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Training Agenda

ÅHomeroom/Classroom Attendance

ÅGrade book Set-up

ïCategories

ïTerm weights

ïAssignments

ïGrade Entry

ïReports



Training Agenda continued

ÅGrade Submissions

ÅWeekly Grade Export

ÅAttendance Count Reporting

ÅRubrics for NEASC

ÅGmail



LOG-IN NOW











Attendance Monitoring

ÅA green dot appears when you have taken 
attendance for a class

ÅYou may resubmit if you have to change 
attendance





Minutes Late (No Pass) Record Action

Late with a pass Present None

1-5 minutes UT None

6-27 minutes UA Teacher Detention

28 + minutes UA Submit golden rod 

sheet to A.P. to 

determine cut

Not Present in Class UA Check Office 

Attendance and submit 

only if it appears to be 

a cut in your class





Launching Grade Book

ÅIf you are launching from home, you will need 
to have JAVA on your computer.  This can be 
downloaded for free off the internet

ÅAll Plainville computers currently have JAVA.





Setting Up Grade book Categories

ÅYou must choose all categories that will be 
needed in any class

ÅUse the + key to add categories and ςkey to 
delete categories

ÅBe sure to include categories in the final grade

ÅNever delete categories during the year

ÅAfter categories are set up for all classes, then 
we will weight them for each class



Rubrics

ÅAdd a category called Rubrics

ÅUse the assignment screen to add a rubric 
assignment and set up the points accordingly

ÅDo not include this assignment in final grade











Assigning Categories to Each Class

ÅEach class must be highlighted and the categories and 
respective % must be added to each class for each marking 
period

ÅSome classes may use all categories while others may use only 
some on your list

Å+ will add a category and then you may type in the weight 
such as 70 for 70%

Å If you use only points or weight only assignments, then you 
will need only one category which you may want to call 
general

ÅTake time now to do each class





Setting Term Weights

ÅThis section must be set at the highest level for your 
course.  Y1 for full year course, S1 for semester 1 
course and S2 for Semester 2 course

ÅHighlight course, click highest level 

ÅClick term weights and complete according to the 
weights displayed

ÅFull year :  20, 20 10, 20, 20, 10

ÅSemester:   40, 40, 20



Semester 

Class



Full Year



Adding Assignments

ÅGo to the Assignment Tab

ÅClick + to add an assignment

Å Specify category to be added, for e.g. tests

ÅScore type should be points

ÅPoints possible should be 100 for normal assignments, or the 
number of points the assignment is worth

ÅBe sure to include in final grade

ÅBe sure date for assignment falls within the quarter for this 
assignment

ÅRemember to click save







Entering Grades

ÅGrades should be entered by going to the tab, 
scoresheet

ÅChoose the appropriate column and enter 
grades by using the down arrow or the enter 
key

ÅBe sure to save when you have finished




