Cm Edit Dizplay HReporte  Annotation:  Special  WwWindow

Chel+M
OPEM aclaszs ... Chl+0
CLOSE thiz clazs Chrl+he
SEVE clazs data Chl+5
SAVE clazs az ..
BEYERT to zaved class
E=PORT student data ...
Fage zetup ...
Bt .. Cil+F
SELECT a print macra ...
ktE Preferences 3
Exit Chrl+0

B Class lIdentification

Now that you've entered your personal information fortaking the Graderintouts, it's time to set up
your first class. Each of the following screens is virtually self-explanatory, but the following tips may help get
the most out of each program feature.

A Hot Tip!

STEP OME IN RECORDIMG & MEW CLASS!
Pleaze enter the following setup information for this clazs’s
gradebaook. [Several of these entriez are OPTIOMAL, and
all may be edited later.)

Use our Import buttons when you set up
a new class or begin a new grading pe-
riod and save huge amounts of time.

& Making the Grade ™

Course Mumber

Courze Section

The Clazz Title:

teeting Time:

Academic Term:

|
: I [if applicable]

forty characters maximum

ten characters maximum

: I [if applicablg]

five characters maximum

| [if applicable)

twenty characters maximum

| This Screen Only: M

aking the Gradeftm)] Class w I |

Mext I

We recommen

d that you always includeybarin the

twenty characters maximum

Experience has shown that the above information

Academic Term field to differentiate this particulgr usually looks best iICAPITAL LETTERS on your

class Title and Meeting Time from all others in yolrreports but, as always, the choice is yours to use upper

professional archivegQuarter I: 1998-99] and/or lower case characters in such entries.



B Student Number Selection

Every student in your gradeboolusthave an 1.D. Code to protect his or her anonymity, just in case you
wish to post students’ progress report. That's the bad news. The good news is that you have youtlulegice of
types of student numbers, two of which we will crédateyou automatically.

These I.D. codes Let your imagina-
require no deci- STER Tu/Dl tion be your guide
sion at all, for Please indicate which type of STUDENT NUMBERS with this choice.
they're assigned vou wish to use in this class when, and If, you ever You can enter al-
automatically to post students” scares. most anything you
students as they wish, from stu-
appear in the class = R - [rumnerical positions in the roster, appearing as dents’ Social Se-
roster (from top to Of [ sl e o "STUDENT NUMBER 1" and 5o or) curity Numbers
bottom). Do keep to building or dis-
in mind, however, " Your Own Mumnbers [11 characters maw, LETTERS or NUMBERS) ——— trict matriculation
that Roster Posi- numbers.NOTE:
tlon_Numbers are (—- [11 numerical characters, similar ko S5Ms: We strongly urge
subject to change HIRRIRIE T2 EIRADIE bumibae e pr i) younotto use stu-
if a new student dents’ nicknames
comes into the Cancel Frevious ; here. Such aliases
classandyou then are usually known
sortthe gradebook |_ to one and all,
by student last Actually, these I.D. codes are our least favorite, for they are making anonym-
name. Confusion usually foreign to both yoandyour students. Nevertheless, ifa ity amootissue, at
has been known to student number likd80-859-934s what you have in mind and best.

rule here. speeds of the essence, this is the choice for you.

B Class Grading Scales

It's now time to set up your grade equivalents for this class, a task which you may have to do only once for
the rest of your teaching career. At this poirtade Busters 1/2/8sers will notice two significant program
enhancements iMaking the Grade the ability to entethree charactersfor each percentage (instead of two)
and the addition ctFOUR MORE GRADING SCALE®er class, for a total #1VE separate systems with which
to evaluate student performance. In an age of shrinking school budgets across the country, we teachers must often
accommodate even greater numbers of studemtslef ability ranges within the same classroom—and this is
Jay Klein Productions’ partial solution to the challenge of fair and individualized grading for dliaking the
Grade you may assign any one of five different grading scales to students of different abilities within the same
class, so that &8b5% for one may be B, with the
Now, let's define GRADING SCALE 1 for this same percentage being/anor¥¥+for another.

clags. You may record AMY combination of
LETTERS, MUMBERS, ar SYMBOLS for each %,
and EMTER will repeat the previous entry.

5070 Click here once you have set 8pale #1to

78 B9 59 Sl set upScales #2#3, #4, and#5.

78 B3 58
a7 a7 7 &7 57 % Uselmport to copy the grading scalgs from
56 B 76: B6: 56 4'] another class and save even more time.
o5 85 75 B B s . .
s a4 74 64 B [ tew H—— Click this button once you've entered the
9z 83 7z B3 B2 Click Nest lowestmark anyone can receive. Thatis, if F
g2 82 72 B2 52 E“SS\TEQ? is your lowest letter grade, enteoitly once
ik el il El: i soore is click Next, and all open percentage boxes
0 o0 [ B o0 entered. will be filled automatically with F.
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As you set up your grading scales, keep in mind that you may entdrraeycharacter combinationin
each box below, including, but not limited to, the traditional A+ through F range. As you can see, | use a fairly
standard grading system in all of my classes (Scale 1), but a friend at university level converts her percentages
to a 5.0 to 0.0 scale f@PA purposes (Scale 2). Another colleague uses such acronfgRgEXcellent),VG
(VeryGood),AV (AVerage)BA (Below Average) antdN (UNsatisfactory) to measure student achievement in
her elementary school classes (Scale 3). One particularly creative school-to-work teacher devised a “monetary”
chart to evaluate her students (Scale 4). If you like this approach, be sure to investighseabter Map tip
on page 17.) And there just may be times winghing at all is what you'd like to see printed next to students’
percentages (Scale 5). No matter what marks you set up here, keep in mind that you can “mix and match” among
your students and even group them by grading scale, if you wish, in your gradebook printouts.

