InformationNOW for Teachers — Classroom Grade Book

Accessing Grade Book

To access the Grade Book, click Classroom | Grade Book.

Grading Period and
click Refresh. ) 1 et et sies (CEE ) When the Grading
Period is selected, e the Active Date will
default to the last - — date in the selected
grading period. It is 1 not necessary to
modify the date o o B 5 unless selecting to
View Daily Absence Listing.

e To view the daily attendance for the selected date, click View Daily Absence Listing.

e Tochoose a course, select it by clicking on the course number that appears as a blue link or bullet the circle to the left

e  Select the correct

il

of the course number and click the View icon' ¥ . The list of students enrolled in the course will display.

Note: To include withdrawn students in the selected course roster, check Include Withdrawn Students before
selecting the course.

Options and Categories
Before the Grade Book may be used, Options and Categories must be created.

B Grade Book of Teacher: Pitt, Brad

Section Humber Section Name.

Options Setup = .
The Grade Book options listed below are provided to
allow teachers to customize e e features available in the
Grade Book. 5

g -

To access, click Options in the Manage section at

left. =

Available options are: Lot JL oo ]

» View By Date Descending: This will provide a view of the activities (such as daily grades and test) by date in
descending order. Note that the manual Grade Book used by teachers displays items in ascending order. Using
descending order allows the activity to be displayed closer to the student’s name. The teacher would then not need to
scroll to locate the activity.

* Round Displayed Averages: When selected, the average will be displayed in whole numbers.

* Group by Category: When this option is selected, the activities shown on the Grade Book screen will be grouped by
categories. Example: All Homework activities would be displayed next to each other, and all Tests would be
displayed next to each other.

» Hide Student Names: This option will hide student names from printed grading listings. For example: If grades are
to be printed and posted in the classroom for students to view, the student names will not show; instead, students
will be identified by Student Number.

* Include Withdrawn Students: Check this box to show students who were in class for only part of the selected
grading period.

» Display Total Points: Check this box to display the total number of points accumulated by students. This is not
available if either Category Points or Category Average is selected as the Averaging Method.

» Display Student Averages: This option will allow an average to display on the Scores tab of the Grade Book. The
average that is displayed is controlled by the graded item that is marked with GPA Points in the Grading Period
Setup.

» Display Letter Grades: Check this box to display a column that shows the current Letter Grade for the Average.




Note: This may differ from what is actually posted to a student’s grade file due to rounding. The grade posted is
not rounded; where as the average on the Score’s tab is rounded to 2 decimal places. Also, if no letter grade is
displayed, confirm that the numeric value is defined within a valid alpha grade on the scale.

» Display Maximum Score: Check to display the total points possible for each activity as part of the activity column
heading.

» Averaging Method choices include:

o Points: This is not an option because of BHS’s standardized grading procedure.
o Average: This is not an option because of BHS’s standardized grading procedure.

o Cateqory Points: When averaging by the Category Points method, the average for each category is calculated
as with the Points method, and then a percentage is applied to the categories to determine the average. Example:
A category named Test will represent 60% of the students’ grades and a category named Homework will
represent 40% of the students’ grades. Determine the Test average via the Points method from above, using
ONLY the Test category for the total points earned and possible (All Tests = 273/300 = 91.0). Determine the
Homework average by the same method (All Homework = 659/700 = 94.1). To apply the percentage, multiply
60% times 91.0 = 54.6, and 40% times 94.1 = 37.64; then add the products together (54.6 + 37.64 = 92.24).
92.24 is the average for this example.

o Category Average: This average method is calculated the same as the Category Point method.
Example: Average the Test category (91.0 + 96.0 = 93.5) and average the Homework
category (92.0 + 93.0 = 92.5). Apply the percentage 60% times 93.5 (56.1) and 40% times 92.5 (37.0). The
average would be the sum (56.1 + 37.0) = 93.1.

