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Using Gradebook
(Secondary Schools)
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Proper set-up is crucial for Gradebook to work effectively.
Before you begin, make sure you have worked through the steps described in “Setting Up Gradebook Preferences.” 

Section A: Navigating Gradebook

Gradebook is accessed from the main Teacher Assistant screen through the Spreadsheet button.
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Filters

The four filters at the top of the spreadsheet allow you to select the exact assignments you want to see. 
Class: Lists all of your current classes. Gradebook will open to whichever one was highlighted on the main screen. (If you turned off the “Today’s Classes” checkbox on the main screen, this filter will list all of your classes for the whole year.) You can only select one class at a time.

The other filters allow you to narrow down the number of assignments displayed on the screen but also include an “ALL” option.

Reporting Term: Lists the Reporting Periods that apply to the selected class. (Reporting Periods are set up by your school.) 

Category: Lists the Category that you set up in the prep for the selected class (under Preferences).

Assignment Types: Lists the Assignment Types that you set up in the prep for the selected class (under Preferences).

Totals

The four columns under “Screen Totals” provide data about the students in the selected class. Note that Gradebook displays student averages numerically, not as alpha marks such as A, B, C, etc.
Tavg …: Shows the numerical average of all assignments for the selected Reporting Term, as calculated using the method set in your Preferences. The average here will not change if you alter your selection in the Category or Assignment Types filter above.

Total: Shows the total points possible for all assignments displayed on the screen. The points here will change if you alter your selection in the Category or Assignment Types filter above.

Earned: Shows the total points earned for all assignments displayed on the screen. The points here will change if you alter your selection in the Category or Assignment Types filter above.

Avg%: Shows the numerical average of all assignments displayed on the screen. Unlike the “Tavg …” column, the values here will change if you alter your selection in the Category or Assignment Types filter above.

Assignments and Grades

Assignments and grades are tabulated on the right side of the Gradebook spreadsheet. They are displayed chronologically in ascending or descending order as set in your Preferences. Each assignment is identified by a Short Name and its total point value.

Gradebook Functions

The buttons at the bottom of the spreadsheet allow you to perform Gradebook functions.
Color Legend: Brings up a legend of colors used to flag specific grades (e.g., blue for extra credit).

Post Grades to Report Card: See Section D of this document.

Missing Grade: Brings up the TA Missing Grades screen, which lists students who are missing assignments for the selected class.

Reporting Term Grades: Brings up the Reporting Period Marks screen, which displays alpha marks (A, B, C, etc.) that have been entered into eSIS for the selected class (i.e., for progress reporting).

Enter Grade/Comments: See Section C of this document.

Condensed Grade Entry: Brings up a simple screen for entering grades. (See Section C.)

Add Assignment: See Section B.

View/Change Assignment: See Section B.

Printer Icon: Allows you to print a snapshot of your Gradebook for the selected class, by student last name or Pupil Number.

Save Icon: Saves any grades you have entered on the spreadsheet. (Click often!)

Exit Door: When working anywhere in eSIS, use this button to leave the current screen.

Section B: Adding or Editing an Assignment

To add a new assignment to your Gradebook, begin at the spreadsheet.

1. Confirm that the right Class is selected in the filter at the top.

2. Select a Reporting Term from the filter at the top. Each assignment is associated with only one Reporting Term, so you cannot choose ALL during this step. The general rule is to associate an assignment to the term during which its due date falls. 


3. Click the Add Assignment button, which will bring up the Add New Assignments screen.
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Required Fields

Name: Type the name of your assignment. 

Short Name: Used to identify the assignment in the spreadsheet. eSIS automatically generates a Short Name from the first 5 characters that you typed in the Name field, but you can change it if you want. 

Score Type: Select what type of grade you will give for the assignment. eSIS defaults to Numeric Mark, but you can change this to Alpha Mark, Complete/Incomplete, or Pass/Fail.

Do not select Alpha Mark unless you have entered conversion values in the Mark Scale of your Preferences. 

If you select Complete/Incomplete or Pass/Fail, two more fields will appear: Pass Value and Fail Value. These fields require numbers denoting what grade you will enter as complete or passing, and what grade you will enter as incomplete or failing. The number in the Pass Value field should match what you enter as the Score Max below.

Score Max: Enter the point value of the assignment. eSIS automatically enters the default value you set in your Preferences, but it can be changed. 

Category: Select the Category to which this assignment applies. eSIS automatically enters the unit you set as the default in your Preferences, but it can be changed. If you did not set a default, this field will be blank and you will have to select an option. 

Assignment Type: Select the type of this assignment. eSIS automatically enters the type you set as the default in your Preferences, but it can be changed. If you did not set a default, this field will be blank and you will have to select an option.

Due Date: Enter the date the assignment is due by typing it in or clicking the “+” button, which brings up a calendar. eSIS defaults to today’s date, but this can be changed. The Due Date must be a school day in the current year, either past or future. 

Create Date: Leave the eSIS default, which is today’s date. (This date will not affect your Gradebook and will not appear on reports, but it is required.)

Narrative: Enter a description of the assignment. eSIS automatically copies the Name into this field, but you can edit as needed. The Narrative may be posted to Parent Assistant if your school enables that feature. 

Non-Required Fields

Assign Date: eSIS defaults to today’s date, but this can be changed. The Assign Date must be a school day in the current year, either past or future.

Extra Credit: Turn this checkbox on only if the assignment is offered as extra credit to all students in the class. When checked, a blank grade for the assignment will not count against any student. 

Post to Parent Assistant Date: Leave both the checkbox and the date field blank if your school does not use Parent Assistant. If your school does use Parent Assistant, turn on the checkbox and enter the date on which eSIS should display the assignment to parents. 