Sample Grading Scale 1 Sample Grading Scale 2
Mo bt & chfrem BRADIHE SCALE § b B Mo bl & dfrem BRADIHE SCALE 1 b B
= Cdabn. i Wy el R ey of Cdabn. i Wy el R ey of
oy LETTENE, HUMBERTS o SYMICLS kot sach & LETTENE, HUMBERTS o SMIOLS kot sach &
Bisks l.ln?.i-h-" ard EHTER vl repaat e s iy, wrd EHTER vl repaal Fve s iy,
mmﬁ GO
" & i} |i‘- T8 |Cn % [[= £ |F- Sl 81 |25 [ 8 [E]
=N - | TR |C & b = [ TE |20 1.
 rol ] mc & D !I:I'E ? hr il P T
5 |A = R TE & & P = ==rarre— TE |16 | |E
= |2 m[E n|c = [0 w7 Furvoas L FL o [15
|8 ak |E T |2 & |0 o F |rq- T[4 e
& gz [B zlc =47 2 |F Cick Heal nli] & [14
LA 1] B B I & |0 L. whan Ha TR |27 &2
e |m nlf el Jm AN n lﬂﬂ g [T
5 & B T jC- l |0- 5 |- L] 2 @ |n o Jan [ ]
Sample Grading Scale 3
b bt ¢ dafrm BRADIHE SCALE 1 b B
- Dl Vi Wl e Y by of
Ty, LETTENE, HUMBEFE: o STMBOLY ko sach &
[ ¥ty lh‘E-l-I.h'-‘ ared EH TES vsll rezad Fron mverooann iy
100 EITO
" B m [l T | £ |Béa = . e
i | ®m[E | m® & [ m? il
W |B< ur [ e [l Lo 1] T
% (B ® [ TE (A & [ o |l.lu ]
® [EX m V6 [ o [ s JUR Furioa
Bl | aefm | e | ealm [ SR | [ e
B B ax [ T | =0 R Chok Haal
38 H: Vh T | & |pa o Jin s Ha
n g @ | [ F.F m E ';E"'"“‘,,E'T
5k B T T T i ol |k 5 UM sriwwr
Sample Grading Scale 4 Sample Grading Scale 5
Hoa. bl ¢ defea GRAINHE SCALE 1 ko #n How_ bl ¢ dafes BRADIHE SCALE 1 ks
. D, T Wy TN e of ‘ : . i, T Wy T AR el
‘:‘bq__ LETTERS, HUMBIFE o SrUBOLS ko sach & k. "‘b‘_ LETTERE, HUMBEFE or STMDOLS ko sach &
lj';lr_i-_h-"' wrd EHTES vl ropa ol B oo eriy [Py Ih"lr-i-h_-.. wrdd EHTES vl repeat fon o amiey.
100k |553 =ITO 1004 EITO
= (58 m ene | o s | oEn [gpe | o= e Sl 25 " i3] Er [+] £ Sogle 21
-] LR TE | | & |7 ] | aa 7B = ] el
L ER[T] o | | [l ET] = | Sr— " gr b rd [Ty L1y Sn—
= |1 = |65 TE | L L8 i = 8 T L 3 i
nE |mm |mf= |a@ |=w P ] s n o s e
iR B & T | &1 | ¢ S| Final L | BE L & 5 Fiaat
B 5% e R Th | w | = & K Chck Hesi =] LE] br | & Lz Clck Hesi
=2 s B | &4 TR | & |l gx e han Ha a5 :#.3 bpa [ = g2 wshan Ha
L[ & nle | a6 |7 ol L a n 25 L il
L] & M jw |8 - L] Li3 [ 1 m ol 5 i




B Assignment Categories and % Weighting

One of the many improvementsMaking the Grad®verGrade Busters 1/2/i3 this important feature—
the ability to group up t820 assignmentsnto as many a%0 categoriesand15 reporting periods and then
weight them into a single, composite grade. Your grading options here are threefold: You may use a simple, “no-
frills” total points system without categories; a total points system with categories; or the aforementioned
categories and weighting system. The choice is yours, of course, but do keep in mind that the second and third

options usually require a significantly larger investment in paper for student take-home reports.

2 Making the Grade

™
e

You how have the option of creating up to 10 ASSIGHNMENT
CATEGORIES into which you can enter your students” scores.
YVou may "% Weight'' these categories into a single grade OR
uze the TOTAL POINTS spstem.

TOTAL POINT SYSTEM (without categories)

All three of these columns are dimmed because

I
% Tatal Paints [Tpts]

[MO Categaries)

Sampla

" Tatal Paints [Tpts]

Cancel

[w/ITH Categaries)

Equalize

" Compasite Grade
["E weighting" iz

Import

uzed to calculate

Previous

a single grade of

100% value.]

o Making the Grade ™

Y'ou now have the option of creating up to 10 ASSIGHMENT
CATEGORIES inta which you can enter your students” scores.
You may "X Weight' these categories into a single grade OR
uze the TOTAL POINTS system,

they do not apply to this (default) grading style.

Click thisSamplebutton to see what teachers at
Coronado High School and others around the
country do in their classes.

Click here tdmport category setup information
from other classes. (The time saver!)

TOTAL POINT SYSTEM (with categories)

This column alone is grayed since weights are
not used in this format.

Category Descriptionsare limited to 20 char-

acters each, all inPPERcase.

Category Codesare limited to 3 characters, all

Code Description e
€ Total Points [Tpt] TESE | HMATERIALS CHECKS
olal Fomnts | | plhs
(N Catagories] SPL [ SPELLINGAVOCAE DEV —
uT LITERARY ACTIVITIES _ Sampe_|
& Total Paints [Tpts]  |WRT | WRITING ASSIGNMENTS Cancel
[#ITH Categories]  [gRL [ ORAL PRESENTATIONS Equalize
. GRM | GRAMMAR EXERCISES
" Composite Grade | "
[%eighting'is  |COM | COMPUTER LITERACY mpar
uzed ta calculate PAR PAREMT NOTIFICATIOMS T
asingle grade of OFT | OUARTER FINAL TESTS
100% walue. ] Mext I

& Making the Grade ™

Y'ou now have the option of creating up to 10 ASSIGNMENT
CATEGORIES into which you can enter pour students” soores,
Wou may "% Weight" these categornies inta a single grade OR
uze the TOTAL POIMTS spstem.

caps. We recommend that these acronyms be as
similar as possible to their descriptions to help
students and parents interpret them at a glance.

