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ProgressBook Courseware Manuals

These comprehensive training manuals provide step-by-step instruction on the use of the Progress-
Book application. Here are key features to look for in this manual.

Fragua==faak Training Level 1 UniL 2: Giade Baak Selup

2.2 Edit Class List

The Edit Iid funeton allows a teacher to ename dasseg a5Egn 3 gecific order to clas=s, or hide
them from the prade ook

S teefien moultiple Mbth cloemer, She wowdd Bfe 0 oamoe o 1migue 2o 0 aocfoiass, of
well or oroxge than by clam peiod

Term Definition

Used to ®t up eatepories of ela seoom activities swhas
homewerk, quizzes te &5 ete, a5wel astheirmark

Assignment Type

type.
Mame & Abbreviation Assigned to identify els ssactivities when creating
455 Fnment pe s
Mark Type Marksa ssigned to o gpecific 8 ssignment fype; such a

Point 5, PasaFail % ete.

Tir IF ¥od GROUP CLGSEES ANE HIDE THE [MDMVICUAL CL&SSES, vl MUST
DESELECT THE HIDE OFTION DURING REPORT CARD TIME TO ENTER MARKS

EY THE CLASEES [NDVIDUALLY,
Action Result \

1. Fromthe Teacher Home Pape, clickthe |Displagysthe ClassSetup scmen.
Edit List linkinthe Clas®sare.

above inthe Cla 55416 5 Dptonal)
columr

5. Typethe monber =aslised above in the |Displays the newrorder for the chsses

2. Typethe nawe for sachcla==asliged (Iiststhe intended newr namesHr the dasaas.\

Order column
4. Click Sawa. Sawsthe rewinformation in the gestem. \
 ProgregiBoot
U Ll A (oY) L
Fallware fnzwers, [nc, 21

Lessons provide an
explanation of various
features in the software.

Story Notes provide a scenario
to help explain the reasons
behind each exercise and relate
the use of features to realistic
situations.

New vocabulary is
introduced in clear format at
the beginning of each unit.

Tips help clarify features, how they
can be used, best practices, or where
to find more information on specific

topics.

Actions and Results are clearly
explained in chronological order.

Screen captures are included
throughout the manual to reflect
steps in the exercises.

A Quick Reference Card is provided at the end of the manual for convenience. Tear this page out of
the manual and keep it in a handy place to reference for symbols, codes, and features.
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Text Conventions

Throughout this manual, you will notice that variations of lettering styles are used to call attention to
specific text. This is done to clearly indicate standard text from specific actions or functions in the
software. For example, when you must type the text “My students”, you will see this:

Type My students.
The actual text to be typed will appear in bold and italic lettering.
For any button, link or text that the user must click or select, the text will appear in bold:
Click Grade Book.
Select Project in the Assignment Type list.
Click Save.

Story Notes appear in italic lettering and Tips appear in uppercase text and are denoted by an icon:

Jill Cline is ready to log in to ProgressBook.

Tip: USE THE HIDE COLUMN TO...

Exercises are laid out in table format with corresponding Action steps and Results to help ensure you
are getting the expected results as you move through each step.

Action Result

1. From any screen within ProgressBook, Opens a list of topics for the screen displayed.
click the Help link located in the upper
right corner.

2. Click Attendance. Expands the list to include the subtopics
under Attendance.

3.  When finished using the Online Help, Returns to the screen you were on when Help
close the window. was selected.

vi Software Answers, Inc.
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Technical Specifications

ProgressBook is best viewed on a computer using Internet Explorer version 7.0 or above with Win-
dows or Macintosh operating systems. Safari can also be used with Macintosh OSX.

)

L

TiP: THE FOLLOWING INFORMATION MAY BE HELPFUL WHEN TRYING TO ACCESS

YOUR LOCAL INTERNET SERVICE PROVIDER.

Action

Result

Sign on to your Internet Service Provider.

You will see your home page.

Minimize the screen.

Enables you to easily view another
browser.

Click on the Internet Explorer icon.

Opens Internet Explorer.

Enter the URL for your local ProgressBook
site.

Opens the ProgressBook Login screen.

Continue from this screen with the Progress-

Book login.

You will log on to ProgressBook.

Close Internet Explorer when finished using
ProgressBook.

You are now logged out of ProgressBook
and Internet Explorer.

For users whose home ISP uses a default browser other than Internet Explorer, it is best to download
a “free copy” of Internet Explorer at http://www.microsoft.com/downloads and add an icon for it on
your desktop.

(o) Tip: IF YOUR BROWSER SETTINGS PREVENT POP-UP WINDOWS FROM DISPLAYING,
YOU MAY WANT TO DISABLE THIS SETTING WHILE USING PROGRESSBOOK SO THAT
REPORT WINDOWS OPEN PROPERLY.

Software Answers, Inc. vii
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Getting Started Checklist

Login

O
O

Verify District ID, User ID, and Password
Update your Email address

Class Information

O
O
O
O

Log in and view class information for accuracy
Edit class names and order to better fit your needs
Check class rosters and verify information for accuracy

Hide withdrawn students

Set up Grade Book

OO0OO0OOOOaOo

Set up assignment types for each class

Set up weighted average calculations if desired

Select appropriate grading scale for each class

Copy lesson plans from your word processing application and paste into the Text Editor
Attach academic standards to lesson plans

Enter assignments and share with or copy to other classes as needed

If using standards-based report cards, associate each assignment with the appropriate assess-
ments

Enter Marks/Grades

O
O
O

Enter marks for assignments
Calculate averages

Enter interim or report card grades

viii
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Unit 1: Access and Navigation

Unit 1: Access and Navigation

Objectives

Upon successful completion of this unit, you will be able to:

v" Log in to ProgressBook
Navigate ProgressBook

Update your email address
Use Online Help
Log out of ProgressBook

NN N N NN

Recognize symbols on the Class Dashboard
View Student Profile information
Add Student Profile comments

Change your ProgressBook password

New Vocabulary Introduced in this Unit

Term

Definition

ProgressBook

Web-based software application from Software Answers, Inc.
that integrates grade book input, lesson plan development,
attendance input, special education, and parent access into one
system. Often, student data in ProgressBook integrates with a
student information system maintained at the district level.

Teacher Home Page

One of the two main screens within ProgressBook. This page
allows access to classes, reports, set-up, and administrative func-
tions.

Class Dashboard

One of the two main screens within ProgressBook. This page
allows access to students, assignments, classroom administra-
tion, and grade book functions.

Hover Refers to using the mouse to point to, but not actually clicking on
text, links, or icons.
Link Underlined words or phrases that allow you to navigate to a dif-

ferent location within the system.

Student Information

A separate system where student, course, schedule, and atten-

System dance information is maintained for the entire district. This sys-
tem provides data to ProgressBook.

URL Web site address.

Grade Book This refers to the Teacher Home Page. When on the Class Dash-

board screen, use the Grade Book link in the upper right corner
of the screen to return to the Teacher Home Page.

Software Answers, Inc.
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Scenario Introduction

Jill Cline is a new teacher at the Benton School District. The Benton School District has implemented
ProgressBook and encourages all teachers in the district to use this tool. Jill has never worked with
an electronic grade book application, so this is very new to her. She hears that the ProgressBook
application offers many great features that will help her throughout the school year, and she is eager
to dive in and learn!

Initially, Jill will be using ProgressBook to perform the following tasks:

v Track daily attendance, allowing the main office to easily view which students are absent or
tardy

Enter daily lunch counts for the cafeteria staff
Create and grade assignments her students will be required to complete
Automatically calculate student averages throughout grading periods

Enter Interim and Report Card grades and comments

NN

Run analytic reports to view and monitor her students’ progress

Welcome to ProgressBook

ProgressBook is a web-based software application that integrates grade book input, lesson plan devel-
opment, attendance input, special education, and parent access into one system. ProgressBook pro-
vides a user-friendly interface for teachers, school administrators, cafeteria personnel, and others to
track and maintain student information. Class and student data is automatically populated into Pro-
gressBook from the district’s student information system, eliminating the need for re-entry. Progress-
Book supports standards-based reporting which is essential in today’s education environment.