« Student Sort by: Selecting one of these options will reorder the students on the Grade Book screen. Generally,
sorting by Student Display Name is used. Options include:

o Custom Order: Allows teacher to arrange students in a custom order. Most often used to move new students to
the bottom of the Grade Book. From the Grade Book Comments tab, click to View a comment for a student and
enter a unique number in the Custom Order field. It is not necessary to add a Custom Order to every student. It
is only necessary to add a Custom Order to new students. Then, when selecting to sort students by Custom
Order, students with a unique identifier will drop to the bottom of the Grade Book list.

o Random Order: Helpful when displaying the Grade Book to students with the Hide Student Name option
selected.

o Score For Selected Activity: Students will display in highest to lowest order for the selected activity.

o Student Average: Students will display in high-low order for the running Grade Book average for the selected
course and grading period.

o Student Display Name: Students will display alphabetically by last name, first name.

o Student First Name: Students will display alphabetically by first name.

o Student Number: Students will display in order by student number which is auto-generated.

« Standards: This section is used to determine how averages are given to standards that are attached to the selected
course.

o Standard Calculate Weight Maximum Value: Check this box if the maximum weight will be calculated for
the standard’s grade.

o Standards Calculate Rule options include the following:

*,

% Current Grading Period: Select this rule if the student’s grade for a standard will only include the
current grading period activities.




% Running Section: Select this rule if the student’s grade for a standard will include the activities for the
section of the current course in which the student is enrolled. A section may last all year.

®,

% Running Term: Select this rule if the student’s grade for a standard will include all activities for the term.
A term may have more than one grading period but may not last all year.

» Standard Scale: Select the grading scale used to determine the standard’s grade.

» Standards Calculate Method:

o Averaging: Select this method if each individual activity is an average. The standard’s grade is calculated by
averaging all the activities.

o Points: Select this method if each individual activity is based on points (example: 90/100). The standard’s grade
is calculated by dividing the total points earned by the total points possible.

* Click OK when all selections are complete.

Categories Setup
From the Manage section, select Categories. Examples of Categories are Test, Homework, Project, Quizzes, etc. This
is no longer Daily Grades and Nine weeks Exam as it was in STI Classroom Module.

Category List
To add a Category, click on Caregories the blue Add icon
)
+' . The Add Category & screen will appear
L
Enter information in the [ Homeuork i o following fields (an
asterisk* indicates a required O rests S soo | field):

* *Name: Name the type of category for

activities to be graded.
Add Category

» Description: Enter a more detailed description of

this category, if desired. prame:
Description:

* qun Sc?jrte tdo DrOD If thls High Score To Drop: Low Score Ta Drap: Caieg(:;;y \I*I]VII:*]bet
allowed to drop a score, D 0 enter the highest score
to drop, if any.pLeaving the Forcentage: value at 0 (gero)
would allow all scores to Coen o] drop.

*Low Score to Drop: If this category will be allowed to drop a score, enter the lowest score to drop, if any. Leaving
the value at 0 (zero) would allow all scores to drop.

» Percentage: A percentage must be entered if using the Category Points or the Category Average method of averaging
grades. Using a Percentage is the same as weighting a category.

o Example A: A teacher might want her Test category to be 60% (enter 60 for the Percentage value) and the
Homework category to be 40% (enter 40 for the Percentage value) of the grading period average. To compute
the average, all the test activities are averaged together and all the homework activities are averaged together.
The percentages would then be applied for each category, with the grading period average being the sum of
these products.

o Example B: A student has a 90 average on all his tests and a 95 average on all his homework. Apply the
percentages (90 times 60% = 54 and 95 times 40% = 38) and add the products (54+38); the grading period
average is 92.

Click OK to save the record. The screen will refresh to allow the user to enter to enter another category. When finished, click
Cancel. This example displays the scenario described above.

Click Close.



