SCHCO)L"
School Loop Gradebook LC?P

School Loop’s Gradebook is automatically setup for all your courses and rosters, and updates itself
everyday to reflect changes. If you use the gradebook, parents, students and your colleagues will
be kept up to date, and you will get important trend information.

1. Accessing and Archiving

ME TR Y

1.1 To access a gradebook (three (WELCOME TRACY CHESLER |

WayS)' Publishing Tools Course Tools

Click Gradebook next to a course title DASHBOARD e
on the Dashboard. Course Management ::du:d:IL
or  Assign Work ] Publish Notes o
Click a course gradebook in the S—— Gourse: Tooks | Web -
Gradebooks drop down menu on the English 7 Course Tooks | Wb Ste Trase-Seo
na.Viga.tion bar Mod Wid Lin Coinse Tools | Wb Sie | Grade Boak

or ’ | Reacding 1.0 Ciplrse Toods | Wb SEe | Grade Book

Go to the Course Management Center (CMC) for one of your courses and click the name of the
Gradebook.

To enter grades for assigned work, click a period number. You decide what gets published. When
you publish, your students, their parents and your colleagues have access to the grade information.
There are many easy to use settings and tools to use as well.

1.2 Archived gradebooks:

You can create a new gradebook and archive the old one for any course at any time by selecting
Add a New Gradebook in your Course Management Center. If you pick a new start date, the end
date of the previous gradebook will adjust. You can split, merge and change dates as often as you
want with no permanent effect.

2. Set“ngs Categories:

You can set up categories, create a grading scale, add weights Assignment (Defaull

to categories, set rounding, change default cell values. These Discussion Edit| Delete

settings can be adjusted for each gradebook. A new gradebook Harmework Edit| Delete

for a course defaults to the settings for previous gradebook, but Paper Edit| Delete

can be customized. Project Edit| Delete
Qi Edit | Delete

2.1 Categories Test Edit| Delete

We provide a default list of
you can create your own

assignment categories but
COURSE SPECIFIC SETTINGS

Setup a block schedule for a course, change a course's

universal list of categories for name, or pointto another grade book orweb site. These Category: | Assignment %
all your courses. You can seffings are on a course-by-course basis Points:
A(_jd or Delete from our list by T Discussion
cI|cI_<|ng_on Settings in the_ Algsbra 1.0 BT

navigation bar and selecting

General Course Settings. English 1 o VWid Hist 1

You can categorize your assignments when you create an assignment by
choosing a category from the pull down menu on the assignment form.
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Select: On: () O &

2.2 Weighting
Set weights for categories you create in Universal Settings in the oo T
Dashboard on your homepage. Weighting only counts for categories in PR '
which you have assignments. Homework: 0.0
If you use weighting, you can add a grade weight to each category in each Paper: o5
gradebook. Categories appear in a pull-down list when you assign work. "":Zf 0o
. . . 00
Only categories you use W|_II appear in your gradebook and those that you - -
do not use will be reapportioned to equal 100%. [Suomit | Cance |
HName:
i Base Percent:
2.3 Grading Scale
) GRADING SCALE
Set up your grading scale. Percents convert to letter grades. Sl 0
A0 [ Delete |
Note: Each gradebook in a course will have the same grade : :Z g
scale. You can setup different grading scales for different ADVANCED SETTINGS
courses. Use these tools for that litle something extra
Default Cell Value
Emptyilank cell are treated as "exempl” mathematically. If you choose "0° as the default
2 4 Advanced Sett|n s walue, the "0 will count toward student scores
’ ) 9 Default Empty ¥
Use Advanced Settings to select the default cell value.
. . . Decimal Rounding
You can also set the number of decimal points for rounding. O S S B
Scores are rounded up/down to the last decimal. Dighe: ;
 submit | Cancel |

3. The Gradebook Summary Page
The Summary page of each gradebook displays the gradebook roster and the total percentage
scores for each student in each category. From the summary page, you can:

Print your gradebook
Download your gradebook
Show or hide dropped students
Change the gradebook settings
Add a scoreable item

3.1 Student Score Sheet
If you click the name of a student, you can access that student's score sheet and add or edit scores.

3.2 Gradebook Assignments by Period

Click a period number to access the gradebook assignments for that period. (See Scoring
Assignments.)
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4. Creating a New Gradebook

4.1 New Gradebook
To create a new Gradebook:

Graide Books "u...“"
Mame T ran .
Go to the Course page. English 1 Semester 2 1726007 t

End:
6AAO7

Click Add New Gradebook.

1
2
3. Enter a name for the new gradebook.
4

Select a start date. The former gradebook will automatically end the day before the start date of

the new gradebook.

Assignments appear in the gradebook that contains their due date.
If you pick a new start date, the end date of the previous gradebook will adjust.
You can split, merge and change dates as often as you want with no permanent effect.

4.2 Changing the name of a Gradebook

To change the name of a gradebook:
: EDIT COURSE NAME
1. Go to Settings W/Settings | | it vour Course Name here
2. Click Course Specific Settings for a course B LD W o

3. Go to Edit Course Name and click Go. The name you
choose is only the display name, it does not affect any official data.

4.3 Changing the Date Range of a Gradebook

1. Click Edit next to the Gradebook name in the Course Management Center.

2. Choose the Gradebook. Grade Books
Hame Start: End:

3. Choose a new Start Date English 1 Semester 2 126807 Ecit BAOT Merge |
Englizh 1 Gradebook 72008 Eci 172507

4 ClICk Smelt Add New Grade Book

5. Scoring Assignments

There are three ways you can enter grades: directly into the gradebook, from an assignment score

sheet, or from a student score sheet.

Period 4
i Ex ry W G { f
5.1 Gradebook by period Brpostoryw Quesons | speling
You can enter grades for an assignment. AN TSRS TREShR
Publish When Saved:
1. Select the Gradebook.
. . Gime 0095 70% 70 70 70
2. Click the period number on the Summary Page. rmET— 70 70
. . Olve 2541 70% 70 70 70
3. Choose Edit All/Show Empty (it toggles between these two). |7/~ = o 100 0
4. Enter grades. Sanc2605 70% 70 70 70
5

Click Save.
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5.1 Assignment Score Sheet

Each assignment has it's own score sheet.

Access the score sheet from the assignment list on the course
page.

Or from the gradebook itself:
1. Click the name of the assignment.

2. Enter scores and comments.

3. Click Save.

5.3 Student Score Sheet

You can access a student's score sheet and
enter scores for several assignments.

In the gradebook:

1. Click the name of a student on the summary
page or in a period.

2. Enter scores and comments for the student.

3. Click Save.

6. Saving and Publishing Grades

Grades can be categorized as being Saved and
as Published. Teachers see both, but only the
published grades can be viewed by students and
verified parents.

6.1 Saving Grades
Click Save after entering Grades. The

percentages on the summary sheet of your grade
book are based on all grades, published or not..

6.2 Publishing Grades
To make grades visible to students and verified parents, you must Publish grades.

1. Enter grades and click Publish.

3. Check the box next to the assignment.
4. Click Publish.

5.,Click the Published Grade tab to see the
published grades and percentages that
your students and parents will see.
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