WEIGHTED SYSTEM (with categories)

12

Code Description % % Total A A
-~ . | 14 TERIALS CHECKS 50] [ mof—— This running total of all category percentage
[TN%a::Z't’;’;t;i[;S‘S] SFL | SPELLING/VOCAB DEV (] weightsmustbe100.0before you may leave this
LT |LITER&RY ACTMITIES T [ section of the program.
© Total Points [Tpts]  [WRT | WRITING ASSIGNMENTS 15.0 Cancel
[wITH Categories] R | ORAL PRESENTATIONS 100 5
_Eauslen | % weights must be whole numbers and/or deci-
O sl Bt GRM | GRAaMMAR EXERCISES 100 g -
"% Weighting® is COM | COMPUTER LITERACY 100 ﬂ mals to thetenthsplace only. By the b}0.0IS a
usedtocalculate  |PAR | PARENT NOTIFICATIONS 50 Frevious valid category weight if you wish to record infor-
asiolegrads of  TFT [ QUARTER FINAL TESTS 200 mation that has no computational value whatso-
10 vae) i ever in your gradebook (such as pretests)



OK, a little test before moving on:

7
What's
'ou hiow have the option of creating up to 10 ASSIGMMENT
CATEGORIES into which you can enter your students” scores. Wro N g
: Youmay UE weight'' these categories into a single grade OR .
Sy T use the TOTAL POINTS system. Wlth
v, Making the Grade™
Code Desciiption % % Total T h IS
& TR LT |LITERATURE OUIZZES ;00| | 1000] . -
otal Poins [Tpts] o ™ R IECTIVE READING EX 30.0 Picture”
[NO Cateqgories)
WHRT | AP WRITING SAMPLES 15.0 Sample |
" Tatal Points [Tpts] YOC | VOCAB DEVELOPMEMT 15.0
(WITH Categories] QR | ORAL PARTICIPATION 1op| —Cancel |
o Erelia Bk ExXC | EXTRA CREDIT POINTS 0.0 oo
("% Weighting” is 0.0
uged to caloulate 0o Previous
a gingle grade of o0
1002 value | o0
The Answer: It's not easy to see, but . ... The grading system above is

Categories + % Weighting method of evaluating student performance. Not
that the sixth category in the table has been encBd&ifor EXTRA CREDIT ;
POINTSand has been assigned a weight of 0.0% of the overall grade. And there it is!
In this system, and contrary to the best laid plans of mice and men, extra credit work wil
not affect students’ final grades one iotal Why? Because, as a category recording “above and beyond” student
effort, it has no computational value whatsoever—0.0%T he only solution to the problemisto returnto a Total
Points With Categoriesystemr to place all extra credit work within the other fizetive categories.

B Student Grade Annotations

Another innovation iMaking the Gradef which we're especially proud is the ability to append offieef
teacher-generated comment$o students’ scores. These annotations appear in the hardcopy gradebook and
individual student take-home reports as a superscripted nr and each will be fully described in the
reports’ABBREVIATIONS at the bottom of the page. These highly specialized commentaries on specific class
assignments lend additional power to the more generalized comments on student behavior and achievement found
in theMtG 100LINE LIBRARY (described later).

I addition to the "100 Line Libramy," you may create

five “annaotations," footnoted remarkz which may be

- appended to students” zoores in your gradebook and
ifi take-home reports.

h”] ‘hG' o™

Sample:  "Highest zcore in the class!" thirty characters maximum

Remark 1: | J Sample

Remark 2. |

WARNING! Once you have re-
corded and appended these five an-
notations to your students’ scores,
be careful not to change the basic
Fremark 4 | content of any c_)f the messages.
Style and phrasing, yes—content,

Remark & | most definitely no!

Cancel

Remark 3: |

13



B The Class Roster

Last task before actual score entry in the gradebook! The good news here is that setting up your
electronic class roster is no different from what you've done for years by hand, so press on and note the
special hints, functions, and options below. By the way, even though you must enter siudgmts’
NAMES first, you do not have to use commas to separate their other name parts—a space alone will do,
especially if you're pressed for room. (S2€€KERSON MICHAEL R.below.)

—— twenty characters maximum, Last + First Names Group Codeis any combination of six key-
board characters which may be used later for
FINALLY s frre o set . o sorting students in the reports section. For
Plaase enrolly'olurss;T:er?t;ie?;ﬂuS['l?ESELQ%SSBIEIHST. example, you may entGJO.fOI' .¢':l|| sopho-
[EMTER moves to a new cell; SHIFT + ENTER maoves mores andl12 for your senior “jocks.”
to a new line.
As usual, the option is yours, but to play it
Lt ames tu'jentF“St - NLl;'rEEer gg: Eg;df g;g & DON'T alpha- safe, we'll leave your information exactly as
betizeszart, ili i
. DermisE. 79550475 YECETTIE il . entered until instructed otherwise.
2. | Bowles, Charles &, B53-703-903 M |5-11E 1
3 |Chancelor,  [JamesL  |se583sse3 M |10 |1 Samples | Use Lh's fl{”C“O”dWhe””a new ﬁrad'ng
Dick Michael R, |937-965-627 M |510BE |1 period begins, and you'll never have to
4P — s Cancel | retype a complete class roster again.
A |Garcia, Eugene F. AR3-077-5R1 k31015 1
§. | Glern, Helen B 124-232.233 F |510RE |1 Irnport /|/

7. |Gray, Kathlesn B, |374-851-489 F [510CE |1 Pravious | You may indicate any of your _five optional
8 |Mc_Cann, Mol b, 700215047 F |510E 1] -] grading scales here, even if it's a “blank”
1} ] one. Keep in mind that everyomaisthave

