM, SEMEX1, etc.), must be the
exact name that is used for your school's export. Be sure to get the name from your
technology coordinator. After entering a Long Name, the next cell automatically appears
with the term number. Remove the term number by double clicking in the cell and press
Delete, then Enter. Enter Possible Points for the Special Score column. Enter the exam
score for each student.

Each student's grade for the

Tast-14 Sameax] SubTotal subTot] Special Score column will be
Mathematic displayed to the right of the
= score in the same cell.
Test -
1218106 12/19/06
100 40 40
100 100 100% 100%
22 a2 A 80 NC | 983 A
b il I: 28 B | fBA -
o ae B /971 A 8T =
899 896 e 100 A 5953 )

N

To Overwrite a Grade in the Special Score Column:

Note: For most schools, the exam grade is what is exported, Tazt-1: Samaxl
not the score. Should you need to change the grade, but want Mat] ti
to keep the exam score you will need to overwrite the grade. TR
-
Step 1: Double click in the cell to highlight it. Test i
Step 2: Press the right arrow then the spacebar. Enter the 12M11/05 12115/06
Grade for the student. 20
Step 3: Press Enter again. (The overwritten grade will 100 100
appear in the right most column and the font color
will be green.) 62 -
| e (70 )
Overwritten Special | _— 0
Score grade e o A
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Sending to Administrative Software
(Teachers)

Please consult with your school technology coordinator for more specific details on the procedures for
your school’s particular customization. You will need to go through the following general procedure
for each of your gradebook files each time you export your grades. Note: Exporting is advised only
for teachers that began their gradebooks by importing class rosters (students) to the gradebook files.

To Send the Grades:

Step 1: Open the gradebook file.

Step 2: Click File > Send. Select your administrative software or correct term from the sub-menu.
(Consult with your school technology coordinator about the menu choices specific to your
school.) The Export File Name dialog box appears. (Your export file name automatically
appears.) See figure below on the right.
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Step 3: Click OK.

Step 4: A confirmation dialog box appears. Click OK. Your grades have been sent for this
gradebook (class). Remember to go through these steps for each of your gradebook
files!

Note: You can select which students to export by clicking Select Students To Export. Click
Select None and then click the students to highlight for those you want to send grades.
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Printing a Summary of Sent Data

GradeQuick’s List Wizard allows you to print a report that displays the final averages and grades from
each marking period including Semester Exams. This will give you a hard copy of the information
that may have been sent to your Administrative Software.

To Use the List Wizard:

Step 1: Click Reports - List Wizard.

Step 2: List Wizard window opens. This window allows you to choose various data fields to
display/print on the report. Select data on left by double-clicking or by clicking the right
arrow button. When you have chosen the fields that you sent to your administrative
system, click Next.
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Step 3: The List Wizard window will now list the data that you have requested to print.

Step 4: The List Wizard window will allow you to choose different styles for your report. Click
Finish after you make your selections. The List Wizard will display in a Print Preview.
Click the Printer icon to print the list.
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Using the Advanced
Features in Your
GradeQuick Gradebooks
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Changing the Font

Step 1. Click Options = Font. A Font dialog box will appear.
Step 2: Choose a font such as Arial. Then select a smaller or larger font size. Click OK.

Font Font Size
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To save the new font for new gradebook files:

Click Options - Save Settings. Click OK. (You do not need to checkmark any of the items, if you
are just changing the font.)

Save Settings x|

Salecting OF. will apply all Yiew sand Options
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Changing Column Widths

You may also change columns widths or remove the ID column to increase the number of columns
displayed.

Step 1: Click View - Column Widths.
Step 2: Check mark the box for Thin Column Mode to display more columns.
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Sorting Students

You may arrange your student rows alphabetically, by ID number, by data field, or by their
performance on any score or overall average. The quickest way to sort your student rows is to place
your cursor in the column that you want to use in sorting, then click one of the Sort buttons on the
Standard Toolbar to sort ascending or descending.

& GradeQuick - Demofile.gbk

File Edit Wiew Graph Grading Report
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To Sort Students:

Step 1: Click View - Sort - Students.

Step 2: There are three levels of sorting available. Select one of the data fields by clicking the black
drop-down arrow, and selecting a field such as FIRST WORD IN NAME. Use this option if
you have entered the names in order, i.e., Smith, Tom or Jones, Mary P.

Step 3: Once you select a sort method, select Ascending (Ato Z, 1 to 100) or Descending (Z to A,
100 to 1).