Adding Activities to the Lesson Plan
To add an activity, click the Plan tab in the Grade Book screen.

e Enter the date. To select the date
popup calendar, click the ellipsis

B Grade Book of Teacher: Pitt, Brad

P

; bfdd vy o E1 waek vi Rofrosn | (prov wowk] (et wiesk)
(E] ). Always click the Refresh =
changing the date. o :
[ +108/14/2000, friday: Chapter 1 & 2 Quiz (Quizzes) ] E
[l 081372009, Thursday: Chapter 2 Odd# Ouestion: B o
- — [ = 0871272000, Chapter 2 Even# Question 1 B o
Note: To display all existing SR : BB a
- [+ OB/05/2000, Chapter 1 0dd# Question B o
of date, clear the Date field and AT a
¢
. . |
* Click the blue Add icon =l .
e  Enter information into the following fields (an asterisk* indicates a required field):
Add Activity
o) m Enter the CorreCt date = ® Term: Grading Period: Section Number - Name:
click the ellipsis button to Lo ——————— ——————
@ ay: nit: =Category
the popup Calendar nDe.‘ns‘znng\ =) i ™ : ~
. — (=0 Assessment {01 Homework
o Day: The day of the week is
generated by the program. e SR
) A ) Standards
o Unit: Name the unit that this &
desired. =
o *Category: Select a category P

*Activity: Assign this

froma
button

button after

activities regardless
click Refresh.

for this activity, or
select the date from

automatically

activity is covering, if

from the drop-list.

name. No two activities may have same name.

activity a unique

Assessment: Check this box if this assignment is an assessment given online via STIAssessment.

View in Home Portal/Homework: Check this box if this activity is to be viewable to the parents or for

homework. Anything checked here will display online via the parent portal of InformationNOW.

students to receive grades.

Graded: Check this box if this activity will receive a grade. IMPORTANT: This must be checked in order for

Can drop student score: Check this box if a score may be dropped for this activity. (You may want to check

this every time—it saves you the trouble of going back later to check it if you need to drop a student’s score.)

Is entire activity dropped: Check this box to drop all the scores for this activity.

running average.

NOTE: Be aware that selecting this option will drop all the scores for this activity from all students’

*Total: Enter the total of points possible for this activity.

*Weight Multiplier: For this activity to be part of the grading period average, a number greater than 0 must be

entered. 1 is the default value. By default, the weight multiplier will apply to the student’s score only. For
example, an activity worth 100 points is weighted 2.0 times. If a student earns 100 out of 100, the system will
compute this as 200 out of 100. To weight the total possible points, the average method will need to be set

correctly. See “Average Setup” on page 19 for
details. The weighted score will not display under
Scores tab of the Grade Book.
*Weight Addition: Enter a number here if
points are to be added to each student’s grade
for this activity. This option behaves similar to

o

B Edit Activity:

] Apply Reading Strategies

Grading Period:

Section Number - Name:

Establish purposes for reading, make predictions, conne
Add

/[ Is Completed

ok J[ chs= |

further
the



Weight Multiplier. For example, an activity worth 20 points is weighted 2.0 points. If a
student earns 10 out of 20 points,
InformationNOW will consider this as 12 out
of 20 points. See “Averaging Method” on page
2 for further details. The weighted score will
not display under the Scores tab of the Grade

Book.

The tabs at the bottom of the screen are not available until the activity has been created.
Click Create. The Edit Activity screen for the activity that was just created will display.

NOTE: The tabs to be filled in will be based on your principal’s requirements.

Standards

To add a standard to the lesson plan, while on the standards tab, click the blue Add icon q;'.

Note: Standards will only be available if they have been attached to the course under Scheduling | Valid
Courses | on the Standards tab. These will be there after entered through the Central Office at a later date.

Click the standard name
next to the name and
appear showing the
plan with standards

Copy Grade Books
Once a Grade Book is created, it
another course. While in the

Copy Grade Books.