a scale, however, and that we automatically
\l give new students Scale #1.
Theconnector spaceUse L We'll accept any code entered within this
theunderscore keyto hold If you enterunique |.D. Codes for your category, the “usuals” beinif or B for
critical last name parts td- stud(_ents, we’ll make sure that each number males aﬁd: or G for those of thg female
gether in student reports truly is “unshared” and thaveryonehas a persuasion. Be sureto ergemethingnere
number before you move on. if you wish tosort on the category.
Roster Entry Fields 7 and 8 Roster Entry Field 9
FIMBLLY, o ¢ horm b ool 1 pn chars sl FIMSLLY, # chorm ka ool g o clar eoied
! 2 Masas swnd g susenic e LA T WGBS IR ! 3 Massss wwnd pea dusienis e LS T MABES FIFS
Col EH'lFHILI:-Il{II mirwwd ol TEFT & EHTER rewves ol EmFHLm-Iﬂ im b e ool SERFT & EHTER macwves
= e T = o~ T
Bk Ligg T sl ™ mlieiialy Doliake Ligg [ loeiialy
Snadear (v} Ciarsaiod Sudear Plaisra
Lasiliwns  FrdHoms i Hura E ﬂ;"‘ Lusi Hams Pt Homa Harss o ﬂ:ﬂ“
T — et N — s e
o | Borles Clsabasg & s € Loty e PR g-|n.-u:. Thsbsa £ My Farwed B onss) = 2ty
e o | e e
(A [ ] I TH} i Lt H (A ] I VR s £ il
ek LT L2 E Ll [F ) ML L =1}
I |Gl Helem 3 VAT . Latwi g | L |Gl Helan 3 |8 Dionegiai T. Glerm T o I
T |G I sl P LIRS T Caim = | T 16w [ P Ml ey A Gy = |
T e L F. Catms = G SlaowyE_ |t Thores A Homesd 1=
a ] )| I © - =
Citizenship Mark (3 characters maximum) Parent Name(20 characters maximum)
Counselor Name(20 characters maximum)
You'll probably leave th€it Mark field blank setting You will note that we've provided room for only one

up a class, but this is the place to record such informatiofarent (Guardian) Nameat this pointin the student data
en massence opinions are formed. If your students don'tbase. Keep in mind, however, ti& Custom Fieldsof
have school advisors, you may wish to usexbenselor 20 characters each await your personal touch. (They're
Namefield for additional group information. perfect for an additional parent name and phone number.)
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Roster E

ntry Field 10

FIRSLLY . iy b b ot wip v ey vl
e sreoll rer 1hskeres b LSS T WA S P
TERE [ mcrves s 5 s gl SHIFT = ERTER racivts

Roster Entry Fields 12, 13, 14

FRsLLY . i b b ot i v by vl
Pimase sraoll rer tisdienes hare, LSS 1 HAE 8 FIFE 1
TERE [ e s & @ gl SHIFT = ERTER recevits

- B 4 i i | — iy 4 e i |
Bobakoiag; il Coalis ™ ooy il Comuals ™
" . i Shiadend = L - =
Lulllnwrlllun ﬁrm E E:;J;h Lmnd Y Fard Has i (=~ Llnli:'l E m;ﬁ
1 [t Cimem | :-.I 1 [trsa j—r |-|m1= g |-
o | Ponslen IChaias A TAEE My [t Wd Ll 2 | Roneles | Ty o |eemr % 1] :I WL Lk
2 [Ercsk,Jumsl {200 vt Uiian 1 T [ R A _torw |
4| D g ey iy F L el ) = o | [V i iy kg B [ | ] B =
5 |Bacia 1 ugmnar ¥ 41079 Aruraang Axe $ £ | aacia £ ugana ¥ oo |bea [ ﬁ
& [Glem FlokemB__[1253 5 Charien 51 gt _| & [Gem 8|00 [t BBzl gt |
T |G T addees B TR Sk Anees Poiatei 7| G W ahdesa R 0 | B Paiical
BiHowws  HlacapE |20 Bk imanil =] S e T L gt L)
a2 3" [(oe ] o 3 ' =~ [one ]
The MtG Student Data Basgpossesses 38 fields:
1. StulLast Name 5. Group Code 9. Parent Name 13. Zip Code 17. Home or Work Phone
2. Stu First Name 6. Grading System 10. Street Address 14. Book Number 18. Line Library Comments
3. 1.D. Number 7. Citizenship Mark 11. City 15. Locker Number 19-28. Custom Fields 1-10
4. Student Sex 8. Counselor Name 12. State 16. Birth Date 29-38. Category Effort Marks

Roster Entry Fields 15, 16, 17

Bolakisg; il Gl ™

FISLLY . iy b b ot wip v o vl

e sreoll rey thskeres b LSS 1 HARE Y FIND T
TERE [ vmcrves s s wms gl SHIFT = ERTER: recvvs
B s i |

b MLWNM —

Click here to give these fields their official titles.

Bk s il Gl ™

Srigend

FIRALLY . i b b vt i v ey v
Pieaaw srsall yoer ticends hars, LSS ] HAHE S FING

==

Shuded L iarieta

Land Mo Fad Hams T
1 |l5-|_|.-l-. et [RENNI0A7E  [5u Tﬂ
i |Boslen Cheksd |36 |17 |emn
?’1?:-:!!- T CT O (T
4 |Diiswn  Noksen  |oE JemTE |md
[A [T g o A gy
i |flen JeenB gip 11778 :'ﬂ
7 |G Mahdeaa R [T P | .
a|uj1-..u :nqji e e, |

1

A

HOT TIP!

In the student data base Enter
movestothe nextcell. Control +

Enter (or Alt + Enter ) moves to
the beginning of the next student

record.

B i ez |
| Lumizren Foid [1 | & BONT sphe
= Dozl
j 7 ALPASORT

I.'.

Speaking of the Alpha/sort function:

Once you have completed th
roster for a class, you may
wish to rearrange it some
what before proceeding with
grade entry. Clicking on the
Alpha/sort button at the right
of the screen placesarting

11}

boxaround the first of the 26
category headers. This
means, simply, that clicking
Sort! at this point will alpha-
betize this class roster Byu-
dentName Clicking onl.D.
Number, Stu Sex Group
Code, Grd Sys, etc., will sort
the roster along those criteri
as well—and you can always
choose to “re-sort” your
gradebook by a different cat
egory whenever you wish.

FIMALLY, itz time ba zet up your class rosterl
Pleaze enrall your studentz here, LAST MAMES FIRST.
[EMTER moves to a new cell; SHIFT + EMTER moves

A

ko a new ling. ]

Student .0 Sty Group  Grd

Lazt Mame First M ame Murnber Sex  Code Supz
yWlrcher, Denrniz E. B23-668-435 M |5-10JE 1
2 |Bowles, Charles &, B53-703-303 M |5-11E 1
3. |Chancellor, James L. BB5-836-333 M |5-10E 1
4 |Dickerson Michael B. 937-865-627 M |5-10BE 1
. [Garzia, Eugene F. 353-077-561 B 13-10J5 1
3 E. | Glenn, Helen B. 124-282-233 F |5-10BE 1
7. |Gray, K.athleen B. 374-851-489 F |5-10CE 1
8. [Howard, Stacep E. 13-489-265 b |5-10E 1

i

-

=

¢ DON‘T alpha-
betize/zort.