For teachers, ProgressBook acts as an electronic grade book, available in the classroom, at home, or
wherever the teacher can log in to the Internet. The features and tools within ProgressBook allow
teachers to maintain the control and flexibility of their existing grading practices in electronic format.

As with any paper-based grade book, ProgressBook must never be left open and unattended. To help
prevent unauthorized use, the program will automatically “time out” or log off after a period of inac-
tivity which is by default twenty minutes, but can be set to a longer time by the system manager. The
timer calculating this inactivity is reset only by saving data to the server, not just typing information
on the user screen. For this reason, we recommend saving data often while working in ProgressBook.

2 Software Answers, Inc.
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Teacher Home Page and Class Dashboard

There are two main screens in ProgressBook: the Teacher Home Page and the Class Dashboard. Com-
mon tasks can be performed from either screen. In the next exercise, you will learn how to log in to
ProgressBook and view the Teacher Home Page and Class Dashboard.

Grade Book| Special Senvices | Help | Logout

ﬁ{y‘ysaIMammwMN Teacher Home Page

English Gr 11: 01 Seating Chart Class Progress Report
English Gr 11: 02 Daily Attendance (HR)
Mathematics Challenge Lunch Counts Run

Period 1 Algebra Period Attendance

Period 2 Algebra
2nd Grade Math

Reading - Gr 02: 01

Setup Assignment Types
Setup Calc Methods & Weights

Setup Grading Scales

Post Homework
Post HomePage

Enter Lesson Plans
Search Lesson Plans

& Day Planner Setup Grade Book Access

Import Lessan Plan Schedules Setup Lesson Plan Sharin

Setup Groups Within Classes
Assignment Details / Assi Marks Setup Custom Options
Add a Recurring Assignment Setup Classes for Parent Access
Grade Book Grid / 5 Day View Group Classes Tagether
Standards Based Grid / Progress By Student Transfer Student Marks

Exclude Lowest Mark
Enter Report Cards / Enter Interims Update Email Address

Change Your Password

Student Information

Grade Book | Special Services | Help | Logout
Class Dashboard
Grading
[ Clazatoom AdRRTStFAtioR | ((ASHGRNENE)) Float Assign. | Lessons
H vk, Jennifer Seating Chart Lunch Counts 10/28 QZ Chapter 142 QuizT 1
Nader, Adelaide [ 1 Daily Attendance by Seating Chart 10/27 ExCr Chapter 2 Extra Credit W
[Nadig. Cheridan g Period Attendance by Seating Chart 10/21 QZ  Chapter 2 Quiz
B g Post Homework Post HomePage 1013 HW  Chapter 2 Worksheet w
Eﬁigﬁﬁl 7 1 View Parent/Student Access Web Site 10/7  HW  Page 110 - odd problems "
Retherford. Jonathon [# SEURREVY M
Revall Daniel # Add a New Lesson Search for Lessons /23 QZ  Chapter 1 Quiz
Reyes. Jacgueling P4 5 Day Planner Import Schedule 9/9 HW  Page 101 - odd problems
Robinson. Megan & 1 /22 TPT test
Ryland Micole [# Grade Book Grid 5 Day View
Sauer. Saher W [z Add an Assignment Recurring Assign.
M Py Enter Report Cards Enter Interims
Schlessinger. Kevin [#
Scina,_Jessica L Assignment Types Grading Scales
Shannon. Brett [# 1
Sicari. Ryan P4 Calc Methods & Weights
Sladik_Jillian [# Calculate Averages
Slates. Tiffany 24 _
Smerdel. Brian [z Setup Grade Book Access
Setup Groups within Classes
Transfer Student Marks
Exclude Lowest Mark
Upaate Roster = |_ Add an Assianment s
Class Progress Report v

Software Answers, Inc. 3
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1.1 Log in to ProgressBook

When logging in to the ProgressBook system, you must provide the Web site address (URL), District
ID, User ID, and initial password you received from the ProgressBook system manager for your school
building.

For training purposes, use the ID and password provided by your instructor.

& Jill Cline is ready to log in to the ProgressBook application for the first time and familiarize
herself with the initial screens.

Action Result
1. Type training in the District ID field. |Provides the code for your district to the sys-
tem.
2. Type the User ID provided by your Provides your personal ID to the system.
instructor (for example, “teacher8”) in the
User ID field.
3. Type training in the Password field. Provides the system with a level of security for
your personal login.
4. Click Login. Displays the Teacher Home Page.

ogressBs
by Software Answers, Inc Login
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Navigating ProgressBook

The Teacher Home Page is the first screen that appears when you log in to ProgressBook. The first
column on the left side of the screen displays the classes assigned to the teacher. The middle column,
provides access to recording attendance and lunch counts; creating classroom home pages and lesson
plans; creating and viewing assignment information; entering grades and viewing student informa-
tion. The right column provides access to the Reports, Average Calc Setup and Administration sec-
tions.

Grade Book | Special Services | Help | Logout

ogressB
by Soltware Answers, Inc

Welcome Teacherd

Teacher Home Page

English Gr 11: 01
English Gr 11: 02
Math - Gr 02: 01
Reading - Gr 02: 01

Lunch Counts
Period Attendance

Post Homework
Post HomePage

Classes Edit List Features Reports
Algebra 2: 01 Seating Chart Class Progress Report 3
Algebra 2: 02 Daily Attendance (HR)

Run

Average Calc Setup

Setup Assignment Types
Setup Calc Methods & Weights
Setup Grading Scales

Primary teacher is ' Teachers'

Enter Lesson Plans
Administration

Setup Grade Book Access

Setup Lesson Plan Sharing
Setup Groups Within Classes
Setup Custom Options

Setup Classes for Parent Access
Group Classes Together
Transfer Student Marks

Search Lesson Plans

5 Day Planner
Import Lesson Plan Schedules

Assignment Details / Assignment Marks
Add a Recurring Assignment

Grade Book Grid / 5 Day View

Standards Based Grid / Progress By Student

Exclude Lowest Mark
Update Email Address
Change Your Password

Enter Report Cards / Enter Interims

Student Information

The Class Dashboard is the main work area used by classroom teachers. You access this screen by
clicking the link for one of the classes on the Teacher Home Page. In the Web site banner on the Class
Dashboard, you can move among your assigned classes by selecting the appropriate class in the
Classes list.

The first column on the left side of this screen displays the students in the selected class. The middle
column provides access to Classroom Administration, Lesson Plans, Assignments & Marks, Average
Calc Setup, Gradebook Administration, and Reports. The right column lists the Assignments, Float-
ing Assignments and the Lesson Plans for the selected class and grading period.

Links to some of the functions may or may not display on the Class Dashboard depending on whether
or not a specific feature has been enabled for your district or school. Similarly, links to some of the
functions may or may not display based on whether or not the class uses the Custom Setup 2 grading
scale option. For example, the Standards Based Grid link does not appear unless the class is set up to
use standards-based report cards

Software Answers, Inc. 5
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ProgressBook Training

Rencic. Carolyn

Robinson. Megan
Byland. Micole
Sauer Saher W
Scheuer. David
Schlessinger. Kevin
Scina.Jessica
Shannon. Brett

Sicari. Ryan
Sladik. Jillian

Slates. Tiffany
Smerdel. Brian

NI N IR N I N N NI NI N R R

Adamczyk. Jennifer !

Update Roster

Hide Attendance

Seating Chart

& Algebra 20 01 v

Lunch Counts

Grade Book Grid

5 Day View

Add an Assignment

Recurring Assign

Enter Report Cards

Enter Interims

Assignment Types

W

Calculate Averages

Exclude Lowest Mark

Grading Scales

Calc Methods & Weights

| Gradebook Administration |
Setup Grade Book Access

Setup Groups within Classes
Transfer Student Marks

—FloatAssign.T Lessons 1

10/28 QZ  Chapter 1 & 2 Quiz W
Nader. Adelaide 1 Daily Attendance by Seating Chart 10/27 ExCr Chapter 2 Extra Credit W
Nadig. Cheridan Period Attendance by Seating Chart 10/21 QZ  Chapter 2 Quiz
EA‘% ’ Post Homework Post HomePage 10/13 HW  Chapter 2 Worksheet w
v / .

