mf Edit Dizplay Heports  Annotation:  Special  window

Chrl+M
Ctrl+0
Chrl+haf

Mew clasz
OFPEM a

ELOSE thiz class

SoYE clazs data
S44E class az
FEVERT to zaved claszs
EXFORT student data ...

Chrl+5

Page zetup ...
Erirat ...
SELECT a print macra ...

[kl +F

MtG Preferences

Exit Chrl+0

B Setting Up an Assignment

At last! You've done all the preliminary work, and it's time to get down to the business of recording and

analyzing your students’ data. Openinglaking the Gradédile (or continuing from th€lass Set Upportion
of the program) reveals the following “platform screen” for your gradebook.

I
The class’s
full archival
title: We
strongly urge
you to in-
clude withthe
class name
its period,
academic
term, and
year when
you save each
of your class-
es to disk.

Student

B# Soph Eng.Per 01 S5em 1.'98 MTG [_ O] x|

Finder for
“random
grade entry”
and general
score edit-

ing

ASSIGHNMENT MUMBER 5> 1oz 3 4 s s 7 o8 49 10| CURRENT
ASSIGHMENT CATEGORIES-> 4 STUDENT P
ASSIGHMENT WALl ES-emn > TOTALS
1|Archer, Dennis E. Mg |~
z2|Bowles, Charlas A, His |
3| Chancellor, James L. HiA
4|Dickerson Michael R, M,
s|Garcia, Eugene F. HiA
6| Glenn, Helen B. HiA
7| Gray, Kathleen R, HiA
g|Howard, Stacey E. HiA Ll
T —— | 2EcorEs v
' ASSIGHMENT TITLES POINTS ITEMS #-FACTORS
1 [ |
I
3

<

The Current

Student To-
tals, Points,or
% For This

Assignment
toggle box

Class Roster
scroll bar

Assignment
Numbers &
Rangescroll
bar

Assignment
Setup Infor-
mation scroll
bar
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There are three ways to initiate the entry of an assignmeévialking the Gradgall virtually intuitive in
operation. Perhaps the most natural of the three methodditsktanywhere in an open assignment column
ortitle line in the gradebook screen. Or you can clicledit in the menu bar, slide down Assignments and
then selecADD an assignment The third option is the “hot key” choiceControl + A.

-A- or -B-
M= Display Feportz  Annotations  Special  Window
= - - - 1 . el Aszignments ADD an assignment ...
_,'—m'_— Students » CHAMGE an azzignment ... Ctrl+T
1R, Derm e r LT - | Setupdnfo > DROP/UNDROP an assignment . ChilsD
s, Lilanlag A ki | DELETE an azsignment ... Cti+E
faniaa), Jmis L I I i) A ST T o REPOSITION an assignment...  Chish
4 i W el R AL Fepeat Previous Score
. It i, Eiggsrs F I I L Repeat Score/Fill Column Crrl+"
-'.-'\.'\.' Helen B I T [] T T T 1 1 1 ] I i Cut Chrl+4
rka ab bsar, 1 Copy Chrl+C
closaned Elurey [ L______A _| [T =1 Pazte Chrl+
' I I | |Gcuea '||r|
e ——— H You may wish to commit these and otthat key com-
/ | mands to memory, for they offer the fastest method pos-
7 | sible of performing special functions.
8| k|

Click anywhere in an open assignment column or line.

Once you confirm that you do, indeed, wish to record a set of scores, you'll be presented with thedirst of
assignment setup screettzrée if you've activated the Spanish language option):

Type in theCategory Codehere (if applicabledr click on
a line within the category box

If you wish, the date from thgystem
| ADDING ASSIGNMENT 1 I clockis displayed here. (SBHG Pref-
_ erencesto remove it.) The cursor is in
— Title: | 1117241 the “insert” mode and will push the date
E along as you enter an assignment title.
E Category Code: Code Description k4
8 Tl CETERGRIES ” MAT | MATERIALS CHECES 5.0
= Ic I oLl Wi ——— forty characters maximum
S to modify OF set up that grad- SPL | SPELLINGAOCAE DEY 10,0 y
g Ing system now. LIT |LITERARY ACTIMITIES 15.0
=
a2 Categories WRT | WRITING ASSIGNMENTS 150 Click here to bring in the setup informa-
E ORL | OR&L PRESEWNTATIONS 100 tion for a single assignmenter all
S Scatner GRM | GRAMMAR EXERCISES 0.0 = assignments—from_ this or a different
g’ class. Doing so will not only save you
5 Cancel COM | COMPUTER LITERACY 10.0 time: It will ensure uniformity of dis-
< oot | PAR | FARENT MOTIFICATIONS 5.0 play and computation between classes
] OFT | QUARTER FINAL TESTS 200 with the same lesson plan.
PRE | SKILLAUNIT PRETESTS 0.0

Click here if you discover an error in your category informatioi you wish to set up categories at this point.
ATTENTION! Ifyouwish to convertto a category-based grading system in “midstream,” we will support your
decision. However, keep in mind that in the conversion process we automatically assign all previously recorded
assignments the Code, Description, and Weight (if applicable) &ifsheategory in your list. That s, in the

above example we will temporarily affi*’AT andMATERIALS CHECKS(and its category weight) to all of your

“old” assignments. Of course, this means you must then append the correct category codes for all assignments
by hand, but such are the wages of changing one’s mind.
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Adding an Assignment SCREEN 2

Youdecide where each assignment goes in your gradebook. We
default to the next open column, but you may change this
number to place a set of papers somewhere back in the pack.

Azzignment Mumber

Azsignment Value

| 4DDING &N assIGNMENT |

- [CHAMGE toinzert an azsignment. |

- [Mog  points [ Enter 0" if Extra Credit, "H" if Highest
Score, or M F only Credit iz desired for
thiz azzighment. ]

Mumber of lterms; |25 [if different from Azsignment Yalue]

999points the maximum value allowed

SelectH” foranassignment's pointvalue,
and we'll assign it thighest score en-
tered in that column.