Step 4: If you choose you may select a second sort option such as LAST WORD IN NAME. Use this
option if you have more than one student with the same last name. Select Ascending or
Descending. Click OK.
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Adding Tests to Follow Student Names

You can select whether to add new tests to the beginning, (next to the Student Name/ID), or the end
(next to the summary columns), of your gradebook. Many users find this feature makes entering
student assignment scores much easier.

Step 1: Click Options - Preferences.
Step 2: Select End or Start. Click OK.
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Sorting Tests

To Sort Tests:

Step 1: Click View - Sort - Tests.

Step 2: Choose by Name to list tests in alphabetical order. Choose by Date to list tests in
chronological order. It is important to enter the date of the test in each test column.
Choose First by Category then by Date to group the tests together by category.

Step 3: Select Ascending or Descending. Click OK.
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Dropping Low Scores

GradeQuick allows you to drop as many low scores as you wish from any category or overall, and to
restore those scores any time you like. GradeQuick drops the score that will hurt the student’s final
average the most, even when it is not the lowest absolute score or lowest percentage score.

To Drop Low Scores:

Step 1. Click Grading - Drop Low Scores. A Drop Low Scores dialog box appears (Fig. 1) — Note
that all the terms you have in your file will appear.

Step 2: Click one of them, such as Any Category. Highlight the 0 in the box next to the Change
button. Type the number of tests you want to drop for that category. Click Change.

Step 3: When changes are complete click OK.
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Step 4: To turn display of the marker on or off, click Options — Preferences. Check or Uncheck

Figure 1
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Low Scores Dropped under Show markers for: (Figure 2)

A line through the
score (marker) will
show which score is
dropped. (Figure 3)
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Using Global Changes (Entering or Changing
Many Scores at Once)

You may make changes to rows, columns or the entire spreadsheet with Global Changes.
To Make a Global Change:

Step 1: Position the cursor in the row or column if you want the change to apply to that section. If
you want the change to apply to the entire spreadsheet, it makes no difference which cell is
highlighted. Click Edit — Global Changes. Or right click the desktop and click Global
Changes from the menu.

Step 2: After you select one of the following options, you must choose to apply it to the Current
Student’s Scores, Current Column or the Whole Spreadsheet. Click OK.
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< iz : everyone a checkmark for a particular
- assignment/test.

Select FIND SCORE OR SYMBOL... AND REPLACE WITH THIS SCORE OR SYMBOL... to change
any score or symbol to another score or symbol. For example, if you wish to change all check-marks
in a certain lab assignment, or throughout the class, to the number 50. Type the number you want to
replace in the box next to FIND and the replacement number in the box next to REPLACE.

When you select ADD...TO EACH SCORE, enter the number you wish to add to each score in a row,
column or the whole spreadsheet. If you wish to subtract a number, enter it with a minus sign
preceding the number (-5).

When you select MULTIPLY EACH SCORE BY..., enter the number by which you wish to multiply. If
you wish to divide each number, you would enter a fraction in a decimal format as a multiplier, e.g., if
you wanted to divide each score in half, you would enter .5 as the number by which you multiply the
current score.

Select FILL COL/ROW WITH... if you want to enter the same score in many cells without having to
repeat it.

Select ZAP COL/ROW to remove scores in the row or column you have selected. In this way, you
can delete all scores in a selected test column while retaining the test descriptions in the header of
the column.
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Copying Information from One Gradebook to
Another

Information that you create in one file can be copied to another file using the Gradebook to
Gradebook Copy feature. You can copy these items from other files you have already created or
from files you used last term or last semester.

To Copy from One Class File to Another:

Step 1: Open both the source file and the destination file(s).
Step 2: Click Edit -~ Gradebook to Gradebook Copy or you may right click the desktop and click
Gradebook to Gradebook Copy.

Step 3: In the dialog box, select the source file you want to ‘Copy From’ and the destination file(s)
you want to ‘Copy To'. To choose more than one destination file click the first one and
SHIFT + Click the last one to include all the files in between, or CTRL + Click the individual
files to select them out of order.

Step 4: Choose the item you want to copy (‘Copy What’) from the list. Depending on the item, you
may be asked to click the manner in which you want the information treated.

Step 5: Click OK to make the copy.
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Modify a Seating Chart

To Modify a Seating Chart:

Step 1. To Add an empty seat, right click anywhere on the seating chart.