Deesty.PAINT - View Parent/Student Access Web Site 1077 HW  Page 110 - odd problems
: -

Retherford. Jonathon HV - Chapter 1 quksheet
Revall. Daniel Add a MNew Lesson Search for Lessons Q7  Chapter 1 Quiz
Reyes_Jacqueline 5 Day Planner Import Schedule HW  Page 101 - odd problems &

TPT  test X

Grade Book | Special Services | Help | Logout

Class Dashboard

Grading Period:

Add an Assignment

Import Assignments

|Clasa Progress Report

Other Navigational Tools

The Web site banner at the top of the Teacher Home Page and Class Dashboard screens is present

throughout the application. Links, page titles, and menus help you navigate among classes and
screens within ProgressBook.

|: @cial Serdces | Hélg | Logout

Daily Attendance

[WEEER Slgobe 2 01 - DRI 7222005

To return to the Teacher Home Page from anywhere in the application, click the Grade Book link in
the upper right area of the screen. To return to the Class Dashboard, click the Dashboard link in the
upper left area of the screen.

Software Answers, Inc.
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Clicking anywhere within the ProgressBook icon located in the upper left corner of any screen will
invoke an email connection to the ProgressBook Support Team. Use this feature to request support
and provide valuable feedback on the ProgressBook application.

Arosmcc
| by Soltware Answers, Inc.

Product Feedback Form

Your Name Teacher1 (Optional)
Your Email Address: |ProgressBookinfo@Software-Answe:

Screen Name Teacher Home Page

Please prowde your feedback below:

Once you have completed entering data on any screen, make sure to click Save or Update prior to
leaving the screen, or the information will not be saved.

[Sa'u'e ] [ Update

When displaying a long list, use the following buttons to quickly scroll to either the top or bottom of
the list with one click.

Software Answers, Inc. 7
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Symbols on the Class Dashboard

Various symbols can display on the Class Dashboard. The table below provides a brief description of
each.

Symbols Description

i & Indicates a student’s birthday.
Birthday Present

Withdrawn Student symbol |Indicates that a student has withdrawn from the class.

Indicates that a student has forms that need to be
viewed. Click the icon to open the Closed Tasks screen

i
in Special Services.
Number in “"Miss” column Indicates the number of missing assignments. Click on
the number to view a list of the missing assignments.
Letter in “"Att” column Based on the district’s attendance codes, indicates
whether a student is absent or tardy for the day. Hover
over the code to see the description, reason and times.
Select this icon to enter a daily comment for the stu-
— dent.
7
Indicates a daily comment has been added for the stu-
= dent. Hover over the symbol to read the comment.
Hover pop-up window Displays student’s current average for this class plus

date of birth, district ID, system ID, grade level and
group, if applicable. Appears by pointing to a student
name without clicking on it.

Corr Mark: 92,44 (Be) 208[225

Do 5191993
Dsbeick 1D 111252
Siysben [0 Z20E4
Grade Lewsl: 10
Group:

Assignment Symbols

? One or more students missing this assignment.
Assignment marks have been posted to the web.
v All marks have been entered for the assignment.
X Not all marks have been entered for the assignment.
o The assignment has been excluded for all students.
Grading Period Symbols
Q1, Q2, Q3, Q4 Indicates the grading period of the school year.
+ This option is available to accommodate student infor-

mation systems that only set up one grading period at a
time in ProgressBook. In these situations, you may
have a delay between closing report cards for one grad-
ing period and the following quarter becoming avail-
able. Use this option to access the grade book during
this period. When the new grading period becomes
available, any information entered here will automati-
cally be transferred.

8 Software Answers, Inc.
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Grade Book | Special Services| Help | Logout

Class Dashboard

Grading Period: (BEAd
Q1

Class Dashboard

2nd Grade Math R4

Seating Chart Lunch Counts

_ Float Assign. Lessons

10/27 HW  WKBK 248

@ Daily Attendance by Seating Chart 10/23 Q7 Chapter 2 Quiz
Dority_Hal Period d. by Seating Chart 1015 HW  Geometry Project
Dotts. lesha Post Homework Post HomePage 10/3 HW  Worksheet 23A
Hubbard. Warrsn View Parent/Student Access Web Site 9/25 CW  Bveryday Math Pg 10

R N S N T

24
[#
7
Hubman. Laura 5 — 9121 TPT  Chapter Test
B G g o ~New Lesson Search for Lessons 9115 TPT  Ch2Test
Arrived - 0 Import Schedule °12 AW Quiz Review
DOB: 10/15/2005 g 9/10 HW  Ch1Quiz
District ID: 999001134
Hurloas, GranN 3stem 1 2911 e il Grade Book Grid 5 Day View 912 HW_Ch1Wws
Hurle: Chaﬂas“é;ﬂdﬁe““m i 7 Standards Based Grid ~ Progress By Student S
Hyvarinen Megzz [Add an Assignment Recurring Assign.
Icsman. Dane t Enter Report Cards Enter Interims

Kemppel. George

Types Grading Scales

Calc Methods & Weights
Calculate Averages

Setup Grade Book Access
Setup Groups within Classes
Transfer Student Marks

[Class Progress Report ]

TIP: YOUR GRADING PERIOD MAY REFLECT SOMETHING OTHER THAN “Q” FOR
QUARTER, BASED ON CUSTOMIZATION BY YOUR SYSTEM MANAGER. SOME LOCATIONS
USE “P” FOR PERIOD, “'S” FOR SEMESTER OR “T” FOR TRIMESTER.

Software Answers, Inc. 9
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1.2 View Student Profile Information

The Student Profile displays information about the students in a class. The table below provides a
brief explanation of the various tabs available to you. Information on the Comments tab is the only
information that can be edited by a teacher; information is read-only on the other tabs.

Jill would like to review more detailed information for a new student in her Algebra 2:01

class.

Action Result

1. From the Teacher Home Page, select the |Displays the Class Dashboard.

Algebra 2:01 class.

2. From the Class Dashboard, select a stu- |Displays the student’s profile with tabs linking

dent name from the Student list. to the information.
Click the various tabs. Displays the related student information.
Select a different student name from the | Displays the second student’s profile.
Student list.

Tab Result

Personal Personal Information, Addresses, parent and student email addresses (if
available), and the last date on which the parent and student have logged
in to the Parent/Student Access Web site.

Contacts Emergency contact information from the student information system.

Progress Displays a current view of the student’s progress in the class including
average, individual assignment weights, missing assignments, assign-
ments grouped by assignment type or assessment and period attendance or
period attendance by block codes.

Assessments Displays the report card and interim grades that have been entered in Pro-
gressBook. If your report card is integrated with a student information sys-
tem that does not have live integration for grading, these grades may not be
accurate. Also provides access to current Progress Reports for the student’s
other classes.

Comments Allows the teacher to enter or update general comments related to the stu-
dent specific to this class. These comments will not be published on any
reports or web pages.

Attendance Displays the student’s cumulative Daily/Homeroom attendance codes with
the associated reason code and times if the student information system
your district is integrated with supports multiple attendance codes.

Schedule Displays the student’s class schedule including Course, Section, Room,

Teacher, and Period. Teachers can also access current Progress Reports for
the student’s other classes from here.

10

Software Answers, Inc.