Choosé V" (entered with the “/” key) for
those activities which have gass/fail
done/not donevalue only. This score
and those under it have no computational

"% Factor'; 4000 [stored vath each zcore entry)
@« SEQUEMTIAL [in order from the gradebook. screen|
PREFERRED
METHOD OF " BAMDOM [alzo from the gradebook screen)
SCORE EMTRY:
" RANDOM [fram a separate rozter screen)
Previous Cancel | Done |

effect whatsoever upon students’ grades.

The “X Factor” is the multiplier ob-
tained by dividing the original number
of points possible by the number of items
graded on an assignment. In this ex-
ample, 100 points possibte25 assign-
mentitems =4.000NOTE: Ifyou need

to enter a student’s score with an “odd”

This method of score entry is perfect for those times

when you've already written scores in your grade-

book printout and can go straight down the column.

RANDOM ENTRY from the Gradebook

In the second method of score entry, the FIND !

box is highlighted first. Entemy unique portion
of a student’s name, preReturn or Enter, and

we’llimmediately move the cursor to the currept—
assignment cell for that student. Then, record the

student’s score, preEster, and we'll jump back

to the FIND box, awaiting another student name.
You’'ll move back and forth, back and forth—
until everyone has a scase you click anywhere
else in the gradebook screen, at which time the z

cycle will be broken.

value, that is, on@ot a factor of four,
press the delete key firstn the score

|mportant! cell (removing the X Factor), and then
enter the number you wish.

B# Soph Eng.Per 01.5em 1.'98.MTG Hi=lE3
ASSIGHMENT MUMEER 5----» 1 2 3 4 & i} 7 8 9: 10 CURRENT
ASSIGHMENT CATEGORIES-» { STUDENT }
AESIGHMENT LU ES----- TOTALS

Archer, Dennis E.

Midy

Bowles, Chatlas A

-

RS

Chancellor, James L.

NEA

Dickerson Michael R.

N

NEA

Glenn, Helen B.

Midy

2
3

4

5|Garcia, Eugene F.
6

7|Gray, Kathieen 7
8

NA

Howard, Stg#8v E. s ] -
2 (xam—E Scones ]

ASSIGHMENT TITLES

FOINTS ITBMS  H-FACTORS

1

3

d|

ODYSSEY: Books»edl - 3040 Quiz [11/22]

1

1. Archer, Dennis E. 17, Ingram, Themas L 27, Ogden, Kristi &, emy D. J

2. Bowles, Charles & 12, Jansen, Beverly H 22 O°'Grady, Skelli M. e

3. Chancellor, James 13. Jenkins, Lynn T, 23. Powell_Jr., John

4, Dickerzon Michae 14, Knight, Rebecca 24, Rawmond, Cane 5 -

5. Garcia, Eugene F. 15, Kosterman 25, Rutledge, Michael

6. Glenn, Helen B. 16, Lee. Tamara C. 26. Sampzoh, Eugen B —
7. Gray, Kathleen B. 17, Lewis, Jeffrey P

8. Howard, Stacey E 18, Mc_Cann, Mally 28, St_James, Lester

9. Huntington, Suza 19, Morgan, Donald T 23, Torence, Jeremy

0. Hustom, Stephen 20, Muss, Timothy &, 300 Winztan, Kristin B |

For which STUDENT do you wish to record a zcore?
‘Wwhat ig hig/her SCORE for Aszignment # 367
Yickie B, Smith’s score SUMMARY: 132/150 Paintz = 88.0% =B

Caticel Previous |

[27 27 Smith

out of 150 Itemns

RANDOM ENTRY from the Roster

The third method of score entry is perfect for
those times when you've graded a set of papers
and don’t have time (or strength) to alphabetize
them. The entire class roster is displayed (in
groups of 40, accessed with the scroll bar), and
studentsroster position numbersbring them
down for score entry. A raw score is accepted
with Return orEnter, at which time the student’s
name goes back up into the roster and is dimmed
to show that a score has been recorded. A
summary of each previous student’s assignment
info is displayed at the bottom of the screen—
just in case you wish to record it in detail some-
where on the student’s paper.
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B Entering Students’ Scores

The GRADEBOOE,

STUDENT data
CLASS data

ASSIGHMMENT data

Student BIRTHDAY'S

GRADING OPTIONS ...
ASS IGMMEMT MUMBERS-——-: 1
ASS IGHMENT CATEGORIES-»| LIT
ASS IGMMEMT UALUES————- }ﬂ
1|ARCHER, DEMMIS E. ?
2|BOWLES, CHARLES A. a0
S |CHAHCELLOR, JAMES L. | 33
4|0ICKERSOM MICHREL R. ]
2 |GLASER, EUGEME F. 26
&|GRAY, KATHLEEH R. 27
T|HOWARD, STACEY E. =9
2|HUMTIMGTOM, SUSAM L. | 45
Q| HUSTOM, STEPHEM E. a3
10| IMGRAM, THOMAS L.
11| JAMSEH, BELERLY H. 43
12| JEMEIHS, LYMM T. =20
12| KMIGHT, REBECCH ..
14| KOSTERMAM, JASOM O.
15 |LEE, TAMARA C. 12
1&|LENIS, JEFFREY P. a3
17| Mzc_CAMM, MOLLY M. ExC
15| MORGAM, DOMALD T. a0
19| MURDOCK, GERALD J. 26
20|HUSS, TIMOTHY A. 27
21|0GDEM, KERISTI A. 26
22|0°GRADY, SHELLI H. 27
23 |POHELLJR., JOHH C. | DRP
24 |RAYMOMD, CARIE 5. 12
Z3|RUTLEDGE, MICHAREL S.] 24

N
(o]