Step 2: If you want to Delete a seat, left click the seat and press the delete key. If a student occupies
the seat, you will be asked if you're sure you want to delete the seat.

Step 3: To add Pictures to the Seating Chart, click Options - Seat Labels. Check Picture on the
Seat Label dialog box. Click OK. You will be reminded to assign a picture to each student.
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Step 4: Select a student by clicking on their seat. Click Edit - Assign Picture to Student.
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Step 5: Select the file that contains the picture of the student you have selected. Repeat for each
student. The student picture files should be stored in the GQWin directory or your
computer coordinator can make them available on the network. Student pictures should be
either .bmp or .jpg files.
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Using the QuickNotes Library

The QuickNotes Library allows you to write memos that you expect to use frequently. You may select
the notes to insert as needed.

To Create QuickNotes:

Step 1: Click Edit > Memo - Edit QuickNotes Library.

Step 2: The QuickNotes Library dialog box appears. Click Create and a QuickNotes dialog box will
open to enter the QuickNotes.
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Step 3: Type in a phrase, sentence or even a paragraph that you may want to use several times.
You may make use of certain word-processing functions, such as cut, copy, and paste and
spell checker. Close the window by clicking on X in upper right corner. The note you have
entered will now appear in the QuickNotes Library list available for selection for placing in
memos. When you are finished creating QuickNotes, close the QuickNotes Library window
by clicking Done.

Step 4: Student Data Fields may be inserted into the QuickNotes. Click File — Insert Field. A list
of student data fields, and score information will appear. Select the information you want to
include in the memo. Click OK. When you are finished typing, close the QuickNotes by
either clicking File - Exit QuickNotes or clicking the X in the upper right corner of the
QuickNotes window.
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Inserting QuickNotes

To Insert QuickNotes:

Step 1. When writing a memo, click File - Insert QuickNotes from the menu bar of the Edit memo
dialog box.

Step 2: The QuickNotes Library box appears. Highlight the QuickNote you want to use and click
Insert QuickNote into Memo. The QuickNote will be entered into your memo.
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Step 3: Click Done to return to the memo.
Step 4. You may also create new QuickNotes by accessing the library in this manner.
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Students Displayed

GradeQuick allows teachers to hide students from the spreadsheet display.
To Hide all but one Student:

Step 1: Click the row for the student you want to isolate.
Step 2: Right click and choose Hide All Other Students.
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To Select a Group of Students to Display:

Step 1: Click View - Select Students.
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Step 2: Make your selections in the Select Students to View dialog box. Click OK.
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Step 3: Right click and choose Show All Students.
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To Hide Dropped Students from the Spreadsheet:

Step 1. Right click and choose Hide Dropped. Dropped students will not be visible on the

spreadsheet.
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Note: Dropped students will still be visible in the
Attendance Chart and available to Print Reports. To hide
dropped students from Attendance and Printing, click
Options = Preferences. Check the box for Hide
Dropped from Attendance, Printing.
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Preferences

Preferences allow you to set a number of options relating to the performance of GradeQuick.
To Change Preferences:

Step 1: Click Options - Preferences. The Preferences dialog box will appear.

Step 2: Click OK. The bottom three setting will be saved for all gradebooks automatically. To save
the other changes globally for all of your files, you must save the settings. Click Options =>
Save Settings. Click OK.
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When Auto Save After 5 minutes is selected, GradeQuick automatically saves your file periodically
while you are working in the program. It creates a special file called Autosave.gbk, which contains
only the data of the most recent file on which you are working.

If Automatically recalculate is selected GradeQuick will recalculate every time you enter a score.
Enter key move selection...You may set the direction of your ENTER key movement.

Add Tests To — You can choose whether GradeQuick will add new test columns to the start of the
spreadsheet (to the left of the previously entered test column) or to the end (to the right of the last
entered test column).

Select Show Markers for: to flag the item in the gradebook spreadsheet

Student Memos — displays an = sign in front of students that you have written notes.
Test Memos — Short Test Name will display in a bold font.

Low Scores Dropped — Dropped scores will have a line through them.
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Select Warn if Score exceeds Possible for Test if you want a warning to appear. Click Yes to
continue adding the next student’s score. Clicking No will keep the current score.

Select Hide Dropped From Attendance, Printing to hide dropped students from the Attendance
Chart or the Student list to print reports.