ProgressBook Training

Unit 1: Access and Navigation

GGGl Diling, Nadja v

Grade Book | Special Services | Help | Logout

Student Profile

I c I I 1
Addresses
MRS ELIZABETH ATCHISON H 22389 BARTLETT DR 3883319830
Rock View, OH 99916
MRS BRENDA MCGANNON H 22389 BARTLETT DR 3883319830
Rock View, OH 99916

11/8/2008

Parent/Student Access Use

Student DiMino, Nadja A

999834286 Parent [DiMino, Nadja \ \ A |
Persoral | Gontacs | I I I I
Average: 88.57 B+
Extra Credit

10/26/2007 |Chapter 2 Extra Credit 1 40

Homework

9/10/2007 |Page 101 - odd problems

10/10

Average: 91.43 A-

10/1/2007 |Chapter 1 Workshest

23/25

10/8/2007 [Page 110 - odd problems

1010

10/15/2007 |Chapter 2 Worksheet

21125

Quizzes

9/24/2007  [Chapter 1 Quiz

1 36/50

Average: 85.14B

10/22/2007 [Chapter 2 Quiz

1 47150

10/29/2007 [Chapter 1 & 2 Quiz

1 66/75

10/10/2007 |Excellent class participation

10/3/2007 | Talked during the whole class

8/29/2007 |Excellent class participation

8/22/2007 |Talked during the whole class

Progresook

Grade Book | Special Services | Help | Logout

Student Profile

Shannon, Brett

v 2nd Grade Report Card

v—

Assessments.

c I I 1

Demonstrates respectful behavior

Demonstrates self control

Works cooperatively

Participates constructively/appropriately

Works independently

Stays on task

Completes assignments on time

Produces neat and legible work

Follows directions

Listens attentively

Demonstrates organizational skills

Absent

Tardy

Overall Grade

Applies phonics skills as presented

Applies reading strategies as presented

Recognizes vocabulary

Software Answers, Inc.
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Unit 1: Access and Navigation ProgressBook Training

1.3 Add Student Profile Comments

While viewing the Student Profile Information, a teacher can enter or update general comments
about the student. Comments entered in the Student Profile will NOT be published on any reports or
web pages, but can be viewed by other teachers who have access to this class (additional teachers and
substitutes). These comments are unique for each class the student is scheduled in.

Jill would like to add a comment about locker information (New locker is #728.
Combination is 28L, 4R, 17L) o a student’s profile.

Action Result
1. Select a student in the Student list. Displays the student profile.
2. Click the Comments tab. Displays a text box for entering teacher com-
ments.
3. Type the bold text as described in the Allows the teacher to review and/or edit the
Story Notes above. Comments prior to saving them.
. Click Save. Records the entry.
5. Click Grade Book. Returns to the Teacher Home Page.

TiP: MANY TEACHERS USE THIS AREA TO RECORD TEXTBOOK NUMBERS OR LOCKER
COMBINATIONS.

Grade Book | Special Services | Help | Logout
by Soltwore Answess, Inc Student Profile
Dashboard / 5 Day / Grid e Pruc, Shannon 3 Period 1 Algebra v _
Personal r Contacts r Progress r Assessments IW Attendance I Schedule

*The comments on this page are not published on any reports or web pages.

Shannon's new locker is #728 combination 28L 4R 17L

Save

12 Software Answers, Inc.
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Unit 1: Access and Navigation

1.4 Change Your ProgressBook Password

Typically, your ProgressBook user ID and password are the same as your network or student informa-
tion system login. Your system manager will advise whether you should use this feature.

Jill’s password has expired so she must change it.

Action

Result

1. From the Teacher Home Page, click
Change your password.

Displays the Change Password screen.

Type training in the Old Password field. | Verifies your secure password.

Type password? in the New Password
field.

Provides your new password to the system.

4. Retype password?2 in the Confirm New
Password field.

Verifies the new password.

5. Click Change Password.

Activates the new password and logs out of the
system.

6. Login to system using the new password. | Displays Teacher Home Page.

ogvessB
by Soffware Answers, Inc

Change Password

i "Change Password  §

Software Answers, Inc.
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Unit 1: Access and Navigation ProgressBook Training

1.5 Update Your Email Address

Communication among teachers, parents and students is one key to a successful classroom. The email
address entered in ProgressBook will be displayed on the Parent/Student Access Web site if your
school implements this feature. It is also needed when communicating with support staff through the
Product Feedback link.

‘-‘& Jill has logged in to ProgressBook and is ready to update her email address.

Action Result
1. From the Teacher Home Page, click Opens the Update Your Email Address win-
Update Email Address. dow.
2. Type jcline@bentonsd.org in the Email |Provides your email information to the system.
Address field.
Click Update. Saves your email address in the system.
Click Close. Displays the Teacher Home Page.

Update Your Email Address Close

Email Address: |jcline@bentansd.org

TIP: YOU SHOULD VERIFY WHETHER YOUR EMAIL ADDRESS IS IN THE SYSTEM. IT
jj‘_ MAY OR MAY NOT HAVE BEEN PRE-ENTERED BY YOUR PROGRESSBOOK SYSTEM
MANAGER.

14 Software Answers, Inc.
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Unit 1: Access and Navigation

1.6 Use Online Help

ProgressBook’s Online Help is your primary resource for assistance with performing specific tasks.
When using Help, information can be displayed in the Table of Contents, alphabetic Index, or in a list
of search results. Information on new features and additional documentation is also available in the

Help system.

Jill would like to research weighted averages in the Help system.

Action

Result

1. From the Teacher Home Page, click the
Help link in the upper right corner.

Opens Help to the Teacher Home Page topic in
a separate browser window.

2. Type weighted averages in the search

field at the top of the screen and click Go.

Displays list of related topics in the pane on
the left side of the screen.

3. Select Use Calculation Weights in the
list.

Displays the topic in the pane on the right side
of the screen.

4. When finished using the Online Help,
close the window.

Returns to the Teacher Home Page.

({3 Contents Index HI &b print - Search - (GO
4 X 25
Calculation Methods Overview
Type in the word(s) to search for:
weighted averages @ . . . . . .
ProgressBook provides options for calculating students’ grades using straight

Highlight search results

Calculation Methods Overview

Excude Lowest Assignment Mark

Mavigate Grade Book Grid

Set up Grade Book to Calculate Averages Mar
Set up Grade Book to Calculate Grades Using
Set up Grade Book to Calculate Grades Using
Set up Grade Book to Calculate Grades Using
Student Progress Report

Transfer Student Marks Overview

Use Calculation Weights

View Student Profile Information

Weight Individual Assignments

averages or weighted averages.

If you use straight averages for every grading period and want ProgressBook to
recalculate student averages automatically, you do not need to change the setup.
You have the option to assign different weights to individual assignments, even if you
use straight averages. You can also achieve weighting by using points as your mark
type and assign higher point values to some assignments over others.

If you use weighted averages by assignment types, you must enter a weight value for
each assignment type. In addition, ProgressBook allows you to use the same
calculation method for all of the grading periods or different calculation methods for

each grading period.

ProgressBook is set up by default to automatically calculate students’ grades after
you enter assignment marks, change existing marks in the grade book, or change
assignments, however, you may choose to recalculate grades manually, if desired.

Related Information
Set up Grade Book to Calculate Grades Using Straight Averages
Use Calculation Weights

Set up Grade Book to Calculate Grades Using Weighted Averages by Assignment
Type

Software Answers, Inc.

15



Unit 1: Access and Navigation

ProgressBook Training

1.7 Log Out of ProgressBook

When you are finished working in ProgressBook, it is important that you log out of the system or close
your browser window. Remember, you would not leave an open grade book unattended; nor should

you leave a ProgressBook session unattended.

C& Jill has completed her work in ProgressBook for now, and is ready to log out of ProgressBook.

Action

Result

1. Click Logout (located in the upper right

corner of the screen).

Screen.

System logs out and returns to the Login

%ﬁ;oi%w Answers, Inc

Grade Book | Special Services | Hel

Teacher Home Page

MOEW!E Answem

Y

You have successfully logged out.

For systemn security, we recommend that you close your browser.

ProgressBook, click here

Login

Logout

16
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Unit 1 Summary and Follow-up Exercises

Now you have a basic understanding of navigating ProgressBook. In Unit 1, you’ve learned how to log
in and out of ProgressBook and recognize various symbols on the main work screens. You can add and
view student information, update your password and your email address, and find information in the
Online Help. You're on your way to being a knowledgeable ProgressBook user. To further your under-
standing, you may practice the skills you’ve learned by completing the following practice exercises.