So now that you knowowto set up an assignment, what's next?
A brief explanation of thgypesof student scores available to you
in Making the Gradgthat's what. As you can see, a bpedcisof
the following information and rationales can be found as on-line
help in theDisplay menu, but please examine this part of the
documentation with great care just the same. We offer awide range
of preset evaluative possibilities in our prograeight different
score entries—but each option must be thoroughly understood to
be used with the utmost impact. Of course, while you are free to
define these scores as you wish within your own classroom, keep
in mind that their computational values are permanently fixed and
often extremely powerful in their effect on students’ grades.
Enough said? Then read on, Macduff . . ..

m  Any positive WHOLE NUMBER (999 maximum): We're sorry,

but for ethical reasons we do not—nor will we ever—permit the entry of
negative numbers. It has been our experience nationally and internation-
ally that such scores pose serious legal problems, and we cannot philo-
sophically or ethically support their usage.

m  ZERO (0): We recommend that you use this score to indicate that

a student wapresentin class for an activity but earned no points for it.
These circumstances are relatively rare, of course, so this score’s appear-
ance should be a relatively unusual one in your gradebook.

m  INCOMPLETE (INC): This score has the same computational
value as 0, but we strongly recommend that it be utilized only when a
student isabsentfor an assignment’s instruction or on its due date. It is
entered from the keyboard with bor, better yet, by doingopthing at all

We automatically enter aimcomplete for any student who does not
otherwise receive a score, an open cell being left on screen and in your
hardcopy gradebook. By the way, you must use this score if you ever wish
to print aMISSING ASSIGNMENTS report for your students. ltis this
“empty entry” for which we will search your gradebook. (A mark of

(for Incomplete) will appear in all other student take-home reports.)

m EXCUSED (EXC): Used to “exonerate” a student from an assign-
ment, this scoreq on the keyboard) has no effect upon a student’s overall
grade (unless, of course, itis used to replaaxatingscore). Keep in
mind that a student possessing one or more of these marks will usually
have a different Total Points Possible (ina TPTS system) from those who
do not. When a new student comes into your class, EXC will be recorded
automatically for all prior assignments; likewise, EXC will be recorded
for allremaining assignments (up to the maximum of 320) when a student
is dropped from the class.

m  DROPPED (DRP): This particular mark cannot be entered from the
keyboard, for itindicates that a score was excused withibDR@P the

lowest gradesection of theSpecialmenu. It is identical to EXC in all
other respects, and we retain the original score “behind the scenes,” just
in case you ever wish to UNDROP it WREVERT to previous entry
(again, in the Special menu).



ASS | GHHMEMT MUMBERS———— ] [ ] A TRUAl\rl]T (TRU): Vr\:_e hop(le(ytc))u’rfe on? ofl_tkhose fort?natg te.:ﬁchers

ASS | GHMENT CATEGORES—:| L1T who never have to use this mark, butif you're like most of us, it will come
in handy when you require specific documentation of negligent atten-

ASSIGHMENT UALUES-——-- #L_=0] dance/academic performance. Entered withfilom the keyboard, the

26 | SAMPSON, EUGEME J. TrUl— option should be utilized only when a confirmeaancy has occurred

and an activity cannot—by state, local, or private regulation—be made
27| SMITH, UIEKIE R 43 up. Itis computed as a 0 in the student’s point total, but it will NOT be
28(ST._MARTIM, LESTER L| 48 counted against the class averémeghatassignment.
29(WIMSTON, ERISTIN R. | CHT M~ . . .

m  CHEATING (CHT): This mark, unfortunately, is needed in those
30| YODER, JEREMY D. 39 rare instances in which a student does not complete an assignment
21|GLEMM, HELEH E. s “unaided,” shall we say. Entered wittCafrom the keyboard, it too is
=7 | TORREMCE, KERRI A. - computed as a 0 in the student’s poin? total, but it will NOT be counted
= against the class average for that assignment.

m V, v+, V- (CREDIT): Entered with a (/), (+), or (-) from the
keyboard or keypad these unusual marks are best used to indicate that an exeasisempleted, handed in,
experienced, etc., but no points were awarded. Itis anideal entry for participation in field trips and other such activities
which are valuable in and of themselves, but which are difficult to evaluate objectivgipjectively.

®m Changing an Assignment

Tapdey Arpart il Rpeo Wikes
[ sigrwesm ¥
Sty ]
Spiem Iniz ¥ DAGPAROROP an srgrrseni
DELERE s o pagrvssnd [ms B4
EOp T REPOTITION o peagrwesed  Cifshd

Aepedt Fievous Soe
Ampast S coresFll Cobren O™

(=T}
(=
Pae

(= i
[ S
ey’

Actually, what we're talking about here is editing #etup information for a previously entered set of
scores. You may change any assignmditles its category(if applicable), itgposition in the gradebook its
value and/or itsX-Factor—and you may initiate the process in either of two ways:

ASSIGHMENT NUMBER S---- arozel 20 oa| mioa om 34m CURRENT Obtion 1: Click h inth
ASEIGNMENT CATEGORIES-» | LIT: PAR] SPLI OFT| ORL] LITE LITIWRT] OFT| o STUDENT p puon L. Clickanywhere inthe
551 GHMENT SLUES rnns 55, 75, 30 162 600 1000 o/ 100 200 TOTALS assignment column you wish to
1[Archer, Dennis E. 44, 25 23] 121[ORP, 76 o | B- | 42 TB4C |~ edit (thus selecting it) and then
z[Bowles, Chatles A a2 200 103 a0 TOi A 0O o120 f1.5=0 |__| access the menu and submenu
mohancellnr,James L. | 42iDRPE 23; 168 400 26 o'+ C+ EFE— 56.0=0 shown above.
4(Dickerson Michael B. | 35 250 37 156) 45 780 o B | 130 82.6=8
& Garcia, Eugene F. i 35 390 107 400 TR o B- | 164 FEI=C
6|Glenn, Helen B. EXC: EXCi 29 164|DRP: 86 wf+i A | ITZ ap g=5
7| Gray, kathleen R. 0 360 30F 63| 36 T o0+ 02 70.5=C- . . .
g|Howeard, Stacey E. DRP 180 182 40 B0 e i B+ | 156 5t | v Option 2: Even eaS|er'! Click
FIND: | | ] [»|[Scoresw| anywhere here on the line of the
A55|GHMENT TITLES FOINTE ITBMS X-FACTORS assignment you wish to change,
34 COMPOSITION 1: The Nature of hian [10/23] R R L = and we’ll take you directly to the
QUARTER I: Speling Final Test [10/28] 200 100 i 2.000 i two Assignment Setup screens
' j described earlier.
R )y
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Here's a handy feature (and one that
appears itwo places). If you're careful