% AL PHA/SORT

Samples
Cancel
Impart

Prewviouz

Sart

elelel
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Alpha/Sort RULES AND REGULATIONS:

1. If you select Roster Position or Making the Grade Student I.D. Numbers, you'll find thiat
column already filled with 80 numbers when you set up a roster. Of course, if you elect to
enter your own student numbers, the column will be empty, awaiting your input.

2. Alpha/sorting the class roster can be done as many times as you wish, using any of 26 criteria.
That is, you may configure (and print out) your gradebook and Daily Record by Student
Names initially, and then rearrange by Group Codes or Grading Systems later!

3. Keep in mind that Alpha/Sorting isreal, data-moving prioritizing of your gradebook and
Daily Record; the display function in both modules is bigaporaryrealignment of data.

4. New students will be automatically placed atthdof your class roster; you may then decide
whether you wish to restructure/rearrange the list.

5. Dropped students placed at the end of a class mgtant move with their peers when the
class list is sorted—unless you elect to change this feature in the Preferences section under
the File menu.

And speaking of the Import function:

Entering a large class roster is, ¢
best, akin to having a root canal; s
we offertwo methods of importing
such information. You may selec
anotherMtG file, of courseor you
may connect with a simpEEXT or
ASCII document prepared by awort(
processor, data base program, or d¢
management service.

The former option requires na
instruction whatsoevef.he latter,
however, requires that data fields be laid out in the same order, left to right, as that seen on the roster screen:

A QUESTIOM!
Wwhhat iz the source of the roster pou wizh to
import? It can be an MTG or ASCHATEST file.

MaAKIMNG THE GRADE File ASCIATE=T File

1 2 3 4 5 6 7 8
Stu Last NaméStu First Name 1.D. Number®  Student SeX Group Code Grading"Sys Cit Mark Counsglor
9 10 11 12 13 14 15 16
Parent Namé  Street Addrdss City * State* Zip Cdde Book Num  Lockef Num  Birth Date
17 18-27
Telephone *Cus Fields 1107
Sample ASCII File Icons Each field must be “delimited” by*aomma or*tab, and the

end of each record must be indicated HYRETURN.

3
5 Each ASCII file must be completetpude” from start to
: finish, with no extraneouleader, footer, or formatting
ClarisWwoarks Text File Motepad File information appended to the record.
replace it. That is, iGrading Systemis to be left empty

3 above, there must bevo delimiters (commas or tabs)
MS ward Text File M3 Works Text File placed between Group Code and Citizenship Mark.

If afield is to be left empty in a record, a comma or tab must
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5/ TIPS VTRlCKSV S—E?:g%%s
and more
TROUBLESHOOTING

ATIP Character Map

Those of us antiquarians raised on manual or electric QWERTYUIOP typewriters may not
realize that the PC keyboard can generate many more characters than ordinarily meet the eye.
These hidden, non-alphanumeric symbols and pictographs are powerful tools for setting up
grading scales and entering text fields such as assignment titles and Line Library comments. All
you must do is select theéharacter

N - -
38 Comrsia (b . 'j HRET .| Mapdesk accessory (under Start > Prq-
=4 g b Ml »| grams>Accessories) to see what good-
¥y WIS e B i *| ies lie beneath the surface of your PC
=] Metsoaps Hovipolr 100 ¢ [ Coedleol n
(23 Ovina Borvio '@ Ducisrics | keyboard. As you can see from the
(S Dk Tie e wendee ¥ O DisHlls Hebeabking examples below (using tiMtG screen
=i * 53 Desor Cabie Comveckm font of Arial), a great many intriguing
il e S and useful symbols await your com;
= Vi ¢ ] ivages . . . A
A W i ma_md, so let your imagination t_Je you
1 Comarsis Ok 5 Lrirm flaguivaden guide as your set up your grading sys-
AR e £ Pt tems, annotations, Line Library, anc
e o Syt assignmentdescriptors. Your Bi@uld
L Irimral Hewe ¥ WP .

& Wicsarck HetMestirg be able to handle almost any notation or

R M5 005 Puewd foreign language character you require!

The Arial Font (True Type):

Experienced Windows users know tha;aaﬁyﬁ’-- 2] Chgrazmen bo vope |
great many fonts are available for exami E SEE] L] RN EETRR] | <=k Eaiet
tion within the Character Map accessory, == ’IL il -:E' *:-nr t“ 003 aH0L L |
but Making the Gradeuses Arial almost ] [/l it} ki S [ =[5 [+ oo
exclusively for screen display purposes. it R e
0000333000033 3000F333a000E3E

Grading Scale 4on page 11 could not have
been created without this (or a similar)i= ==s frasie « b mede b S -
Windows application, for at least four char

acters there do not appear on the surface 0

the PC keyboard. The fifth row of the font L D (DL
o | Pl jafrlalsiEir ok l<}=k | | E.'I'i':"l

2]

map atrightreveals all four special monitary |t £ i b b B
characters used in the scale. Clicking on| Js == [el= Tt [T i Tn o e i a e bl e [ [T E . |

any one of them reveals (in the lower right F{ g | it S I o T i
corner) the specific keystrokes needed to* > e * &5 F I TTTITEFEEEEETL PRI F b
produce it: Thé€ sign =Alt + 0163, ¥ =Alt e
+ 0165 ¢=Alt+ 01621 and so on. Shyiwen pelobin phaagciei m e feincied bl ¥ gpainh g ABOTE]

17



A TRADE SECRET

And a very seriougaveat educatorFour years of working with teachers nationwide has

shown us that th€ategories With Weightssystem of grading is, all too often, a publi
relations disaster just waiting to happen. Frankly, most students and parents do not und

Weighted Categories—

~
L

erstand

the complex calculations at work in such a system; consequently, we usually discouragelits use
unless you possessroroughunderstanding of its pitfalls. Nevertheless, if Categories With

Weights is your “cup of tea,” please permit a brief explanation of how we compute
composite grades. The primary formulae we employ have been taken flORGHd¢andbook

of Mathematical Formulas and Table<hapter 12, “Probability and Statistics for Weighted

Mean Calculation.” We have simplified these algorithms and present them one step at

such

atime

for you below. Please study this information carefully now, but if you use this grading system
regularly, you'll probably have to review it later to answer the myriad questions posed by|your

charges. And make no mistake—thall have questions.