Action Topic Reference

1. Log in to ProgressBook. 1.1 Log in to ProgressBook on page 4

2.  Navigate to the Lessons tab on the Class | Navigating ProgressBook on page 5
Dashboard.

3. Find the attendance codes on the Class | Symbols on the Class Dashboard on page 8
Dashboard.

4. Locate the address of a student in the 1.2 View Student Profile Information on
English class. page 10

5. Enter a student comment for this stu- 1.3 Add Student Profile Comments on
dent assigning them a book number. page 12

6. Change your password to training3. 1.4 Change Your ProgressBook Password on

page 13
7. Update your email address to 1.5 Update Your Email Address on page 14

jeline@benton.edu.

8. Find information about academic stan- |1.6 Use Online Help on page 15
dards in Online Help.

9. Log out of ProgressBook. 1.7 Log Out of ProgressBook on page 16

Software Answers, Inc. 17
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ProgressBook Training

Unit 2: Grade Book Setup

Unit 2: Grade Book Setup

Objectives

Upon successful completion of this unit, you will be able to:

v" Edit Class List

Group Classes Together
Set up Assignment Types

D N N N NN NN

Set up Calculation Methods and Weights
Set Up Grading Scale — Custom Setup 1
Override Grading Scales by Student
Copy Grading Scales to Other Classes
Set Up Grading Scale — Custom Setup 2

New Vocabulary Introduced in this Unit

Term

Definition

Assessment

This refers to an area of instruction by which a student is

ples of assessments include Overall Grade, Effort and
Applies Problem Solving Skills.

measured for success on interims and report cards. Exam-

Assignment Type

Used to set up categories of classroom activities such as
homework, quizzes, tests, etc., as well as their mark type.

Name & Abbreviation

Assigned to identify class activities when creating assign-
ment types.

Mark Type

Marks assigned to a specific assignment type such as
Points, Pass/Fail, %, etc.

Calculation Methods and
Weights

Custom settings used to calculate student averages and
grades.

Straight Averages

Averages that do not use weighting by assignment type.

Grading Scale

Point and percentage ranges used to determine students’
grades that display on report cards.

Grading Scale Custom Setup 1
Option

This option would be used for traditional or secondary
style report cards. This option allows you to choose the
appropriate grading scale for the class and override the
grading scale for individual students as necessary.

Grading Scale Custom Setup 2
Option

This option is recommended for use with standards-based

ated directly to assessments on the report card allowing
ProgressBook to automatically calculate the marks for
each assessment on the report card. Grading scales for
each assessment can be chosen for the class and for indi-
vidual students.

report cards. With this option, assignments can be associ-

Software Answers, Inc.
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Unit 2: Grade Book Setup ProgressBook Training

2.1 Edit Class List

The Edit List function allows a teacher to rename classes, assign a specific order to classes or hide
them from the grade book.

‘-‘% Jill teaches multiple classes and topics. She would like to assign a unique name to each class,
as well as arrange them by class period. Since her English Gr 11: 02 class does not meet this
semester, she would like to hide it from the list at this time.

Class Class Alias Order
Math - Gr 02 2nd Grade Math 4
Algebra 2:01 Period 1 Algebra 1
Algebra 2:02 Period 2 Algebra 2
Reading - Gr 02| 2nd Grade Reading 3
Action Result
1. From the Teacher Home Page, click the Edit |
List link in the Classes list. Displays the Class Setup screen.

2.  Type the name for each class as listed

above in the Class Alias (Optional) column. Lists the intended new names for the classes.

3. Type the numbers as listed above in the
Order column.

4. Select the check box for the English Gr | qentifies a class to be hidden from the current
11:02 class in the Hide column. list.

5. Click Save.
6. Click Grade Book.

Displays the new order for the classes.

Saves the new information in the system.

Returns to the Teacher Home Page.

20 Software Answers, Inc.
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ogvessB
by Soltwore Answers, Inc.

Welcome Teacherl

Use this form to hide classes from your gradebook and to change the order that classes appear in your gradebook. You can also assign alias names to
your classes. These aliases only apply to your gradebook and will not be reflected on report cards.

English Gr 11: 01 |

English Gr 11: 02 |

Algebra 2: 01 |Period 1 Algebra [[1
Algebra 2: 02 |Period 2 Algebra |[2
Reading - Gr 02: 01 |2nd Grade Reading |3
Math - Gr02: 01 |2nd Grade Math | [+

Grade Book | Special Senvices | Help | Logout

Class Setup

E O

Ooooag

Tip: IF YOU GROUP CLASSES AND HIDE THE INDIVIDUAL CLASSES, YOU MUST

DESELECT THE HIDE OPTION DURING REPORT CARD TIME TO ENTER MARKS BY THE
CLASSES INDIVIDUALLY.

The images below reflect the Teacher Home Page before and after the changes.

Before

Welcome Teacherl

Algebra 2: 01
Algebra 2: 02
English Gr 11: 01
Math - Gr 02: 01

Reading - Gr 02: 01

essB

] “|ﬂ by Solfware Answers, Inc.

After

essB

Welcome Teacherl

English Gr 11: 01
Period 1 Algebra
Period 2 Algebra

2nd Grade Reading
2nd Grade Math

by Software Answers, Inc.

Software Answers, Inc.
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2.2 Group Classes Together

At times, you may find it necessary to group several classes together to work from a combined class
roster. Group Classes Together is often used by Special Education teachers who have students in sev-
eral classes.

Once grouped together, the individual classes can be hidden from the Teacher Home Page to prevent
confusion. From the grouped class, you can designate assignments, create lesson plans, enter atten-
dance, and enter marks and grades from a single location for all of the students.

Jill is working with her Algebra students preparing for a Mathematics Challenge. In practice
competitions, they will be scored on participation and enthusiasm. Creating a group will
allow her to enter these marks from a single roster.

Action Result

1. From the Teacher Home Page, click Group |Opens the Class Groups screen.
Classes Together.

Click Add a Group. Screen updates to allow class selection.

Type Mathematics Challenge in the Name |Identifies the new group name.
field.

4. Select the Period 1 Algebra and Period 2 |Identifies classes to be included in the group.
Algebra check boxes.

5. Click Update. New group appears in the Class Groups list on
the left side of the screen.
6. Click Grade Book. Returns to the Teacher Home Page.

Grade Book | Special Senvices | Help | Logout
by Software Answers, Inc Class Groups

©

Class Groups

(¢ dit) Use this page to combine classes in your gradebook. Delete this group

Name:|l‘u"|athemat\c Challenge |

Choose the classes to include in this group:

Period 1 Algebra [English Gr 11 02
Period 2 Algebra [JGr. 2 Math
[JEnglish Gr 11 01 [JGr. 2 Reading

Add a Group

22 Software Answers, Inc.
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English Gr 11: 01
English Gr 11: 02
Mathematic Challenge

Period 1 Algebra

Period 2 Algebra
2nd Grade Math

'\.. -
p‘ Tip: TO DELETE A GROUP, SELECT THE GROUP FROM THE CLASS GROUPS LIST, AND
THEN CLICK DELETE THIS GROUP.

Software Answers, Inc. 23
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Assignment Types

Setup Assignment Types is a ProgressBook feature used to set up categories of classroom activities
such as classwork, homework, quizzes, tests, etc., and their respective mark type. Each assignment
type must be given a unique name and abbreviation. The abbreviation can be one to four characters
and will be used on screens where space is limited. If an abbreviation is not designated, ProgressBook
will use the first three characters in the name.

ProgressBook provides a variety of mark types including points, letters, percentages, pass/fail and
more. It is recommended that new ProgressBook users use points as the mark type for all assignment
types.

Once created, designate the classes that will use each assignment type by checking the appropriate
class boxes. To enable sharing of individual assignments among multiple classes, those classes should
use the same assignment types in all categories.

2.3 Set up Assignment Types

Before you can begin creating assignments in your grade book, you must set up assignment types and
designate the classes that will use them.

Jill wants to add the assignment types listed below to ProgressBook. She also needs to set up
the assignment types to allow her to share assignments between her Algebra classes.