Standards

|
Apply Word Analysis

Comprehend broad range of reading materials  Use information to form questions and verify predictions.

Read and interpret a variety of literary works Respond to literary materials by connecting them to their own experienc...

Apply word analysis skills (e.g., phonics, word pattems) to recognize ne...

or put a check in the box
click OK. A screen will
standard on the lesson

Apply lstening skils as indwiduals and mermbers of 2 group in a variety of ... attached.

O Listens Effectively
O
O

Understand how literary elements and technig... Identify the literary elements of theme, setting, plot and character withi...

Copy Grade Book From Section

Academic Session:

activities, place a

08/14/2009 Quizzes

Hometown High School - 2009-2010 R
© 109.2 English &
C 109.3 Creative Writing
Copy from 109.2 - English 9 to 109.1 - English 9 English 10
English 10

Read Chapter 1

Chapter 1 Odd# Questions
Chapter 1 Even #Questions

Read Chapter 2

Chapter 2 Evenz Quastions
Chapter 2 0dd# Questions

Chapter 1 & 2 Quiz

is to be copied. Click OK.

heading. Click

Quick Entry of Student

an Activity

OK.

Student Scores

There is more than one way to enter scores for —|c....

the Scores tab.

Column Entry

The first option is to enter scores down the
This is the quickest. To enter student scores in | =z

the Scores tab.

Click in the blue area to the right of the

under the correct activity.

(151063
[ s1082
O s1030
[ s1070
vg

B Grade Bool

k of Teacher: Pitt, Brad

Grading Period Saction Number - llame
Scores Comments Standards
Standards:
| [— A — & [ Refresn ) [Recaicuits
Adamsm wlouse 4B ¥ Vs ore 48.00 18.00”
Jolie, Angel A 94.80 49,00 17.00 18.00 17.00
Eastwood, Chet B 89.40 az2.00 00 2000 1800
HMore, Darshas A 94.20 4600 2000 2000 1800
Horton, Eric c 76.40 32.00 20.00 20.00 18.00
Frankiin. Gal . 83.47 i9.00"  i6.00
Lockwood, Heather 0 6467 a000 1700 18007
cummings, John A 9167 1800 17.00
Giffith, Melanie A 93.60 48.00 19.00 1800 19.00
>dhx Vg 87.90 16.00 1900 2000
Twain, Sherry D+ 67.20 26.00 14.00 20.00
86.81 41.20 17.01 1860 1850
< >
Close

may be copied to
Grade Book, click

Select the course to
which the Grade Book

Place a check next to each activity to copy. To select all
check next to the box to the left of the Date column

Scores in

activities. Select

Activity column.
an activity, select

student’s name and




Enter a score for the selected student and press the down arrow key on the keyboard. Enter the
and press either the Enter key or the down arrow key to continue to move from student to stude

Fill

While on the Score tab, enter a grade for a student for a selected activity. Right-click on the grade and
select Fill. Any students below the selected student on the list will be given the same grade as the
selected student for the selected activity.

Drop

While on the Score tab, enter a grade for a student for a selected activity. Right-click on the grade and

next student’s score
nt.

v o me ®

select Drop. The

grade will not be calculated into the student’s running average for the grading period. The grade will display in strikethrough

font (ex. 52) on the Scores tab.

Note: Grades may only be dropped if, when the activity was created on the Plan tab, the option was
student score.

checked for Can drop

Display Flags ot o v i e
e Ablue box around a ingpe o
indicates that the student | _"* =
absent on the date of that JEE
e Ifanassignment is R A P e
red_orange triangle is HSJJLZZ MLLLALL:LII As 94.80 4,00 17.00 18.00 17.00 20.00
e G S
bOX. [ s1065 Horton, Eric < 76.40 32.00 20.00 20.00 18.00 18.00
[ s1027 Franklin, Gail B az.a7]___ 30,0 10 16 0, 20.00
[ s1086 Lockwood, Heather B 84.67 40,00 17.00 18.00 20.00
i . O s1063 Lu:nuun:_mhul A 016 18.00 17.00
e Ifanassignment is ) S e i s B 1 o
Dropped, the grade will i S — O T P 7+ BT
with a strikethrough. |

student score
was marked as
activity.