THE SAMPLE CLASS 'ou now have Fhe u:upti_on of creating up tomﬁl\SSIGP{MENT
CATEGORIES inta which pou can enter your students” scores.
o may "% Weight'' these categories into a single grade OR
For the purposes of this ex uze the TOTAL POINTS system.
planation, we will use _the Description 5 % Total
class setup shown at righ & Tota Paints (Tots] MaT  [MATERIALS CHECKS 50] [ 1000]
. . otal Points [Tpts
Note the ten categories i o casgmies |27 |SPELUINGA/DCAB DEV 108
use, only nine of which have UT  [UTER&RY ACTMITIES 1500 Sample |
H " Total Paints [Tpts] WRT  |WRITIMNG ASSIGNMENTS 150
weighted values, howevel :
(Pretest scores have bee [WITH Categaties)  [ORL | ORAL PRESEMTATIONS Jon|  _Cencel |
recorded in the gradebOOL & Composite Grads GRM  |GRAMMAR EXERCISES 10.0
but thev do not count for o "% Weighting'" is COM |COMPUTER LITERACY 100
; y used to calculate PAR  [PARENT MOTIFICATIONS 5.0
agaInSt the StudentS) a Sirlgle grade of oFT QOUARTER FINAL TESTS 200
100% vale.] PRE  [SKILL/UNIT PRETESTS 0.0

THE SAMPLE STUDENT

Cancel |

Jamesz L. Chancellor

SOPHOMORE 3/4B EMGLISH

Once again! we shall focu . . 2 Paints Faints Current Letter
on Jim Chancellor's dat: Assignment Categories Wweight Earned Pazsible z Grade
(right) to show how his | MATERIALS CHECKS 5.0 40 40 | 1000 | Aes
scores in each Category a SPELLIMNGAOCAE DEY 10.0 576 BE2 870 B
fect his composite gradel et TN -1 I T
. 73 100 74.0 Cs
Please note before we pre ORsL PRESENTATIONS 10.0 40 AD 80.0 B-
ceed, however, that onl [mee. i e rrrrises 100 0 0 T
seven of the ten availabl [ compuTer LiTERECY 100 0 0 T
categories are “active” a | P4REWT NOTIFICATIONS F.0 25 25 | 1000 | A+
this time. OUARTER FINAL TESTS 20.0 ey, 382 86.9 B
SKILLAUNIT PRETESTS 0o i i M A, N A&
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Step 1:

Step 2:

Step 3:

We multiply the percentage Jim has earned in each “active” category by
assigned weighting factor.

That is, we multiply hisL00.0 in “Materials Checks% 5.0 to get aWeighted
ArithmeticM ean figure of 500.0. (We call theS&AM Units” in our workshops.)
Then we multiply his 87.0 “Spelling/Vocab Dev” x 10.@o get 870.QJnits; his
85.97in “Literary Activities” x 15.0to get 1289.8Jnits; his 79.00Gn “Writing
Assignments” x 15.0 to get 1185.0 Units; his 80.@ral Presentations” x 10.0 to
get 800.0 Units; his 100i0 “Parent Notifications” x 5.0 to get 500.0 Units; and h
86.91in “Quarter Final Tests” by 2010 get 1738.2Jnits.

We combine Jim’s seven individual WAM Units to get his WAM TOTAL.

500 + 870 + 1289.6 + 1185 + 800 + 500 + 1738.6882.8 WAM Units

We then divide his WAM TOTAL by the total percentages in those

categories which contain recorded scores (i.e., the “active” ones).

its

That is, we dividé6882.8by the total % of the seven categories which have scares

in them,80.0 The resultant figure &6.03%is Jim’s cumulative grade using the

weights set up

for this class. | James L. Chancellor w I
Previous
SOPHOMORE 3/4B ENGLISH
The problems SCORE ANALYSIS:
inherent in §uch nsomplete: |1
asystemlieinthe Zero [0} 0
fact that Jim’s Cheating 0
simple point to- Teney | 0
p p Excuzed: 0
tal, 1515 out of Dropped: 1
1_751p0IntS pOS‘ CUMULATIVE GRADE FOR THIS TERM:
sible, does not : :
Paints Paints Current Letter
seemto equal Earned Possible % Grade
86.03%. (Inthis NZA N4 B6.03 B

case the figure is

higher, butitanbe much lower.) Most students and parents who audit the Progress

Reports you send home will grab a calculator, add up the points earned on

each

assignment, and then divide by the points possible. They are seldom aware of
Weighted Arithmetic Means formulas; and unless you, your school, or your district
has sent home a position paper on the subject, confusion usually reigns. Depending

upon the relative weights of the categories used and the number of assign
recorded, students’ grades can swimiddly here and test the limits of one’s
mathematical credulity. This is especially true early in a grading period when
points have been accumulated in each categoryplessebe very careful when
using this system. It can easily effect more harm than good if not used judicio

ments
few

usly.
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The sample student report below (available only with weighted categories, of coGraelas
Bustersunique way of helping students and parents understand how this system works. Truly
this graphic document you should never again have to field lengthy, not to mention hag
telephone calls inquiring about the unfathomable mysteries of weighted categories. The for
delineated on the previous two pages have been laid out here with great care, and ev
concerned should be overwhelmed with your attention to detail in this report.