| ADDING AN ASSIGNMENT |

to record assignments chronologicatfty
in your gradebook and then discover
that you've placed one out of sequence,
we rise to the rescue. You may change
the number of any assignment here (or
with theREPOSITION an assignment
option) and it will automatically move
to the new spot. Keep in mind that you
may not move an assignment to a posi-
tion beyondhe number of assignments
currently recorded; that is, you may not
move Assignment Number 7 to Assign-
ment Number 20 if you have recorded

Agzignment Mumber: |19 [CHAMGE to inzert an assighment. |

Agzignment *alue: {75 points [ Enter 0" if Extra Credit, "H" if Highest
Score, or M if only Credit iz desired for
thiz azzignment. ]

Mumber of ltemg: |75 [if different from Assignment Y alue)

"% Factor',  1.000 [ztored with each zcore entry)
(s SEQUEMTIAL [in arder from the gradebook screen)
FREFERRED
METHOD OF " RANDOM [alzo from the gradeboaok screen]

SCORE EMTRY:
— RAMDOM [from a zeparate roster screen)

only 19 assignments thus far. No such Frevious | Cancel | Done |
gaps are permitted, OK?
B Dropping/Undropping an Assignment
R e
BTN O e e Cafet
1y iz P [HANSE an aragrrend e ]
oy bl i
Erpfi. Tew REPUSIT N it sl Ol

Nepas Feewas o

Aepsst SoaeFll Ciodaw [l

(¥
Copy

Parw

Crihale
Dol
Ol

Here’s a wonderful new “Win-Improvement” over our flagship progré@rade Busters 1/2/3 With
Making the Gradgou now have the ability irop—temporarily, or for as long as you wish—assignments from
your gradebook. The process is virtually identic&@topping Students(more about that later), but it gives you
the ability to recompute and then display/print a class’s performance with, say, that really hard exam you gave

last weekemporarily disabledHere’s

| DROPFIMNG &M A5SIGHMENT

| how the “what if” feature works:

Pleaze select the ASSIGMMENT(S] you wizh to DROFP at thiz time. They
will bz rermoved fram all computations until they are INDROPPED and

1. Click thecheck box(or anywhere else
on the line) of any assignment(s) you wish

reactivated.
Ualue to disable for the time being. We display
1| Author |dentification Exercise  [03/07] a0 i‘ assignment numbers, titlemnd values to
I 2| PRETEST: Spelingsyocabulary Dewv [09/07] v aid you in the selection process.
I 3| Speling/vocab Unit 07 Homework, [09/08] 41
r 4| SpellingA/ocabulary Unit 01 Quiz [09/12] 45 2. ClickOK andyou'llreturntothe grade-
[ 5| Speling/vocab Unit 02 Homewark [09/13] 50 book screen, where you'll notice that all
[ B| Materialz Check 1: Lord of Flies [09/14] 10 pertinent data for the assignment(s) you
[ 7| Speling/\Vocabulary Unit 2 Guiz [05/16] 50 selected have been grayed. That is, the
r 8| SpellingMacab Lnit 03 Homewark [09/15] ]~ setup information and student scores for
each assignment are stiisplayedbarely)
Cancel Drop Al Undrop Al | oK | on screen, but they anet included in any

calculations for students or the class as a

whole. Now, any time you wish tsdrop or reactivate one or more of these assignments, all you must do is “unclick”

the above check box, and it's alive and well in your gradebook again. Sound simple? Itis! And it's ideal for those times
you wish to show a class or students how they were dwifggethe most recent unit, during a specific week, or the like.
There’s no harm possible with this feature—no data can be lost—so use it freely.

30



B Deleting an Assignment
BBl T Fanot frwewnrn Specwl won |

A1) rmgrerd [uhd
5 ndeniy L3 CHAHCE o rgrassri [T
b bk 3 DRAOPADETF a eagrad .. LD
7 il T e
B il FEFISTIOM o arrggresser [H:H
Fbetall T T Cobsmny Do
Tl [nE
Loy el
Fagn Ol

This feature is almost self-explanatory. If you've ever recorded an assignment and wished yowhi&dn't,
you've ever been so tired that you accidentally recorded the same set of papers twice, you'll be happy we included it
in Making the Grade The process is simple and consists of only two steps:

1. The_first step i_n deleting an e)_<isting assignment is [ DELETING AN ASSIGNMENT |

to type itsnumber in the box provided and then press

Enter (click OK). If anumber is already presentin the _ . :
. . s Delete Aszignment: | 17 [Change thiz number to select a different

box when the screen is displayed, that's because the assignment.)

cursor was in that column when you selected the

option. | Spelling M ocabulary Unit 05 Quiz [09,/30]

2. Once you've chosen the assignment you wish to

“obliterate,” we'll display its full title to confirm its Are you sbsalutely SURE you wish to delete

. . .. the above aszignment? (There's no UNDO

identity and then ask yoane more timéf you really available herel]

wish to take this most drastic (and irreparable) of

actions. If your answer is in the affirmative, we II, o | Mo |

return you to the gradebook screen, whereupon you'll

see that the errant set of scores has disappeared andthat
all of your other assignments have moved one column to the left to fill theW&RNING! This is one of the very few
operations that cannot be undone if the class is saved to your data disk. If you have any doubts whatsoever about destroying
an assignment, please procrastinate.