Name Abbreviation Mark Type
Project PROJ Points
Participation PART Points
Action Result

1. From the Teacher Home Page, select Setup | Displays the Assignment Types screen.
Assignment Types.

2. Using the assignment information above, Displays the names and abbreviations of the
enter the Name and Abbreviation for each | assignment types.
type.

3. Select Points from the Mark Type list for Assigns points as the mark type.
each type.

4. Select Period 1 Algebra and Period 2 Indicates that both classes will use the new

Algebra for the new assignment types and | assignment types.
verify that all other assignment types are
selected for both classes.

5. Click Save. Saves the data in the system and enables assign-

ment sharing for the Algebra classes.
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D ard
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All Primary Classes |+
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Grade Book | Special Senvices | Help| Logout
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TIP: DO NOT COMBINE POINTS OR PERCENTAGES MARK TYPES WITH LETTER
GRADES IN THE SAME CLASS. THE SYSTEM WILL BE UNABLE TO COMBINE THEM TO

CALCULATE AN AVERAGE.

Software Answers, Inc.
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Calculation Methods

ProgressBook provides several flexible options for calculating student grades. The Calculation Meth-
ods and Weights option on the Teacher Home Page allows you to set up grade book options for the fre-
quency of calculating students’ grades as well as setting straight or weighted averages. For classes
using standards-based report cards, there are also options for calculating student grades using meth-
ods other than averages.

On the Average Calculation Setup screen you can select options to automatically recalculate the
grade book after each change or to manually recalculate the grade book when needed. In addition, you
can choose whether to use the same average calculation method for each grading period or use differ-
ent calculations for each grading period. When using a different calculation method for each reporting
period, future periods may not display until report card grades are complete for the previous report-
ing period. In this situation, you may have to return to this screen to set up your weighting options at
the start of each reporting period.

Grade Book | Special Services | Help| Logout
vogressB
by Soltware Answers, Inc. 4 Average Calculation Setup

C ashboard (oM Period 1 Algebra A

Choose the calculation frequency: Choose a calculation option:

@ Automatically recalculate the gradebook after each change & Use the same calculation for each grading period

O will recalculate the gradebook when needed O Use different calculations for each grading period

Select the Calculation Method: | Straight Average v

If you have chosen to use Weighted Averages, fill in the following section:

Assi Type (Weight

Homewark

Quizzes

Extra Credit

Test

Classwork

Save

Copy this setup to the following classes:

[CJEnglish Gr 11: 01 []English Gr 11: 02 [] Mathematic Challenge
[IPeriod 1 Algebra []Period 2 Algebra []2nd Grade Math

Calculation of Averages

In ProgressBook, averages are calculated using points or percentages for assignments in the current
grading period. The system will total the points or percentage values entered for assignments and
then divide the total earned by the total possible to arrive at the average. When using weighted aver-
ages by assignment type, the system will calculate an average for each assignment type created by
the teacher, and then calculate an overall average based on the weight values assigned to each type.

If letter grades are used for assignments, the average is calculated based on the point value associ-
ated with each letter grade. For example,if A=4, B=3,C=2,D =1 and F =0, these point values will
be used to calculate the average.

26 Software Answers, Inc.
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You may use any of the following options for calculating your students’ averages:

v Use straight averages, points as the mark type for all assignment types, and assign different
values to individual assignments.

For example: Test value = 100 points, Quiz value = 25 points and Homework value = 5 points.

Description: Lesson Quiz

Assignment Type: Quizzes - Sequence:
Date Assigned: 5/2/2009 Date Due: 5/2/2009
Points: 25 Weight: 1

v Use straight averages and weight individual assignments as desired.

For example: Test value = 25 (because there are 25 questions), but the assignment weight is
changed to 2 so the students’ grade counts twice towards their averages.

Points: 25 Weight: 2

v" Use weighted averages and assign different weight values to each assignment type.

For example: Regardless of the values of individual assignments, set up Homework = 10% of
the students’ averages, Quizzes = 20% and Tests = 30%.

Select the Calculation Method: Weighted Average ~

If you have chosen to use Weighted Averages, fill in the following section:

Assignment Type Weight
Homewaork 10
Quizzes 20
Test 30
Classwork 10
Projects 20

v Use weighted averages, assign different weight values to each assignment type, and assign
different values to individual assignments.

v' Use weighted averages and straight averages in different grading periods in the same school
year.

Straight average is the default setting and does not require any changes. When using straight aver-
ages, you still have the ability to weight individual assignments as you create them. If you use
weighted averages, you must select this option from the Select the Calculation Method list on the
Average Calculation Setup screen and enter the weight values for each assignment type. Setting up
welghted averages by assignment type is covered in ProgressBook Training Level 2.

In addition to straight and weighted averages for calculating student grades, classes using standards-
based report cards may choose from other calculations such as Year-to-Date averages, Highest
Achieved or Power Law. These calculation methods are selected during the grading scale setup and
are explained in detail in “Calculation Methods for Standards-Based Report Cards” on page 35.
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2.4 Set up Calculation Methods and Weights

When using the default options of straight averages that automatically update after assignment
marks are entered, it is not necessary to do any additional setup. In this exercise, you will simply ver-
ify the default settings.

Jill has followed the recommendation of using points when setting up assignment types for
her classes. ProgressBook will calculate straight averages for those students. Jill would like
ProgressBook to automatically recalculate her grade book after each change and use the same

«

B

L

calculation method for each grading period.

Action Result
1. From the Teacher Home Page, select Setup | Opens the Average Calculation Setup screen.
Calc Methods & Weights.
2. Verify that Period 1 Algebra is selected in | Ensures the appropriate class is selected.
the Class list or select it.
3. Verify that the default option, Automati- |Indicates the default option will be selected.
cally recalculate the grade book after
each change is selected or select it.
4. Verify that the default option, Use the Indicates the default option will be selected.
same calculation for each grading
period is selected or select it.
5. Verify the default option, Straight Aver- |Indicates Straight Average option will be
age, 1s selected or select it. selected.
Click Save. Saves the options.
7. Click Copy. Copies settings to all classes.
Click Grade Book. Returns to the Teacher Home Page.
Tip: EVEN WHEN USING THE AUTOMATICALLY RECALCULATE OPTION, YOU MUST
MANUALLY RECALCULATE YOUR GRADE BOOK WHEN ASSIGNMENTS ARE MOVED FROM
ONE GRADING PERIOD TO ANOTHER. FOR EXAMPLE, WHEN ASSIGNMENTS ARE
AUTOMATICALLY MOVED FROM THE + REPORTING PERIOD TO THE CURRENT
REPORTING PERIOD, PROGRESSBOOK WILL NOT AUTOMATICALLY RECALCULATE THE
STUDENT AVERAGES. TO RECALCULATE STUDENT AVERAGES, SELECT CALCULATE
AVERAGES ON THE CLASS DASHBOARD.
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Grading Scale Setup for Traditional Report Cards

Grading scales are defined in ProgressBook by your ProgressBook system manager. You must choose
the grading scale to designate how ProgressBook will translate average marks into report card
grades. When using traditional report cards, you can choose either the Default or Custom Setup 1
options.

Grade Book | Special Senices | Help | Logout

ogressB
by Soffware Answer ¢ Grading Scale Setup

Cl d Igebra 2: 01 A

Mapping Grading Scale Student Override Copy

Select the way that you would like to map assignments to the report card:

@ Default (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.