CORONADO HIGH SCHOOL NOVEMBER 1, 1998
MR. JAY A. KLEIN QUARTER 1: 1998-99

WEIGHTED GRADE COMPUTATION
FOR
JAMES L. CHANCELLOR

5.0%
20.0% 10.0%

[] Materials Checks [ Grammar Activities

[[] Spelling/Vocab Dev  [[] Computer Literacy

5.0% 15.0%
Literary Activities [[] Parent Notifications
10.0% [[] Writing Assignments  [[] Quarter Final Tests
[l Oral Presentations
10.0% 15.0%
10.0%
Contribution to
Assignment Points . Points _ Current Category_  Weighted Arithmetic Mean
Categories Earned * Possible % % Weight (W.AM.)
MATERIALS CHECKS 40 40 (=] 100.00| X 5.0|= 500.0 Units
SPELLING/VOCAB DEV 576 662|= 87.00] X 10.0|= 870.0 Units
LITERARY ACTIVITIES 423 492|1=| 85.97] X 15.0|= 1,289.6 Units
WRITING ASSIGNMENTS 79 100|=| 79.00] X 15.0|= 1,185.0 Units
ORAL PRESENTATIONS 40 50|=| 80.00| X 10.0|= 800.0 Units
GRAMMAR EXERCISES
COMPUTER LITERACY
PARENT NOTIFICATIONS 25 25|=| 100.00[ X 5.0 (= 500.0 Units
QUARTER FINAL TESTS 332 382|=| 86.91] X 20.0[F 1,738.2 Units
SKILL/UNIT PRETESTS
Totals From ACTIVE Categories: 80.0 6,882.8 Units

Your overall grade in this class is determined by dividing your total W.A.M. Uii{882.9 by the total
percentages of categories currently in u8@.(). Therefore, your composite percentage at this ting8i63 for
a grade oB. If your figures differ significantly from mine, please see me privately as soon as possible.

, with
stile,
mulas
eryone
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ANOTHER TIP

Backing Up Data

—And probably the most important one you can ever take completely to heart.
Windows First Law of Hardware/Software Failure Probability (I made that up) states that
the more important your class files become, the more likely they are to crash, burn, an

The

d die.

Indeed, those of us who operate entirely on hard drive platforms often dwell in the greatest of

fools’ paradises. A colleague once noted that keeping all of one’s data on a single hard
is like driving in a demolition derby—sooner or later you're going to getit. Sometimesiit se

drive
ems

that computer&nowhow long it has been since you backed up your data, so they decide to lose

your most crucial document at the most critical time out of sheer spite. Don’t they?
Yes, they do! But a simple solution to the problem does exist, the only one we

can

recommend with a clear conscience and without reservation. It's the Jay Klein Productions

First Commandment of Computer Technology

Thou shalt back up thy gradebook files each and every time
thou dost edit even the smallest bit of information enscrolled
therein. Nay, not once a week, nor once a month, nor once a
semester, nor once a lifetime—but every time thou makest a
change in class data. Yea, veriyEYERY TIME. And not onto
the same hard drive or floppy diskette, but upon two alternating
ones far from harm and mischief.

“But isn’t this a royal pain in the [expletive deleted] to do?” you're probably asking.

Not

at all!' If you're a single-partition hard drive enthusiast, keep all of your classes in one folder
(perhaps on the desktop as | do below), and insert a back up floppy whenever you work on

grades. Then at the end of each session, quit the program and drag your class folder

nto the

floppy disk icon. You'll probably be asked if you wish to replace older data with new, at which

point just clickYesand therfuhgeddaboudit It's that easy and carefree a processlif you

back up on alternate disket®gery timeyou open your class folder, you’ll never be more than

a few entries away from being whole again should the worst (inevitable?) occur.

If you're working with class files

B k=

Mg e Haicae Vilsal PC 20
G 70 Huogitn
ﬂ. -I-} e Mo W
Tl | s Irioes
fn ; o
J - LT ]
bip IosdcasE  Fapiris 50
=
"'_! - Tirstw |
Fammm, -f-]
Meghtoriocd Sy e
e A Tl

Tl Fisu

P ercie f

on two computers—one at home
and one at school—please keep in
mind that floppy diskettes are ef-
fective media fobacking up and

transporting data between loca-

tions, only. That is, you must al-
ways read class data from, and write
new information back tohard

drives (including Zig® disks, of
course). Floppies wear and fail!

Regardless of how you back up
your data and how many copies you
make (we keep four at all times),
make sure you do so frequently,
repeatedly, often, and regularly.
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A TRICK

Before we leave this section of the documentation, here’s a real eye-saving trick for

whose peepers “ain’t what they used to be.” Very few nariegperienced PC users are aware

Radio Buttons/Check Boxes—

those

of this, but one doesn’t have to clicisidethose little circles (radio buttons) and squares (check

boxes) accompanying program options to selectthem. As we who are over forty can attes

t, these

targets can be difficult to hit, especially when one’s mouse or track ball isn’t cooperating and

Visine™ is the order of the day. So just click anywhere on the text immediately following
a radio button to activate it, or anywhere on the text line following a check box andbila!
They're on! Behold, twdMaking the Gradescreens below which illustrate this interestin
Windows phenomenon.

STEP TwOl
Pleaze indicate which type of STUDEMT MUMBERS
you wish o use in this class when, and i, you ever
pozt students” scores.

Invisible “Hot Boxes”
each and every one!

[numerical postions in the roster, appearing as
"STUDEMT MUMBER 1" and =0 an]

Click the mouse arrow any-

" four Dwn Mumbers
I |

[11 characters mas. LETTERS or MUMBERS)

where within the dotted lines
in this sample screen, and

Cancel

o
(" MAKING THE GRADE Mumbers
.

that item is selected.

11 numerical characters, similar to S5M %
"RBZ2-937-481"

Previous

One Massive
“Hot Box”!

Again, clicking anywhere
along the horizontal line fol-
lowing each check box will
select that item.

Author |dentification Exercize  [09/07) a0 -i
FRETEST: Speling ¥ ocabulam Dew [09/07] v ||
SpelingAdocab Unit 01 Hamewark, [09408] 41 I
Spelingocabulary Lnit 07 Gluiz [09/72] 45 |
Speling/focab Unit 02 Homewark, [09413] A0 :
kd atenialz Check 1: Lord of Flies [09414] 10 |
SpellingAfocabulary Unit 2 Quiz [09/15] a0 ||
SpelingSfocab Uit 03 Homewark, [09419] 36 ||
______________________ |

ANOTHER INSIDER TIDBIT:

It is standardV.O.P. (WindowsOperatingProcedure,

but | made that up too) for only one radio button to be selectable within a program option. (

Check

boxes, however, are often available in bunches, so you may wish to experiment here and there

to see which features permit multiple selections.