B Repositioning an Assignment

Bl T Tt miwme Toe W |

T i - e [
J ety L CHEHEE o s rgresri [H:1
g bl 3 DRAIPANDETF o sogerand . [H+D
. DELETE am wyimyrnsd [uif

Syt Fepoas tome
Pl Somu Tl Cobiawn Dbl

4 Ol
Loy el
Tare =% )

Once again, a handy feature for those times when you need to
REPOSITIDNING AN ASSIGNMENT | tidy up the old gradebook a bit and, yet, don’t wish to exhaust
yourself doing it. The process is elementary, as usual:

MDOVE: Assignment Number [27 1. Enter the number of the assignment you wish to move to a
differentlocation, and we’ll confirm your choice with its full title.

LORD OF THE FLIES: Reading Bz 5 [10/18]

2. Enter the new position you wish this assignment to occupy,

T0: Assigrmert Postion | 25 earlier or later in your gradebook. Make sure this latter number
isnot greaterthan the number of assignments currently recorded,
Cancel | ok | for that request will most certainly be denied. (We permit no

unused columns or lines in your gradebook, you see.)
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B Changing the Roster: Adding Students

DRDFAUHDADE mudens
TRSMSFER By seleviend fhubid

_ Tlpiey Flapods Aeoistonl  Tpecdl  Wincdoss 1
Argrrai L L]
Fedig rdy ¥ DELETE sisierdy
ErmpiFiond Cinm
Aepaal Prrssen Scoem
Aepssl Scoen Tl Cobare, Cirie™
Cui Lkl
Cogq [= |
Puus iy

If you've been keeping student records by hand for any length of timéyabie be one of your most
enjoyable (?) tasks: adding a new student to your roster once it has already been set up and “neatified.”
Nevertheless, we trust we’ve made this chore as painless as possible. Witness below:

CEE - ]| Click on an
= = ™ om B M I om T M H = | ALY, i b b e o e cheny owier!

. e e e e e 14 meme Wl | €Mpty student Plasis vl your shusisans b, LSST HAMES TS

n = k| W W o~ N A | ||ne and Wey” E:IE'::TH""-"- ST o EATER e
I.- . -: == :-I I- — -\- -‘r = L. "-' -‘ .I take you di- § e S o DDH T siptie

ey il wlio vl Les | | rectiytotheros: | iees ke e i il ST
| - s S 1 : % |Emrmss Lagara | ML W s 1] 2
tersetup screen :.-|-..-. el Fl s |F I:.u-aue j| T ARwam

sM8scl ILCEI LT T There you can |5 e Lt L 1A = I‘E ! g

samarmren | @ . 5 i = | “doyourthing,” m[lesss lssyn |masm s fiE _|_—I g
of 0 1 '|_ JEFECGRITE | andthe usual re- M [wi= ol ¥ 247 F5IE 1 —I
P mT ] o= 8 | strictions for (USRS —
-I LTI  ien Y Do e == a“ 1 S - enl’O”Ing stu_ = ||r_|.;|3.|_|.15, : .| |
a1 sy | dents apply. Al C!

B Dropping/Undropping Students

Dizplay Feports  Annotations  Special  “Window

lnda Cirl+=
Assignments 3

ents ADD students ..
Setup Info 3 DELETE students

DROPAUNDROP stu

Empty/Blank/Clear ...
Repeat Previous Scaore

TR&MSFER the selected student ..

Repeat Score/Fill Column Chrl+"

Cut Cirl+
Copy Chrl+C
Paste Gtk This process is so easy and intuitive that it really needs no

introduction. However, and for the record . . . . We define
DROPPING A STUDENT as retaining all of his or her
. . _ records in the gradebook, but dimming (graying) them and
Dropping (undropping) students is easpl . .. . .
excusing all remaining assignments (up to the maximum of
Just check [uncheck) the box nest to each applicable 320) The student’s grade will stay the same for the
name and "Ex" will be recorded or remaved far any . i i )
remairing assignments. remainder of the grading period, of course, for EXC will be
Drop or St LD, Gioup recorded automat!cally on that line for all unused cells.
Undrop Mame Mumber Code & Move DROPPED | Should you ever wish to UNDROP a student, we’ll remove
™ |Acher, Denris E. 829558435 510JE ii S‘”dderf‘“;] to the the additional EXC scores, and you can then decide what,
" |Bowles, Charles &, £53-703-902 5-11E End of the roster. if any, work he or she should make up.
" | Chancellor, James L. E85-836-383 5-10E DO NOT mave
. . DROPPED stu- . . .
I |Dickerson Michael R. e ERn S denifs) Notice the option! If you're a true “neatnik” (and proud of
I |Garcia, EugenaF. HATEE St it), you'll appreciate this feature. Click here and we’'ll take
:: il (it EL TEEE S Cancel | all dropped students out of their original positions in the
. iy [Reftflzzm il 374651459 S10CE roster, alphabetize them, and place them at the bottom of
= :m”_c'"d' S‘a;e” E - z;;:g;;gj :13& the roster out of harm’s way. (Be sure to exarfirefer-
DU, ST = L ] encesunder the File menu for more options here.)
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B Deleting Students
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WARNING! This is one of those rare functiondvlaking the Grad¢hat may truly be labeled data destroyers.

That is, if you choose to utilize this function as intended, youpeitnanently eradicate information recorded

for one or more of your students. As you may have inferred by nodg wetrecommen@®ELETING a student

from your gradebook until you desperately need the space, or are somehow positive that you will never need such
data again. Keep in mind, though, that all too often Johnny leaves on Friday to go live with his father in three states
away—and then shows back up at his desk Monday morning. True?