marked as Late, a

placed in the score

marked as
appear as gray

e If an assignment is marked as Incomplete, the grade will appear with a blue triangle and an underscore.

e For an Exempt

Grade Book of Teacher: Zakrzewski, Cynthia

box must be
.. . Term: Grading Period: Section Number - Name:

activity itself

a.l I OW Plan Scores Comments Standards

a fln al exam). Cia:‘t:;dr:k:nnkmusthe reta\tu\afedmapp\','th;;vag;;mg:

activity will A ¥ [-ai- 3

O -
H Os1213 Adams, John 75/100
Edlt Student O s1043 Clair, Robert )
Another option to enter | o ek
double-click on a cell P
and in the column of the activity for A1 Acties in Category Drapad
entered. =] user
B - .

Dropped Dropped

Comment:;
Did not answer all questions.

. New Score: Enter a new
the current score.

° Comment Llst Select a [ 1s Incomplete Is Exempt [ s Late
list created under the
of the Grade Book.

o All Activities in Category Dropped: This option informs the user the score was dropped
Dropped is checked on the Activity page under the Plan tab.

grade, the score
empty. Also, the
must be set to
exemptions (i.e.,
An exempt
display as EXT.

Score Screen
or modify a score is to
across from the student
which the grade is to be

score or edit

comment from
Comments tab

when Is Entire Activity

e User Dropped: If allowed via the Activity setup, the score can be dropped as to not affect the student’s average.

This option will not be available if, when the activity was created on the Plan tab, the box to
is not checked.

Can drop student score

6




e System Dropped: Indicates that, when the activity was created on the Plan tab, the box Is entire activity dropped
is checked. Scores received for a dropped activity will not affect the running average for the student.

e Comment: A custom comment may be entered here which will show up on the progress reports.

e Is Incomplete: Checking this box will mark the cell with a blue triangle in the top left corner.

o Is Exempt: Check this box if the student is exempt from this activity (for instance, the activity might be a semester

final exam).

Note: A student may only be exempt from an activity if the activity is tied to a graded item that allows exemptions.

e Is Late: Check if the student turned the assignment in late. Assignments that are marked as late will appear with a
bright orange triangle next to the score on the Grade Book screen.

Click OK to save changes to the student
User should click the Recalculate button
for each student.

Posting Grades

Plan Scores Comments Standards

t1) Grade book must be recalculated to apply changes,
Category: Standards:
T 5 o 2

grade record.
to update averages

At the end of each grading period, grades must be Grade Book of Teacher: Pitt, Brad

the Grade Book to the student’s grade file for report

Post Grade

Term: Grading Period:

Note: Posting grades must be enabled.
Administrators will enable this at the end of

Section Number - Name:

period.
Before posting, press the Recalculate S
Scores tab to ensure that the students’ sem 1 Finl
up to date.

posted from
card printing.

the grading

button on the
averages are

To post the grades for the selected grading period, go to Post Grades under the Manage menu at left.

Grade Book Reports

Reports are available on the Grade Book screen under the Reports menu at left. If a dialog box allowing you to preview a
report (save or open) does not appear after a few seconds, the pop-up blocker on your CPU must be disabled. Also, most
reports will view better using Adobe Acrobat (pdf) format. (Check “set as default” if you want your reports to print in

pdf.)