22



3 NEW FEATURES

STEP OME M RECORDING & MEW CLASS!
Pleaze enter the following setup information for this class’s
gradebook. [Several of these enties are OPTIONAL, and
all may be edited later.]

Importing Class Setups

Nothing pleases us more than savin

comes to entering class setup data. O
thinking is this: Ifinformation for a class

The Class Title: |

Courze Mumber: I [if applicable]

Courze Section: I [if applicatle)

Meeting Time: |

Thiz Screen Only: Making the Grade(tm] Class
AllBUT The Roster. Making the Grade(tm) Class
Al'wATH The Roster: Making the Grade(tm) Clazs
Campus America® / MAVTA

Carter-Pertaine® Import File: ASCI| Text

Lake Geauga Computer Ass'n: &SCI Text

Loz Angeles Unified / GradeBubbler®
Pentamation® |mport File: ASCI Text
Schoolmaster®

SIMS® Impart File: ASCI Text

Skyward® Import File: ASCH T ext

‘washington State [(WSIPC) ASCH Test

has already been recorded once, wh
should anyone have to enter it again
— The longmport bar at the bottom of the
first MtG setup screen is our solution ta

[if applicable] .
the double-entry conundrum plaguing
_txd | | most educators today, for it enables ev
w] [ nex || eryone to profit handsomely from the

data entry efforts of others. Clicking
here reveals a catalog of data sources from which you n
obtain class setup information. As seen at Mtking the
Gradeimports previously-recorded data not only from its ow
classes (the first three options), but from many third-pat

vendors as well. The companies below are fully ir

your precious time . . . especially when it

tegrated intdVitG import/export components, so you'll never have to type a roster or bubble
grade sheet again. Just select your vendor, navigate to your classes, import, and relax!

Campus America, Inc.

Eampys
America

Pentamation

&

Schoolmaster

Carter-Pertaine, Inc.

Pentamation, Inc.

Schoolmaster(Olympia Computing Company, Inc.)

SIMS (Computer Solutions, Inc.)

URL: (360) 456-1888 Voice
E-Mail: Fax
Skyward, Inc.

900 Hill Avenue, Suite 205, Knoxville, TN 37915-2580
URL:  http://www.campus.com (423) 523-9506 Voice
E-Mail: Info@campus.com (423) 525-5628 Fax

1500 S. Dairy Ashford, Suite 400, Houston, TX 77077
URL: (281) 558-1270 Voice
E-Mail: (281) 526-8980 Fax

225 Marketplace, Bethlehem, PA 18018
URL:  http://www.pentamation.com
E-Mail:

(610) 691-3616 Voice
Fax

7249 Capitol Boulevard South, Tumwater, WA 98501-5519
URL:  http://www.schoolmaster.com (360) 352-0922 Voice
E-Mail: schoolmaster@schoolmaster.coi860) 352-0957 Fax

7044 Mill Court, S.E., Olympia, WA 98503

5233 Coye Drive, Steven'’s Point, Wl 54481
URL:  http://www.skyward.com (800) 236-7274 Voice
E-Mail: kevin@skyward.com Fax
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Weighting Cat’s Equally +—

This new feature has nothing to do with making felines heavier. Rather, it focuses upd

uze the TOTAL POINTS system.

‘f'ou now have the option of creating up to 10 ASSIGMNMENT
CATEGORIES into which you can enter wour students” scores.
‘r'ou may "% weight" these categories inta a single grade OR

Description % Total
& Totel Paints Tpts] Hwé  [HOMEWORK ASSIGN'S EQUAL | 1DD.D|
otal Foints | pls
IND Categaries] LAB LABORATORY WORK EQLAL Sample
MTS  [CLASS NOTES EQUAL
" Tatal Paints [T pts] auZ  [QUIZZES m
[#ITH Categories] — [15T — [UNIT TESTS s
& Composite Grade FIN GQUARTER/SEM FIMALS
| t
["% weighting iz w
uged to calculate Previous
a zingle grade of
100% value.]

Equalize button found on theMitG

Grading System screen. Sometime
it's necessary to make computationa
equals of several categories which d
not have a “rational” % value . . . such
as the first three assignment groups
left. They must combine to equal 509
of the grade for the class, which mean

that each has to be worth 16.6666 (ad

infinitum) %. Since this number has ng
rational end, all you have to do is click
the Equalize button in the % column

for each category. (You can also manu

ally enteEQUAL in each cell; the effect will be the same.) We’ll handle all of the heavy-duty m
in the background, while your school board marvels at your nonplussed professionalism!

n the

At

S

ath

Hiding Student Info

Forthose of us who don’t have the luxury of importing class rosters from the district mainfr

this feature may prove to be a godsend.

The Making the Gradestudent data-

base can hold a wealth of information
but collecting and entering such data b
hand for 35 students is, by most star
dards, an overwhelming task. Butwhe
if your students could accomplish this
feat for you? That is, what if eact
person in your class could enter his ¢
her personal information into your da:
tabase without violating anyone else’:
right to privacy? Well, such is now a

FIMALLY, it's time ta set up pour class roster
Fleaze enroll your studerts here, LAST MAMES FIRST.
[RETURM moves to a new cel; SHIFT + RETURMN
moves ko a new line.]

@ o m W D

Student 1.0, Sty Group  Grd §
Last Mame First Mame Mumber Sex LCode Sps 9 EDtN E alTha-
etize/zort.
1|~
p " ALPHA/SORT
1 Samples
Dickersan Michael B. 937-B65-627 M |5-10BE 1

: Cancel
1 |
= e
1 v|
L

possibility.

All you have to do is place a student in front of your monitor, click on the next available
in the above database screen, and then @essol + H on your keyboard. All student data
recorded on other lines will temporarily disappear; the student at hand can then record his
information without the “distraction” of others’ confidential information. (Pressing Control +
toggles the feature on and off, of course.) If you take advantage of this option, be sure to 1
your students that the information they enter may be exported someday into mailing labels,
home, and the like, so it is very important that entries be accurate in all respects.

ame,

line

or her
H

emind

letters