Warning: If grades do not calculate, yd

Grading S
() Custom Setup 1 (New! Recommende

Map all assignments to the mark asse|
You may choose a grading scale for th
Grading Scale: Lake View High School Default V|
(O Custom Setup 2 (New! Recommende
Map assignments to different assess| Description: Default scale for Lake View High School (no +/-)
Marks for each assessment will be au
Grading scales for each assessment ¢ = = = = = "
individusl students. Seq# | Mark | Value | Starting % | Ending % | Starting Point | Ending Point
1 A 4 895 110 36 42
2 B 3 795 89.49 26 3.59
3 & 2 69.5 79.49 16 259
Save
4 D 1 595 69.49 0.6 1.59
5 F 0 0 5949 0 0.59

For the Default grading scale option, no further setup is required; however, ProgressBook must be
able to determine the grade level of the class and match it to a report card set up by the system man-
ager. If this option is chosen and grades are translating into a “?” or are blank when hovering over a
student on the Class Dashboard, this means that ProgressBook is unable to match the class to a
default grading scale, there are too many grading scales available for the class, or there may be an
error in the grading scale or mark types set up. You may have to change your set up to use the Cus-
tom Setup 1 option or contact your ProgressBook system manager to troubleshoot grading scales and
mark types settings.
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yoard (WECE Algebra 2: 01 b

Mapping

Select the way that you would like to map assignments to the report card:

@ Default (No further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
Warning: If grades do not calculate, you will need to choose another option.

O Custom Setup 1 (New! Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for individual students.

C Custom Setup 2 (New! Recommended for standards based report cards.)
Map assignments to different assessments on the report card.
Marks for each assessment will be automatically calculated on the report card.
Grading scales for each assessment can be chosen for the class and for
individual students.

Tip: USE THE DEFAULT OR CUSTOM SETUP 1 OPTIONS IF THE REPORT CARD
DESIGNED BY YOUR DISTRICT INCLUDES ONLY ONE CALCULATED GRADE PER
STUDENT IN EACH SUBJECT. USE THE CUSTOM SETUP 2 OPTION IF YOU ARE USING
STANDARDS-BASED REPORT CARDS THAT INCLUDE MULTIPLE GRADES PER STUDENT
FOR EACH SUBJECT. CUSTOM SETUP 2 IS COVERED IN MORE DETAIL IN “"GRADING

ScALE CUSTOM SETUP 2 OPTION FOR STANDARDS-BASED REPORT CARDS” ON
PAGE 37.
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2.5 Set up Grading Scale Custom Setup 1 Option

Custom Setup 1 is the recommended option for all secondary report cards as well as traditional report
cards where students receive one overall grade per subject. This option is more consistent than the
Default setup option because you select the grading scale rather than relying on ProgressBook to
determine the appropriate scale to use.

&

Jill has decided that it would be better to use Custom Setup 1 for her Period 1 Algebra class
because she needs more flexibility. She will use the Lake View High School Default grading

scale.

Action

Result

1. From the Teacher Home Page, click Setup
Grading Scales.

Displays the Grading Scale Setup screen.

2. Select Period 1 Algebra in the Class list.

Displays the Grading Scale Setup screen for the
Period 1 Algebra class.

3. From the Grading Scale Setup screen, select
Custom Setup 1.

Indicates the method to be used.

4. Click Save.

Saves the selected option and a Save Next button
appears on the screen.

5. Click Save Next.

Starts the Grading Scales Wizard and moves to
the Grading Scale tab.

6. Select Click here to view the grading
scales and preview the available grading
scales.

Displays the available grading scales on the
Grading Scales window.

7. Click Close.

Returns to Grading Scale Setup screen.

8. Select Lake View High School in The
default grading scale for this class is list.

Selects the grading scale to use.

9. Click Save Next.

Displays the Student Override screen.

Software Answers, Inc.
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Period 1 Algebra hd

Grading Scale Student Override Copy

Select the way that you would like to map assignments to the report card:

() Default (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
Warning: If grades do not calculate, you will need to choose another option.

() Custom Setup 1 (New! Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card.
You may choose a grading scale for the class and for indivigus

(O Custom Setup 2 (New! Recommended for standards base
Map assignments to different assessments on the report ¢

Grading scales for each assessment can be chosen for the
individual students.

Marks for each assessment will be automatically calculate Grading Scale:

Lake View High School Default

Description: Default scale for Lake View High School

[Seq# | Mark | Value % | Ending % | Point Point
1 At 4 975 110 3.95 42
Save ][ Save Next == ] 2 A 4 925 97.49 38 3.94
3 37 89.5 92.49 36 379
4 33 86.5 89.49 32 359
5 3 825 86.49 29 3.19
6 27 795 82.49 26 289
7 23 76.5 79.49 22 259
8 2 72.5 76.49 1.9 219
9 17 69.5 72.49 16 1.89
13 66.5 69.49 1.2 1.59
1 625 66.49 09 1.19
0.7 £9.5 62.49 0.6 0.89
0 0 59.49 0 0.59

Grading Scale Student Ovemide Copy

The default grading scale for this class is:

Lake View High School Default ~
Click here to view the grading scales
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2.6 Grading Scale Override and Copy to Other Classes

In some situations, it may be necessary to apply a different grading scale to individual students
within a class. The Custom Setup 1 option allows you to do this for each class. In addition, you can
copy your class grading scale setup selections to other classes for consistency.

‘-‘% Jill needs to select the IEP District Default Scale for one of her students who has an
Individualized Education Plan. She will also copy this Grading Scale Setup to her Period 2
Algebra class to save time.

Action Result

1. From the Student Override tab, select a stu-|Identifies a student who will use a different grad-
dent in the Student column. ing scale.

2. Select IEP District Default in the Scale
column next to that student.

3. Click Save Next. Displays the Copy Tab.

Select Period 2 Algebra in the Copy this |Identifies the class that will use the same setup.
setup to the following classes area.

5. Click Copy. Verifies Copy Complete.
Click Grade Book. Returns to the Teacher Home Page.

Software Answers, Inc. 33



Unit 2: Grade Book Setup ProgressBook Training

Grade Book | Special Services | Help | Logout

@ ProgressB
gn[r_,‘ by Sofiware Answers, Inc. 3 Grading Scale Setup

Period 1 Algebra

Mapping Grading Scale Student Override Copy

Use the section below to assign individual students to different grading scales:

Student Scale |
\Adamczyk, Jennifer | Class Default

Nader, Adelaide Class Default
Nadig. Cheridan Class Default

Grading St

Pruc, Shannon
i = IEP District Default &
Reesey. Kathryn Class Default Gradinglscales | st Delau
Rencic, Carolyn Class Default Description: District [EP A-F Grading Scale
Retherford, Jonathon| Class Default
Revall Daniel Class Default Seq# | Mark | Value | Starting % | Ending % | Starting Point | Ending Point
1 A+ 4 8945 100 0 0
2 A 4 875 94 49 b 5
3 A- 4 805 87.49 0 0
4 B+ 3 775 80.49 0 0
5 B 3 75 77.49 245 349
[ B- 3 695 7149 0 0
7 Ct 2 RT A 69.49 0 0
Grade Book| Special Senvices | Help | Logout
R 67 49 15 249
BTG by Sofwore Answers, Inc. e srading Scale Setup 6149 0 0
59.49 0 0
5749 05 149
Mapping Grading Scale Student Override Copy 51.49 0 0
49.49 0 0.49
Copy this setup to the following classes:

[CJEnglish Gr 11: 01 [CJEnglish Gr 11: 02
[ Mathematic Challenge [¥] Period 2 Algebra
[J2nd Grade Math

Tip: COPYING A GRADING SCALE SETUP FROM ONE CLASS TO ANOTHER DOES NOT
COPY AN OVERRIDE.
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Calculation Methods for Standards-Based
Report Cards

ProgressBook offers numerous calculation methods for teachers using standards-based report cards.
When creating the report cards, the ProgressBook system manager can assign a calculation method
as a default calculation method to each assessment on the report card, but a teacher may change the
calculation methods on the Grading Scale Setup screen, if desired.

The following calculation methods are available only in classes that use the Custom Setup 2 grading
scale option for standards-based report cards:

v

None — Grade or mark is not calculated by the grade book. Teachers must enter the appropri-
ate mark manually. This calculation method displays as “Manual” on some screens in the
grade book.

Average — Calculates average using points or percentages for assignments in the current
grading period. If letter grades are used for assignments, the average is calculated based on
the point value associated with each letter grade. For example, if A =4 and B = 3, etc. these
point values will be used to calculate the average.

