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Setting Up Gradebook Preferences – New Users
(Secondary Schools)

Section A: Before You Log Into eSIS
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Proper set-up is the single most important factor for Gradebook to work effectively.

Before you log into eSIS, record your answers to the following questions. 

(* PLEASE NOTE: Answers to Questions 1 and 2a. can only be changed at the BEGINNING of the school year – after assignments are added, these canNOT be changed without removing all assignments)

Question 1*: What formula do you use to calculate student averages?  
· Total Points (Total Points earned / Total Possible Points)
· Weighted Percentages (Average of % for each assignment)


Question 2: Do you weight by any of the following?

a. * Individual Reporting Periods (ie Quarter 1, Quarter 2, Sem 1)
· Yes – Setup Options > Preferences > 
Posting Type = Report Cycle

View Report Cycle Weights: Checked

· No
b. Assignment Categories (e.g., homework, quiz, lab)
· Yes – Setup Options > Preferences > Use Category Weights: Checked
· No

c. Individual Assignments (within the same category)
· Yes – Accomplished during assignment setup
· No


Question 3: Will you use the same weighting for all the classes that you teach?
· Yes
· No

Section B: Preferences – My Options Tab
When you have answered all the questions in Section A you are ready to log into eSIS and set up your Gradebook Preferences.
On the main Teacher Assistant screen, click Setup Options.
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In the Setup Options window, click Preferences.
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The Preferences screen opens displaying the My Options tab.


Step 1 – Mark Calculation Method and Posting Type
Once you select a Mark Calculation Method and Posting Type, you will have to live with them for the rest of the year — so choose wisely! Your answers to Section A, Question 1 should dictate these choices. (In some cases, your school may dictate them for you.)
There are two options for Mark Calculation Method:

1) Total Points
2) Weighted Percentages
Both of these options allow you to apply weighting. The difference relates strictly to how eSIS calculates student averages. Study the examples below to see which one matches your answer to Section A, Question 1.



There are also two options for Posting Type, which works in conjunction with the Mark Calculation Method:

1) Report Cycle
2) Cumulative

Use Report Cycle if you want to weight individual reporting periods (e.g., Quarter 1 is worth 40%, Quarter 2 is worth 40%, and Exam1 is worth 20% of the Semester 1 grade). With this option, eSIS will calculate student averages for each reporting period separately – allowing you to post a Quarter 2 grade, independent of Quarter 1.   
Use Cumulative if you want to calculate student averages using all assignments for the duration of a class, i.e., without separating the reporting periods. 
Within the Cumulative option, you also have two choices. Select Cumulative grade by grouping if you will weight assignment categories in any of your classes. Select Simple cumulative grade if you will not use either of these weighting options.
Step 2 – Weighting
The weighting options also affect how eSIS will calculate student averages. These options can be turned on or off at any time during the year, but it’s best to have all your options set up before you begin using Gradebook. Refer to your answers from Section A, Question 2 while making these decisions.
If you don’t weight your assignments or weight them only by how many points they’re worth, don’t turn on any of these checkboxes.

Use assignment weights: Check this box if you want to assign weight values to individual assignments (independent of their point value).

Use assignment type weights: Check this box if you want to assign weight values to types of assignments, e.g., quizzes, homework, tests, labs, journals, etc. (This is the weighting option illustrated in Example B on the previous page.) 
Use category weights: Check this box if you want to assign weight values to categories of assignments that you create, e.g., Civil War Test, Satirical Essay, Titration Lab, etc.

View Report Cycles weights: Check this box if you want to assign weight values to reporting periods. This option should only be used if you have selected Report Cycle as your Posting Type (see above). If your school has determined that this option should not be used, the label of this checkbox will read “View Report Cycle Weights,” and you will not be able to turn it on.
TAVG% Include Weight: This option is not always visible. Do not turn it on if it is.

Step 3 – Customizing Your Gradebook
The remaining items on the My Options tab allow you to fine tune your Gradebook and set up time-saving preferences. The settings for these options can be edited at any point during the year.
Default order of assignments by due date: Select Ascending if you want your Gradebook to display assignments in chronological order from left to right; select Descending if you want to see assignments in reverse chronological order from left to right.
Numeric Score Default: When you create a new assignment in your Gradebook, its point value will default to whatever is in this field (and can be changed). Enter the most common point value you use, or leave this field blank if the point values of your assignments vary significantly.
Failure Threshold: Failing grades will be highlighted in Gradebook based on the percent value entered in this field. For example, if you enter 60, a student’s grade will be highlighted as failing if she or he earns less than 60% of the total possible points for an assignment.
Default Display Assignment: The value here determines how many columns may be visible in your Gradebook at one time. It’s advisable to leave this value at 100 or higher.
Delete assignments at Year End: This checkbox has been disabled, so you can ignore it.
Allow Shared Access to Student Progress: Turn this on if you want to allow other teachers in your school to view grades in your Gradebook for students you share.