Grade Book

The Grade Book report may be accessed from the Classroom | Reports menu or from Classroom | Grade Book after
selecting to View a course. Any user who has teacher privileges or access to Classroom | Grade Book may print the

report.

e When generating the report from Classroom | Reports, the report will be generated for the selected grading
period and section. The report will only be generated for the current grading period. The current date will be used to
determine the current grading period. User must have teacher privileges and be assigned to the section to generate.
When report is generated from this location the report will include all sections to which the teacher is assigned for

the current grading period.

e When generating the report from
Grade Book, users must first
next to student(s) to be included
and then click Grade Book to
report for the selected students.
print for the selected course only.

Grade Book Report

Start Date: End Date:

08/03/2002 (] [tor0e/2008 )

Order By: 1D to Print:

Student Display Name ~| [ student Number v
Report Type:

@ Summary O Detail

Options

Disnizy Letter Grade Display Totel Points Digplay Student Everagd

[ suppress Studant Name

O withdrawn Students

Format:
HTHL v| [ Save as Default

¢ Close

Classroom |
place a check
on the report
generate the
The report will
Users may enter
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the date range for which to print.

e Start Date: Includes activities on or after Grading Period Start date. Defaults to current grading period start date.

e End Date: Includes activities on or before Grading Period End date. Defaults to current grading period end date.

e Order By: Select to order report by:

o Student Display Name: Order students by display name (Alpha ascending).

o Student ID: Order students by value selected in ID to Print (Alpha then numeric, ascending).

o Section Average: Order students by section average (Numeric descending).

e ID to Print: Select to print Alternate Student Number, Social Security Number, State ID Number, or Student Number.

e Report Type: Select Detail or Summary.

e Include Withdrawn Students: Select to include students who are currently withdrawn from the section regardless of

their current enrollment status.

e Suppress Student Name: Check to hide student names on printed report.

Note: When printing a summary report and activities reach the right margin a new page will be started containing the
remaining activities so the user can view the entire report by laying the pages side by side.

Progress Reports

Progress Reports prints the current average for the selected
Check with your principal before printing to be sure what
should be included.

Options include:
* Absence Reasons: Select the absence reasons to be
selected daily attendance counts.

» Attendance: Prints Year-To-Date and Grading Period daily
Period Attendance may be included as well.

« Section Comment: Enter a comment to be printed for each section.

student(s).
information

included in the

attendance.

«ID To Print: Select the ID to print on the report card (None, Student Number, State ID Number, Alternate Student

Number, and Social Security Number).

* Min/Max Student Average: If a value is entered, only the students who have averages between the Min/Max
parameters will be displayed in the report. It is not necessary to enter both a Minimum and a Maximum.

« Class Average: Includes the overall class average for each activity.

+ Period Attendance: Check to include period attendance counts on the report card.

* Total Points: Displays the total points earned for the student for the grading period.

« Signature Line: Prints a parent/guardian signature line.

» Category Averages: Provides a breakdown on the student is doing in each category.

» Min/Max Category Averages: To include only students with an overall category average in a given range, check the
Category Averages box and enter the numeric range in the fields provided.




« Letter Grade: Prints the letter grade equivalent of the current running average for the student directly below the

running average.

» Student Comment: Includes comments entered on the activity grade under Scores.

« Student Mailing Address: Prints the student mailing address on the report for mailing.

Lesson Plans

The Lesson Plans Report prints the lesson
selected date range. The report may be used
a detailed list.

o Staff Filter: Select the filter of
which to print. This option is
printing from the Grade Book

e Start/End Date: Select the range
activities to be included in the

e Include Activities: Check to
information from the activity tabs

Lesson Plans

Staff Fiter:

“Start Date: *“End Date:

bs/03/2009 (=) [10/09/z009 ]
O nclude Activties
Activiey Attribute Text: Minimum Number of Days With Pians:
Activity Attributes: Activty Categores:
Sort Activiies: Sort Sections:
Date/ Category v|  [Teacheriame v
Working Filter
[ save to working Fiter Append to Existing Overnrice Exsting
Format:
HTML v| O save as Defautt

e Activity Attribute Text: Select to include Public, Private or Public and Private.

o Activity Attributes: Select the activity tabs to be included in the report.

plans based on a
as a summary count or

staff for
disabled when
reports menu.

of dates of the
report.

include
on the report.

e Minimum Number of Days With Plans: Enter the minimum number of days with lesson plans to be included in

the report.

e Activity Categories: Select the activity categories (i.e., Homework, Quizzes) to be included.

e Sort Activities: Select to sort activities by Date/Category or Category/Date.

e Sort Section: Select to sort the various sections by Teacher Name or Section Number.