As an additional precaution against accidental erasure of this vital information, we require EHDRastudent

before you mapELETEhim or her from your records. We realize this second step may appear to be cumbersome
and unnecessary, but it's our way of trying to save you from yourself on a very bad day.

Showin below are il those students wha have been As always, the DELETE function itself is quite simple—
DROPPED previously from this class. Check the . . .
b appropriate o o delste that student's data dangerousbut simple! All you must do is click the check box
< m|  EAMARENTLY. nextto the student you wish to remove from the gradebook, and
Ay, Making the Grade o , " .
Do P D —_—_ Voila! All of that person’s personal and academic information
Student Name Murber Cade is earmarked for the trash bin. Of course, no data will be
i#: | Huston. Stephen B. 533-465-087 E-10E = destroyedfor real until you save the class to your hard drive
P [Jenkins, Lynn T. 385.885.823 ECE or data disk.
P |Murdack, Gerald ). 122-708-312 E-10E
- Cancel |
r NOTE: Should you have a last-minute change of heart
r anywhe_re in this process, click tBancelbutton, (_)r click the
r appropriatdelete Studentheck box a second time—and all
F student information will remain untouched.
=]

B Transferring a Student
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In twenty-three years in the English classrooms of Colorado Springs, | found this task one of the most
irritating and time-consuming duties | had to perform as a teacher—but no more. No longer must you wince at
the sight of a counselor with schedule change in hand and child in tow, for moving students (and their often
voluminous records) between classes is now quick, easy, and smavtakitig the Grade In fact, those are
the three choices available within the function: You may copy a student into another class with only his or her
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setup information@QUICK ), with all Gradebook

. . . | TRANSFERRING & STUDENT |
and Daily Record data but with no checking fc

compatibility EASY), or with all Gradebook and The Student: | Chancellor. James L |
Dally Record data' Carer”y matChed for Compa © QUICK TRANSFER: ‘wWe copy this students setup infarmation [only)
ibility between classeSMART). As you can tell, into the class of your choice.
we recommend this last option if you move . i} __ _
. i EASY TRAMNSFER: The "slam dunk" of student information relocation!
student’s Complete data base into another cla Gradebook and Daily Fecord data are moved to a new class - but
. . e WITHOUT checking for “specifics."

rest assured we will alert you to any significar
differences between filed.0 select a student to & SMART TRANSFER: The "look before you leap” option of moving datal

. . ‘Wwe compare all class setup and assignment information AMD alert you
be transferred, click on one of his or her scores— ta their differences.

or click on a name in the main gradebook
roster—and proceed at will.

Transfer RULES AND REGULATIONS

1. Transferring studentioes notdelete their data from the original class. That function remains
separate (and is much too dangerous to be performed without additional confirmation).

Cancel |

2. Students cannot be transferred into another class ifid@iesor student numbersalready
appear there. In the case of duplicatster position numbers (“Student Number 1),
students will be given the next available number and placed at the bottom of the roster.

3. Students cannot be transferred into another class if the roster is already full (contairn
80 active and/or dropped students).

ng

Students cannot be transferred into another clagsa@gandSmart) if the Gradebook’s
assignment categories, annotations, or Daily Record categories do not match. (Categpries
do not have to be in the samler, but theymustbe there somewhere.)

5. *“Alert!” messages will appear (iBmart) when minor differences exist between classes
(variances in grading scales, assignment setup info, and the like). These may be overridden
if you wish, and the transfer process may be continued to its conclusion.

B Changing Setup Information
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You will find that this is the onlgactivemenu option until you open a class’s gradebook or initiate setting
up a new class. However, if it ever becomes necessary to change the information you previously entered for
yourself—your professional name, your current school assignment, your telephone number (and/or
extension), or pass code-this is the path to do so. You will be re-presented with every screen you have seen
before, with one notable addition:
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Jay Klein Productions, [nc.
=1991-99 Al rights rezerved.

N ek s Ciade™

Flease enter your password: |

The setup info you wizh to edit iz very sensitive. Please enter
the PASSWORD now to confirm your authority to make such
changes.

Before we will permit you (or any-
one else) to examine and edit this par-
ticularly sensitive information, we will
always ask fo¥ OUR private password
one more time. Should you ever forget
your entry code tdMaking the Grade
and be denied access to the program, fret
not, for there are two remedies available
to you:

Windows®
Yerzion 7.6

Cancel 1. Return the Program Disk in ques-
tion (with the usua$5.00postage and

handling fee), and we’ll remake and

“freshen” your diskette with our most

NOTE: The above redundancy in password entry is for your protection,|s?. Call us at(719) 599-8786as soon
please pardon the extra work. Also, keep in mind that we treat upper and lgvesrwe hear your adult voice, we’ll pro-
case characters the same here, so you can igndselth€ key completely. vide you a “back door” to the prograr

Dizplay  Feports  Annotations  Special  WwWindow |

Aszignments 3
Students 2

Setup Infa TEACHER infarmation ...

CLASS infarmation ...

Empty/Blank/Clsar ... STUDENT information ... Ctik
Cut Chrl+
Copy Clrl+C
Paszte Chrl+

You've seen all of these setup screens before,
course, so just as a quick reminder, you may edit an
all of the following information and choices:

1. TheclassTITLE, DAILY MEETING TIME,
andACADEMIC TERM

2. STUDENT NUMBERING SYSTEM Roster
Position Numbers, Your Own Creations, or
Making the Gradé&umbers

3. CLASS GRADING SCALES
4. ROUNDING of students’ scores

5. GRADING SYSTEM Total Points, Total
Points/Categories, or Categories/% Weight

6. Student ScorANNOTATIONS

Our only admonition here is that you apprecia
your students’ delicate sensibilities when you edit th
information. That is, changing 92% in your gradin
scale from am\- to aB+ in “midstream” may prove to
be a traumatic logical and emotional adjustment f@r

f
r

recent version.