When you select Automatically open all Active Files, Active gradebooks will automatically be
opened when a teacher launches GradeQuick.
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Working with Your
GradeQuick Gradebooks
at Home
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File Management — Check-Out Procedure

The Check-Out procedure for copying files from the network to floppy disks is necessary for
Jackson’s SchoolCom modules to work properly. It guarantees data integrity when importing or
exporting for custom interfaces or when using SiteReporter. It also offers version control for the
teacher and is more convenient when copying multiple files to take home. You should not use
Windows Explorer, DOS commands, or “Save As” to copy files between school and home
computers. To Check-Out a file, it must have a Class ID.

To Check-Out Gradebook Files:

Step 1. Put a formatted disk in the floppy disk drive or choose another location or device. Close your
gradebook files.

Step 2: Click File &> File Management. Click Check-Out Files to Disk.

Step 3: The Check out active files dialog box appears. Click the file(s) from the list of files in the
left box that you want to Check-Out. Only files with a Class ID will appear on the list.

Step 4: Click the > button to Check-Out the selected file, or click the >> button to select all the files
on the list. The file name(s) will move to the Selected Files list.

Step 5: From the directory window, in the upper part of the dialog box, choose the browse button
and browse to the location you want to check your files out to such as A: Click OK.
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Note: Do not open afile from your hard drive directory if it is checked out. Use the
Check-In option to check it in first and then Open it. If you try to Open a file from your hard
drive that has been checked out, you will be warned that the file on your hard drive is an older
file than the one you checked out. (Presumably it has been updated elsewhere.) Using the
older file will override version control and use a file that is not your latest version.
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File Management — Check-In Procedure

To copy files from the network to take home, you must first ‘Check-Out’ the file. Then ‘Check-In’ the
files at home. Likewise, when you have finished working at home, you will check it out and then

check it back in to the school network.

Note: When you are finished working with your files at home, you will check-out the files from your
home computer using the procedure from the preceeding page, and then check-in files to the

network.

To Check-In Gradebook Files:

Step 1. Put the disk with checked out files in the floppy disk drive.
Step 2: Click File &> File Management. Click Check-In GBK File.

Step 3: Click Browse to locate the directory where you data is located. Such as the floppy drive A:.

Step 4: Click the file(s) from the list of selected files that you want to Check-In. Click the > button to
Check-In the selected file, or click the >> button to select all the files on the list. The file
name will move to the Selected Files list. Click OK.
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Note: Now that your file(s) are active in your working directory, you may Open a file(s) to work on it.
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Using Your GradeQuick
Gradebooks in Special
Circumstances
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File Management — Laptop Check-Out
Procedure

Checking files in and out using a laptop that is connected to your school’s network requires special
instructions. Remember that while in school your laptop functions as part of the network; once you
are at home you will not have access to the network files. Therefore, it is important that you follow
these instructions exactly to insure that you are using the correct files at home.

Note: Since the GradeQuick installation on the Network will not be available to you at home, you
must install GradeQuick on your laptop to use your GradeQuick files at home. Name the icon on your
laptop that points to the GradeQuick program that is installed directly on the laptop “GQHome”. Name
the icon on your laptop that points to the network version of GradeQuick “GQNetwork”.

To Check-Out Gradebook Files (from the Network):

Step 1: Create a directory on your laptop to store your GradeQuick files. We will call it \ggfiles for
home.

Step 2: Open GradeQuick using the “GQNetwork” icon.
Step 3: Click File - File Management. Click Check-Out Files to Disk.

Step 4: The Check out active files dialog box appears. Click the file(s) from the list of files in the
left box that you want to Check-Out. Only files with a Class ID will appear on the list.

Step 5: Click the > button to Check-Out the selected file, or click the >> button to select all the files
on the list. The file name will move to the Selected Files list.

Step 6: Click Browse, in the upper part of the dialog box to choose the directory \gdfiles for home.

Click OK.
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File Management — Laptop Check-In
Procedure

To copy files from the network to take home, you must first ‘Check-Out’ the file. Then ‘Check-In’ the
files at home. Likewise, when you have finished working at home, you will check it out and then
check it back in to the school network.

To Check-In Gradebook Files (to your Laptop):

Step 1. Open GradeQuick using the “GQHome” icon.
Step 2: Click File & File Management. Click Check-In GBK File.

Step 3: From the Check in Files dialog box choose \gdfiles for home. Your files are displayed in the
left box.