Worksheet Report

The Worksheet Report allows a teacher, or an administrator with appropriate rights, to print a worksheet for a specific date
range, with specific activities, with or without grades/scores. It also allows the teacher to print either the student names or

student numbers (for example, to print grades

e Start/End Date: Enter the date
activities to include.

e Activities: Users may also place a
the activities to be included on the

e Include:

o Print Scores: Check to include
all included activities.

0 Worksheet Report

D End D

ps/o3/2008
7 og/as/2008

08/12/2009

] 08/13/2008
] o8j14/2008

=
=
=
= o
=
=
=

] 08/19/2008 Tess

o Print Average: Check to include the student’s running average.

on a particular activity).

range for

check next to
worksheet.

the student scores for



o Print Letter Grade: Check to include the letter grade equivalent of the grade.

o Print Student Name: Check to include the student name on the report. Uncheck this option if, for example,
scores are to be posted to a bulletin board.

MISSI ng ASSIQn ments Missing Assignments Report
. . . art Date: *End Date:
A Missing Assignments report has [ [y () | been added and may be
accessed from: Order By: D to Print:
Student v Student Humber v
Y The Classroom | Reports Count Zeros as Missing [ one Per Page [] suppress Student Name menu.
| mdodte |
[] Atemate Scores Only [] Withdrawn Students
e The Classroom | Grade Akemsta Scores: Book menu.
Select to View a course. R Select the
Missing Assignment link under the Reports
menu at left. Any user who has teacher
i Format:
privileges or access to ot e Classroom |
Grade Book may print the report.
Preview Clase

The Student | Student Maintenance menu. Select to View a student. Select the Missing Assignment link
under the Reports menu at left.

Start Date: Includes activities on or after this date. Defaults to current grading period start date.
End Date: Includes activities on or before this date. Defaults to current grading period end date.
Order BYy: Select to order by Student or Section.

o Student: Lists each student with each section (ascending by time slot) then each activity (ascending by date) for
the sections where scores are missing.

o Section: Groups by full Section Number ascending, then lists activities ascending by date, then students
(ascending by display name) who are missing activity scores.

ID to Print: Select to print Alternate Student Number, Social Security Number, State ID Number or Student
Number.

Count Zeros as Missing: Will include activities for which a student received a 0 grade.

One Per Page: If checked, a page break will be inserted based on the Order selected.

Suppress Student Name: Check to hide student names on the printed report.

Alternate Scores Only: Will only print activities for which Alternate Scores have been assigned.

Alternate Scores: Select the Alternate Scores to include on the report or select --- All ---.

Withdrawn Students: Check to include students who have withdrawn from the section.

Seating Charts

Seating charts may be created for displaying students. To create a seating chart, open the Grade Book for

Manage

&l | the course.
Click Seating Chart at left under the Manage menu.

A grid will display with a list of students enrolled in the course to the left. If photographs have been

installed and assigned to students, student photos will display.
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Grid Size
The grid defaults to 8 seats across and 8 seats deep.
size, change the number of seats across or deep and

Insert/Remove Students
To place students within the seating chart, click the
them to the position in the chart.

To remove students from the grid, click the student’s

back to the student list at left.
To save changes, click OK.