=1

Dizplay Reportz  Annotationz  Special  Window

Agzighments r
Students 3
Setup Info TEACHER information ...

CLASS information ... 3
STUDENT infarmation ... Chel+k

Empty/Blank /Clear ..

Cut Chil
Copy Chrl+C
Paste Chil+

Likewise, this section presents some very familiar
items—that is, if yopersonallyentered your students’
setup information. (We've always envied those who
enjoy department secretaries and paraprofessionals,
studentaids, teaching interns, spouses, responsible chil-
dren, and magic wands.)

You may edit any or all of the following data:

STUDENT NAMES(noDROPPINGorDELETING
students here, howeverTUDENT NUMBERS
(again, no deletions)STUDENT SEX GROUP
CODE, GRADING SYSTEM; CITIZENSHIP
MARK; COUNSELOR NAME PARENT NAME;
STREET ADDRESSCITY; STATE; ZIP CODE
BOOK NUMBER, LOCKER NUMBER BIRTH
DATE; HOME OR WORK TELEPHONE NUM-
BER; andCUSTOMIZED FIELDS 1-10

You'll notice that wedo permit positive changes to
your class roster at this point—that is, you may enroll
NEW STUDENTShere as well as in t#eDD a Student
section. All such additions to your class will receive the
usual “EXC” for assignments entered prior to their

your charges. Once students have seen the above ifjfo, enroliment and will have a grade of “N/A” from the

it's best to keep changes as few as possible.

onset.
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Emptying the Gradebook

Atthe very end of the Gradebook portiomaking the Grade’documen-
tation, you'll find the section titled “Starting A New Grading Period.” Thi
segment details three of the most common—and least dangerous—metho

beginning a new grading term. We heartily endorse all three of those proto ’ijfe”n”ffms :
for none involves the eradication of existing class data. However, the fo  SetupInfo »
“begin anew” sequence at rigtioes and for that reason we urge extrem puymemrEm—m—
caution using It. Repeat Previous Score

Ifit's your preference to purge an existing class of all assignment data  Repeat Scare/Fill Column Chil+"
start afresh with that same file, this is the feature for you. However, as Ctrled
warning screen at right explains, emptying a class file of its records and g:zfe E::::S
forgetting to save the filender a different name means the loss of that
information forever, with no hope of its recovery. For
this reason we long held serious reservations ab L |

implementing such a feature, despite many requests @ o  WARNING! -
hp i ou will lose ALL assignment setups and scores for this class if pou

do so. It was our humble 0p|n|0n ‘[ha‘[ the potent“ continue here. vou MUST save this class under a MEW TITLE to

. . K . K X preserve your previous datal

downside of the option outweighed its potential benefi

... but here it is, just the same. Please do rememt| _

however, that forewarned is forearmed. Always thin|

twice and thrice when utilizing this option at the end ¢

a marking period.

Duplicating Student Scores

Speaking of features high on tMiG request list, the famouSrade
BusterDITTO function is in! Whenever you wish tepeata student’s grade
(in NEW ASSIGNMENTor generaEDIT mode), press theor" (apostrophe

Clear

. . . Azzignments 3
or quotation marks) key to the immediate lefRETURN on the keyboard. Students ,
That score—whether it be numerical, alphabetical, or symbolic—will =~ Setup Info v
duplicated automatically with each press of the key until a new score is ent: Empty/Blank/Clear

Then, of coursehatscore will be repeatedOTE: When entering a brand

. o Repeat Previous Score

new set of scores into your gradebook,MHETO key defaults initially to the Repeat Scare/Fill Column Ctil+

maximum value of that assignment. (We had to kameethingesident there, Cut Chil

you see.) Copy Chil+C
Faste Chrl+%f

To fill down all remaining score cellswith the same grade, press
Control +" and behold! All marks from that point to the bottom of the cljZt4
roster become duplicates of the previously entered score—regardless of
may have been there beforehand. (This featueewrites all scores below it

; . . Azsighments 3
with the DITTO value, you see, so do be cautious with its use.) Shudents ,
Setup Info 3
ANOTHER KEYBOARD TIP: ThePage UpandPage Down
Empty/Blank/Clear ...

keysare fully functional within the Gradebook, Daily Record, and
Seating Chart modules. They automatically scroll the screen at

FRepeat Previous Score

: . . Repeat SconedFill Column Chrl+"
least eight names in the Gradebook and Daily Record, and one row ot Tl
at a time within the Seating Chart. (Anything we can do to save Copy Chi+C
time and mouse clicks, you know . . . .) Paste Chrl+
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B Miscellaneous Features and Tips

There is usually more than one way to skin a cat, ainkiking the Gradehere is a second, behind-
the-scenes way to edit individual student setup information.

Click here on the student Whoque, Stg— &R Sample.mtg (Ol x]
dent Numb_er’ GrOUp COde’ Cltlze_nShlp ASSIGHMENT NUMBER S----¥ IFE & 8D 30| 31 3R 33 348 35 36 CURRENT
Mark, Grading System, etc.,you W'S_h to\» ASSIGNMENT CATEGORIES-> | LT PARI SPLL QFT| ORL LT, LT.WRT GFT| |4 STUDENT
change—and behold! A “pop-up” windo AEEIGHMENT WALLES----- > 580 25 30i 182 &0 100) o { 100; 200 TOTALS
appears in the student score area, ready {OUTTTEAET CEnTEE 1 [Susentons | EEEWETSNY ] B
. 2gowles aries A,
y gesy - : I Student |0 |685-835-983
) ) ) 2|Chancellor, James L.|
Of course, if you wish to change setup infor- |"s|Dickerson Michaei R, | | Group Code [5-10E
mation for only one or two students, this is th 5|Garcia, Eugene F. 1| | Cit Mark |5a7
perfect vehicle with which to do so. However] |l &[Glenn, Helen B. | Grading Scale Jn ~|
if you have a massive amount of editing to d 7|Gray, Kathleen R. | Carcel | P | Mest | Trant |
.. . . ArCEl ey (=4 rarsrer
(thanks to the latest administrative fiat chang- |L#|Howard, StacevE =
ing everyone’s studentnumbers, forinstance), Five: [ ] 4] lscoresw]
you may W|Sh to Choose t@ltlsetup |nf0/ AESIGHMENT TITLES POINTS ITBWS  X-FACTORS
STUDENT information Option in the menu 28: PARENT SIGHATURE: Prog Report 2 [10/19] 25 25 1.000 ;I
bar. It presents these data in tabular format for 28; Spelingfboabulary Unit 08 Duiz [10/21] Wi oo
more Students at a tlme and iS specifically 3a0: QUARTER |: Wocabulary Final Test [10421] 182 132 1.000 ;I
designed for bulk editing. K| oz