Rounding Marks: If checked, eSIS will round decimals when calculating alpha marks (A, B, C, etc.) from the student averages in your Gradebook (e.g., 92.53 ( 93). If unchecked, eSIS will truncate decimal points (e.g., 92.53 ( 92).
Count Blank Marks as Zeros: If checked, eSIS will assume that a student received a zero grade for an assignment if nothing is entered in your Gradebook and you haven’t flagged the student as exempted. If unchecked, eSIS will assume that any blank value in Gradebook means the student was exempted from the assignment. 
When you have set all of your choices on the My Options tab, click the Save icon. Now you’re ready to move on to other tabs on the Preferences screen.

Section C: Preferences – My Preps Tab

Click the My Preps tab.
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Step 4 – Setting Up Your Preps
A prep is a set of rules for classes or subjects. For example, in one class you might assign only homework and tests and weight them equally, while in another class you might assign journals and quizzes and weight journals 60% and quizzes 40%. These two scenarios represent two different preps in eSIS. Your answer to Section A, Question 3 will help you decide how many preps you will need.
To begin, click the Add button on the My Preps tab. This will take you to the Prep Detail screen.

Step 4a – Enter Description of Prep. Type in whatever name makes sense to you.

Step 4b – Select Classes. Click the Select Classes button to view a list of your classes. Check the box next to each one associated with the prep you’re building and click OK. eSIS should automatically populate the Report Cycle fields below.
Step 4c – Prep Category. Each prep must have at least one Prep Category. Click the Add button to activate a row and type in the name of your units. When you are done adding units, turn on the Default checkbox next to whichever one will have the most assignments. 
If you turned on the “Use Category weights” checkbox in Step 2, a Weight column will appear here. Assign your unit of study weights in percentages as decimals (e.g., .4 and .6).
Step 4d – Add Assignment Types. Click the Add button to view a list of assignment types that have been set up for your district. Check the box next to each one that you plan to use for the classes you selected in Step 4b and click OK. Next, turn on the Default checkbox next to whichever type you will use most.  When you have completed Steps 4a – 4d, click the Save icon and Exit through the door.

Repeat Step 4 if you need to set up additional preps.
Step 1�(* Refer to Section A, Question 1 and Question 2a)





Step 2�(Refer to Section A, Question 2b and 2c)





Step 3





Best Bet�Report Cycle





Total Points�=�Total points earned ( Total possible points


Example A (no weighting):


Assignment 1:	Grade = 5/5�Assignment 2:	Grade = 10/50


15 (Earned) ( 55 (Total) = 27.3%





Example B (assignment type weighting*):


Homework = 40%, Tests = 60%


Homework 1:	Grade = 5/5�Homework 2:	Grade = 10/50�Test:	Grade = 80/100


Homework:	15 ( 55 = 27.3%�	27.3% x 0.4 = 10.9%


Test:	80 ( 100 = 80%�	80% x 0.6 = 48%


10.9% + 48% = 58.9%


*And “cumulative grade by grouping” Posting Type








Weighted Percentages�=�Average of % for each assignment


Example A (no weighting):


Assignment 1:	Grade = 5/5	= 100%�Assignment 2:	Grade = 10/50	= 20%


Avg of 100% and 20% = 60%





Example B (assignment type weighting*):


Homework = 40%, Tests = 60%


Homework 1:	Grade = 5/5	= 100%�Homework 2:	Grade = 10/50	= 20%�Test:	Grade = 80/100	= 80%


Homework:	Avg of 100 and 20 = 60%�	60% x 0.4 = 24%


Test:	Avg = 80%�	80% x 0.6 = 48%


24% + 48% = 72%


*And “cumulative grade by grouping” Posting Type








Best Bet�





Confused?


Suggestions are flagged throughout this document by�this sign:�





Best Bet�Total Points





Step 4





4a





4b





4c





4d








Save








Best Bet�Create one unit called “General”











Best Bet�Use Category Weights








Step 3





Save
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