Step 4: Click the file(s) from the list of files in the left box that you want to Check-In. Click the >
button to Check-In the selected file, or click the >> button to select all the files on the list
move to the right box. The file name will move to the Selected Files list. Click OK.
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Note: Now that your file(s) are active in your working directory, you may Open a file(s) to work on it.
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Setting Up Global Term and/or Category
Weighting

In order to set up Term and/or Category Weighting for all your gradebooks you will need to create a

template gradebook file that contains the terms and/or categories you will eventually have in the
gradebooks along with their weights.

To Create the Template Gradebook:

Step 1. Click File > New. A Caution dialog box appears. Click No. (You may also choose to open
the template file that you created at the beginning of this document.)

Step 2: The cell next to the 1 is highlighted. Type ‘Student Name’ as the only student in this
gradebook. Click the cell next to name and type ‘ID#’ as that student’s ID number.

Step 3: Click the Add New Test icon or press F6. Note cell for Term has a default of 1. Highlight
the Category cell. Type the kind of assignment such as homework, quiz, test, etc. Press
Enter.

Step 4: Click Add New Test or press F6 to create a second assignment/test column. Note cell for
Term has a default of 1. Change the term number to the number of the next marking
period. Highlight the Category cell. Type the next category you want to have in your
gradebooks. Press Enter.

Step 5. Continue to add test columns to include all the terms and categories you want to set up.
Step 6: Save the gradebook with the filename ‘mytemplate.gbk’.

Mame o Q2 03 4

Long Mame

Cluarter 2 3 i

Category HW Test Quiz

Diate 11/07/06 01/09/07

Weight This gradebook was set up to have four

Passible - e L marking periods and three categories:
homework, quiz, and test.

Note: If you are going to weight by terms, you should set up your template to include an assignment
for every grading period. If you are going to weight by category, you should set up your template file
to include an assignment column for every category you will use.
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Setting Up Global Term Weighting

To Set Up Term Weighting:

Step 1. Click Grading > Weighting. The Weighting dialog box appears.
Step 2: Click Weight Terms. Note that all the terms you have in your file will appear.
Step 3: Click one of the terms, such as Term 1. Highlight the 0.00 in the box next to the Change

button — Type a weight, such as 1. Click Change.

Step 4: The highlight will move down to the next term, such as Term 2 — change the 0.00 to its

weight, such as 1. Click Change.

Step 5: Continue to change each term weight in the list from 0 to the appropriate weight. When
changes are complete, all terms should have weights in the list box. When all weights are

exactly as you want them, click OK.
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Note: Any term for which you
keep the weight at O will not be
averaged in the final grade.

Remember to save the Setting for Term
Weighting for new gradebook files.

Click Options = Save Settings. Select
Grading Preferences/Weights. Click OK.
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Setting Up Global Category Weighting

To Set Up Category Weighting:

Step 1: Click Grading = Weighting. A Weighting dialog box appears. Click Weight Categories.
Step 2: Note that all the categories you have in your file will appear.

Step 3: Click one of the categories, such as Homework. Highlight the 0.00 in the box next to
Change. Type a weight, such as 25. Click Change.

Step 4: The highlight will move down to the next category, such as Test. Change the 0.00 to its
weight, such as 50. Click Change. Change the weight for each category in the list.

Step 5: When changes are complete, all categories should have weights in the list box. When all
weights are exactly as you want them, click OK.

- | Note: Any category for which
you keep the weight at 0 will not
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Remember to save the Setting for Category
o [t Weighting for new gradebook files.

T b |
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Lt . |:""’ X Carcai Grading Preferences/Weights. Click OK.
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Using the Same Roster to Create Multiple
Class Files for Different Subjects

(Use only if you are importing a class roster file and will not be sending grades.)

Only elementary school teachers who are importing their class rosters and teach the same set of
students for different subjects should use this procedure to create multiple gradebook files from the
same roster. This method should only be used if grades will not be sent to the administration
software. Using this method will insure data integrity for school-wide reports and other Jackson

modules.
To Create Multiple Class Files for Different Subjects: (if you are importing a roster file)

Step 1. Using the saved file you have already created from importing your class roster, click Edit >
Class Information.

Step 2. The Edit Class Information dialog box appears. Click Add Roster ID. A Warning dialog
will appear. The Warning dialog instructs you to change the Class ID by adding a suffix.
Click OK. New field Roster ID appears with original Class ID displayed.

Step 3: Inthe Edit Class Information dialog box the Class ID field information cell is highlighted.
We suggest that you add the subject name that appears e.g. 1456English. Click OK.

Step 4: Click File > Save As. Enter a new name for this class file. Click OK.
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