What IS That Little Thing?

Carefully examine the sample gradebook screen below, specifically the lower right corngrHAGIEOR
column. You'll note that Assignment 35 has a stored multiplicative fac@00D*—but what is that asterisk
doing there? An excellent question, we think (followed by an excellent answer, we hope).

You will note that Assignment 35POINT VALUE is 188 and that the number of items onthe testis 100. Now,
our more mathematically astute colleagues might say at this point, “Then should¢EAGTOR for this
assignment be 1.88 instead of 2.000®r response to this well-put interrogative is, “Yes—and No!” (How about
that for first class vacillation?) If you will but follow this simple, and true, tale from the classroom, you'll see
why the asterisk appears next to SOtRACTORS and not others.

E# Sample_mtg [ _ [ <] THE SCENARIO:
e e T ]| Whenl recorded this assignment for my Sopho-
ASSIGHMENT VL UES-—> 53 25 30 137 0 100 o | 100 198 TOTALS more English class, | entered students’ raw

1|Archer, Dennis E. 44] 250 23 121|ORP. 76) o | B- | 93] wmac | =] scores from a multiple-choice answer sheet of
2|Bowles, Charles A a2 o J03| 3070 WAL Cf 130 sisn || 100 items. Because we had worked so long
PRI Chancellor, James L | a2 0rp 3 tes| w0 @0 v+ Ce G it and hard on this material, | wanted the test to
4|Dickerson Michael R. 380 I8D IT! 156| 45 V8i i B 1130 217=B . .
s|Garcia Evgena F - R R R S R S S carry a weight of 200 points; therefore, the
6|Glenn, Helen B, BMCi BXC] 290 164|ORP] 861w+l A | 172 910-A original X-FACTOR for the assignment was
7| Gray, Kathleen R. M2 A B3| 3T W Ce B2 70 f=C- determined by dividing 200 by 100—and 2.000
8|Howard, Stacey & | DR 18 152] 0 B0 v [ Bv | 158 ©ec |~| | resulted. |later found that the test contained a
Fine: I—Asmlsﬂemms - IT%—!{%J\C few “flawed” items (six to be exact), and |
34 COMPOSITION 1: The Mature of han [10728] 100 100 1.000 e '[hl‘eW them OUt' Changlng tlﬁ@lNT VALUE
.DUARTER I: Spelling Final Tast [10/28] 198 100 2.000=* Of the tESt to 188 At that pOInt the program
: EI asked if | wished all students’ scores to be
I +| 4| adjusted commensurately. Because a few stu-

dents had yet to take the test, | wartker raw
scores also to be multiplied by the original 2.000 factor, so | responded “No.” The star was then added to show fledt | modif
the setup information for the assignment, and yet wished to maintangheal Points to Items ratio (instead of 1.88).
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B Gradebook Preferences
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FewMaking the Graddeatures have been more teacher driven than the seven preference options shown
above. The first three of these proffer customizing choices for the Gradebook only; the remaining four focus
exclusively upon printing options and will be examined later.

Calculating INC Scores: This option also appears as

H H H Pleaze indicate below how pou wizh to caloulate all

the third |_tem_un.der the gradeboolSpemalmenu: and INC lInsomplete] assignments
the function is identical from both access points. A
teacher of Drivers’ Education begged us for this prefer- @ Caloulate INC as Incomplete. [INC = 0%)
ence, for it was his practice to set up an entire semester’s € Calculate INC as Excused,  (INC=EXC)
bank of assignments and let students comphem at Select this optian if you wish to evaluate DMLY thase

. . . . ignments which have b leted at any gi
their own pace. Without the option at rigieryone was— b VAHIGT NS RGN COMIETE & Sty gven
failing his classes until well within the grading term. With
Incompletescounted aExcusedscores, however, grades Cancel CUHE T

reflected only the work completed to date!

Including date in assignments: The first time you
add a new set of scores to a class’s gradebook you will Do vou wish to include automatically the system clock’s DATE
discover that a bracketed date already appears within the  [3/03/3F]in each assignment TITLE?

assignment title box. (That “time stamp” is taken directly

from your PC’s system clock; if it is incorrect, you must " ‘es, DO includs the DATE in sach fitle
access thBate & Time control panel to resetit.) Asyou
can see in the window at rigilaking the Gradeomes—
from Jay Klein Productions with the date already dis-

%  DoMNOT include the DATE in each title.

played within the title field, but it remains your option to Cancel m S,

do away with it forever.

Positioning dropped students:Early in any grading

period students come and go from official class rosters D s ety
with alarming regularity. Adding, dropping, and then

deleting their names from one’s gradebook can make that & Alpays move DROPS to bottom of roster.
document look like a battlefield . . . without this feature— " Alphabetize DROPS with rest of class.

If it was your original preference to move dropped stu-

dents to the bottom of a class roster, this optionk&gip Cancel | ok |

themthere if you alphabetize or restructure itin the future.

38