Power Law — Industry-standard algorithm that applies less weight for assignment marks
given earlier in the reporting period than for assignment marks given later in the reporting
period. The actual Power Law formula, also known as Method of Mounting Evidence, used in
ProgressBook can be viewed by selecting the Help link.

This calculation method can be used with numeric as well as alphabetical mark types and
must meet the following conditions:

e At least three assignments must be associated with the assessment.

e All the assignments associated with the assessment must have the same point value.
e All the assignments associated with the assessment must have a weight of 1.

* Does not include missing assignments.

* Does not include excluded assignments marks.

Highest Achieved — The highest mark achieved on an assignment in the current grading
period. If points are used as the mark type, ProgressBook translates the point value into a
percentage for each assignment to determine the highest mark. If letter grades are used as
the mark type, the letter grade with the highest point value is used. Missing assignments will
not be included.

Last Achieved — The last mark achieved on an assignment based on the assignment due
date, not including missing assignments, in the current grading period. If points are used as
the mark type, ProgressBook translates the last mark achieved point value into a percentage
to display as the student's grade.

YTD Average — Calculates average using points or percentages for assignments from the
beginning of the school year to the end of the current grading period. If letter grades are used
for assignments, the average is calculated based on the point value associated with each letter
grade. For example, if A =4 and B = 3, etc. these point values will be used to calculate the
average.

YTD Power Law — Industry-standard algorithm that applies less weight for assignment
marks given earlier in the school year than for assignment marks given through the end of
the current grading period of the school year. The same conditions must be met as for Power
Law.

Software Answers, Inc. 35



Unit 2: Grade Book Setup

ProgressBook Training

v" YTD Highest Achieved — The highest mark achieved on an assignment from the beginning
of the school year to the end of the current grading period. If points are used as the mark type,
ProgressBook translates the point value into a percentage for each assignment to determine

the highest mark. If letter grades are used as the mark type, the letter grade with the highest
point value will be used. Missing assignments will not be included.

v

YTD Last Achieved — The last mark achieved on an assignment based on the assignment
due date, not including missing assignments, from the beginning of the school year to the end
of the current grading period. If points are used as the mark type, ProgressBook translates
the last mark achieved point value into a percentage to display as the student's grade.

These calculation methods do not include excluded assignments marks. Where included, assignments
marked as missing count as 0 if numeric mark types are used or the point value of the letter grade

with the lowest point value if letter grades are used.

2nd Grade Report Card

Assessment Grading Scale Calculation

Overall Grade LVPR Average -
Understands concepts for ~ None -
current work

Knows math facts for current 0SsU Power Law -
work

Understands equivalent names 0SsU Highest Achieved -
for numbers

Under;tands meanings of 0SU Last Achieved -
operations

Computes accurately osu YTD Last Achieved -
Applies problem solving skills | OSU ¥TD Highest Achieved -
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Grading Scale Custom Setup 2 Option for
Standards-Based Report Cards

The Grading Scale Custom Setup 2 option is recommended for use with standards-based report cards.
When this option is used, each assignment can be associated with report card assessments which
allows a separate average to be calculated for each assessment. The report card and assessments are
defined by the school district and set up by your ProgressBook system manager. Once this has been
completed, you can set up your grade book to map assignments to those assessments. In addition, the
ProgressBook system manager can use a tool to automatically set up the teachers’ grade books to use
the Custom Setup 2 Grading Scale option.

Once the grade book is set up, report card and interim assessments display on the Main tab on the
Assignment Details screen, allowing you to select the appropriate assessments when you are creating
an assignment. It is recommended to use the points mark type for assignments when using the Cus-
tom Setup 2 option because they will easily translate to more than one grading scale.

When you are entering grades on the Grade Book Grid, you have the option to filter assignments by
the report card and interim assessments to which they are associated. You also have access to the
Progress by Student and Standards Based Grid screens for working with student grades.

Grade Book | Special Services | Help | Logout
by SuimreAﬂswemN Grading Scale Setup

Mapping Report Cards Grading Scale Student Override Copy

Select the way that you would like to map assignments to the report card:

C Default (Mo further setup is required.)
All assignments will calculate to the mark assessment on the report card.
The default grading scale for the report card will be used.
VWarning: If grades do not calculate. you will need to choose another option.

O Custom Setup 1 (MNew! Recommended for secondary style report cards.)
Map all assignments to the mark assessment on the report card
You may choose a grading scale for the class and for individual students

@ Custom Setup 2 (Mew! Recommended for standards based report cards.)
Map assignments to different assessments on the report card
WMarks for each assessment will be automatically calculated on the report card
Grading scales for each assessment can be chosen for the class and for

Grade Book | Special Senvices| Help | Logout

o
by Software Answers, Inc ., Grading Scale Setu

£ Math - Gr 02: 01 -

Mapping  Report Cards  Grading Scale | Student Override Copy

Assign the grading scales to use for each assessment
Click here to view the grading scales

2nd Grade Report Card

[Grading Scale

Overall Grade LVPR ~ | Average -
[Understands concepts for su | None ~
current work

[knows math facts for current | o | Power Law -
Jwork

Understands equvalent names | + | Highest Achieved -
ffor numbers

Understands meanings of osU « | Last Achieved -
Computes accurately osu ~ | YTD Last Achieved  ~

«

[pplies problem solving skills | 0sU YTD Highest Achieved ~

Elementary Grades Interim

[Grading Scale IC:
[Demonstrates appropriate sU ~ | None hd
behavior

It
Understands skilconcepts | o) <[ None -
introduced

Choose the default assessment to show for the students' progress:

2nd Grade Report Card: Overall Grade -
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2.7 Set up Grading Scale Custom Setup 2 Option

&

Jill is ready to set up the grading scale for her 2nd grade Reading class.

Action Result

1. From the Teacher Home Page, select Opens the Grading Scale Setup screen.

Setup Grading Scales.

Select Reading in the Class list. Indicates the class to be used.

Select Custom Setup 2. Starts the Grading Scale Setup Wizard and
displays various tabs at the top of the screen.
The Mapping tab is open.

4. Click Save. Saves the data.

5. Click Save Next. Opens the Report Cards tab.

6. Select the 2nd Grade Report Card and |Identifies the report cards selected.

Elem Grade Interim check boxes.

7. Click Save Next. Saves the data and opens the Grading Scale

tab.

8. Verify that the Lake View Primary Identifies the grading scale to be used.
School Default is the grading scale for
the Overall Grade Report Card
assessment, or select it.

9. Verify that OSU displays in the Grading |Identifies the grading scale to be used.

Scale column for the remaining report
card assessments, or select it.

10. Verify that OSU displays in the Grading |Identifies the grading scale to be used.
Scale column for both of the Interim
assessments, or select it.

11. Select None in the Calculation list for | Identifies the calculation methods to be used
the Reads Fluently assessment and for those assessments.
Power Law for Demonstrates com-
prehension.

12. Verify that Average is the Calculation |Identifies the calculation methods to be used.
option for all other assessments.

13. Select 2nd Grade Report Card: Over- | Indicates the assessment to display as the
all Grade assessment for the students’ |average in the window when hovering over a
progress. student’s name in the class roster and on the

Grade Book Grid.
14. Click Save Next. Opens to the Student Override tab.
15. Click Grade Book. Returns to the Teacher Home Page.
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Grade Book | Special Services | Help | Logout

ogressB
by Solfware Answers, Inc. 9 Grading Scale Setup

Class Dashboard Reading - Gr 02- 01 v

Mapping Report Cards Grading Scale Student Override Copy

Which report cards and interims do you plan to use?

[J1st Grade Report Card
[¥]2nd Grade Report Card
[J4th Grade Report Card
[JKindergarten Report Card

Elementary Grades Interim

ge and change your assignment mapping choice

o them.

If your report card is not listed, you must go back to the Mapping Pa:
“fou may not unchi port cards or inf th

Save ][ Save Mext ==

TIP: THE DEFAULT ASSESSMENT SELECTED DETERMINES THE AVERAGE DISPLAYED
WHEN THE HOVER FEATURE IS USED.
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