Print Seating Chart

To print the seating chart, perform one of the following steps:

e  While on the seating chart screen, click Print Screen under

Tasks menu in the upper left hand corner.

e Under Classroom | Attendance, select the course. Click
Seating Chart under the Manage menu in the upper left

corner.

e Under Classroom | Roster, select the course. Click
Seating Chart under the Manage menu in the upper left hand corner.

What is the blue box?

10.00 100.00 )

10.00 50.00 |
10.00 99.00
10.00 5.00 |
10.00 7700}
[ owl  ma

10.00 7057 |

To modify the grid
click Refresh.

student and drag

picture and drag it

the

hand

Other Tips

What is the blue box surrounding student’s scores for Activities?

Can student
be accessed

Yes. Click on the
maintenance screen Fllstort

Note: The ability |72
based on

w0 ww| 1he blue box indicates the student was marked absent for that period and for the day of the activity.

demographic information
from the Grade Book?

student’s name and the student’s
will open.

to access student information is
privileges assigned to the user.

What do the symbols mean in the Alerts column?

If permission is granted to users to view alerts, these alerts may be viewed under the Alerts column within the Grade Book.

The icons pertain to the particular student.

Note: Alerts will only display if data is entered for the student. For example, if a student has not been given rights to

access the Internet, the Internet access icon will appear for the student.

fl_ll:l Cross: The student has been marked as having a medical alert. Click this icon to view the student’s alert.

T Graduation Cap: The student has been assigned an IEP (Individual Education Plan).
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i—.;l Balloon: The student has been marked with a special alert. Double-click on the icon to view the special alert.

InformationNOW for Teachers — Classroom Attendance

Taking Attendance in InformationNOW
Teachers should first log in to InformationNOW and select the appropriate school. Then perform the following steps:

|‘?,’,;,,.,,m,,(,,,N°w %jso Ticers! ” |eft’ Se'ect

— Attendance.

e  From the menu tree at
Classroom |

e  Select the correct Active
for which attendance is
and Grading Period.
date and period will
default, but the user may change these
if necessary. Click Refresh.

Date (the date
e ——re i to be entered)
irs ek S ————— : The current
appear by
values

Note: When the Grading Period is changed, only E dates within
that grading period may be selected.

e Choose the course for which attendance isto |=¢

be
taken by clicking on the Course Number . - : o — that
appears as a blue link or by clicking to B9 i e b : bullet
the circle to the left of the course number o S and
then clicking View. —

e The Attendance screen will appear displaying a list of currently enrolled students.
There are three attendance statuses for students for the selected day and period:
@ present @ Missing © Tardy

e  Students will be marked Present as indicated by the icon g to the left of their name. However, if a student has been
marked as absent for the day (this could happen, for instance, if the office marked the student absent), the student will

appear with an O Absent icon to the left of his/her name, as indicated by student John Cummings in the view above.

B Attenda
Period Attendances

Marking Student Missing

e To mark a student as © Missing, ' i ' ' R check the box
to the left of each missing student’s number. Click
the Missing icon.

o] =
GGAEGAEG0QE

B

gEE

>>>>>

BREEE

e The © Missing icon will appear next
who was marked as Missing.

to any student

>>>>>

e The number of @ Missing students T oo will be updated
in the count at the bottom of the screen.

Marking Student Tardy
® To mark a student as © Tardy,

1]

student who was marked as Tardy.

check the
box to the left of each applicable 3 student
number. Click the Tardy icon. £ :
o The © Tardy icon will appear next |2 s ’ to any

HH

@
o
@
@

==l =) 12




e The number of © Tardy students will be updated in the count at the bottom of the screen.

Posting Attendance
Once all students in the course have been marked as Missing or Tardy, click Post to complete the attendance process. Eirst
period attendance must be submitted by 9:00. Once a teacher has posted attendance, all changes must be performed by

the front office.

(Handout compiled & edited by Natalie Martin,. July 2010, from Software Technology Incorporated, InformationNOW)
Revised by Holly Hunter, Blackman High School, August 2014
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