Use Standardized Test Scores: Don’t turn on this checkbox. (This function is not currently in use.)

Parent Tips: If your school uses Parent Assistant, type in any suggestions about completing the assignment here.

Assignment Functions

The buttons at the bottom of the Add New Assignments screen allow you to perform assignment functions.
Add: This button only appears after you have saved an assignment. Click to return the screen to its defaults so you can create another assignment for the same class.

Copy: This button only appears after you have saved an assignment. Click to create a new assignment for the same class with the same settings as the one displayed. eSIS will clear only the Name, Short Name, and Narrative fields, which you can repopulate for the new assignment.

Enter Grade/Comments: Click if you want to enter student grades for the assignment you just created. (See Section C of this document.)

Cancel: Click if you don’t want to finish the assignment you have begun to enter.

Add This Assignment To Other Classes: See next page.

Save Icon: Saves each assignment. Always click this button before leaving this screen.

Exit Door: When working anywhere in eSIS, use this button to leave the current screen.

Add This Assignment To Other Classes: Once you have created an assignment for one of your classes, you can immediately copy it to other classes by clicking this button on the Add New Assignments screen. This will bring up the Assign Classes screen.
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eSIS will display all the classes that share the same prep with the class for which you just created the assignment. You have two options:

1) If you want to add the assignment to all classes during the same semester as the class for which you just created the assignment, click Copy Selected Info To All immediately upon entering this screen.

2) If you want to copy the assignment to just one class, or to classes in a different semester than the one for which you just created the assignment, turn on the checkbox next to one class and immediately enter a Due Date and Reporting Term on the same row. The Due Date can be typed or entered through the “+” button; the Reporting Term must be entered through the “+” button. The Due Date must be a school day in the current year, either past or future. (You can leave Assign Date blank.) Repeat for another class if necessary. 
Save when finished and use the Exit door to return to the previous screen.

If you want to change the details of an assignment you have already created, begin by clicking the View/Change Assignment button from the spreadsheet.

[image: image5.png]%8 TA Gradebook

Reporting Term Grath




This will bring up a list of your assignments. (Use the filters at the top if you want to shorten the list.) Highlight the one you want to change and click the Change Assignment button.

[image: image6.png]ignm

517001 P2 COMP GR 203152-02) _~ 1| Progress Report 1 3

Dus Date { Category Deseripion
8262007 Homewark General
Ga/2712007  [Tests (General
1010272007 Homewark General
100572007 Tests General

iew All Assignments | Remove This Assignment From Cla...| Enter Grade/Comments LAV ST A [Etl
Change Assignment




This will take you back to the Add New Assignments screen where you can make your changes. 

Section C: Entering Grades

Gradebook offers a number of ways in which to enter student grades.  (eSIS often uses the terms “Marks” and “Grades” interchangeably.)
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a) The quickest way to enter grades is directly into the spreadsheet. Place your cursor in the field for the appropriate assignment/student and type in the grade. To exempt a student from an assignment, click the Exempt button. Note that the columns under “Screen Totals” will not change until you Save.

b) If you want to enter details about grades (e.g., late flags, comments), use the Enter grade/Comments button. (See next page.)

c) The Missing Grade button brings up the TA Missing Marks screen, where you can enter grades specifically for students who have missed an assignment for the selected class. 

d) The Condensed Grade Entry button brings up a simple screen for entering grades, but the other methods offer greater ease or increased detail and are therefore preferable.

(Note: regardless of which method you use, eSIS allows you to enter a grade that is higher than an assignment’s point value. For example, for an assignment worth 25 points you can enter a grade of 30, which will be highlighted in blue for extra credit.)

Clicking the Enter Grade/Comments button from the spreadsheet allows you to enter details about students’ grades along with the grades themselves.

First, select an Assignment from the drop-down list at the top.
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You can type grades directly into the Grade column, using the arrow key on your keyboard to move from row to row. If all or most of the students in the class received the same grade, type it once in the top row and click the Copy First Grade Down button. eSIS will copy the grade to all students, and you can then edit any grades as needed.

If a student turned in the assignment after the due date, you can flag this using the Late checkbox. eSIS will highlight a late grade in blue on the spreadsheet. This flag will not alter the grade in any other way.

If a student was exempt from the assignment, flag this using the Exempt checkbox. eSIS will not include the assignment when calculating the student’s average and will highlight the exemption in green on the spreadsheet.

You can type comments directly into the Grade/Comment column, using the arrow key on your keyboard to move from row to row. To access a list of the comments you set up in your Preferences and the comments set up by your school, click the Edit comment button at the bottom of the column, turn on the checkbox next to each comment you want to use, and click OK. If all or most of the students in the class received the same comment, enter it once in the top row and click the Copy First Comment Down button. You can then edit any comments as needed.

The spell check button will check your comments.
Clicking the Printer icon will generate a printable report of this screen.

Save before leaving this screen.

Section D: Posting Grades to Report Card

At certain points in time you will need to determine alpha marks (A, B, C, etc.) from the averages in your Gradebook to be used for progress reporting. These grades are stored in a grade entry area in eSIS that is separate from Gradebook. However, Gradebook can post the grades to the grade entry area for you. You must have a Grade Scale set up in your Preferences for this process to work.

To post marks from Gradebook to the eSIS grade entry area, begin at the spreadsheet.

1. Confirm that the right Class is selected in the filter at the top.

2. Select the Reporting Term from the filter at the top. (This is the one for which you want Gradebook to post grades.)
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3. Click the bright yellow Post Grades To Report Card button.
4. When asked to confirm that you want to post marks for the selected term, click Yes. (This will override any grades that have already been posted for the selected term.)
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5. When asked how you would like to post the marks, turn on the By Alpha button and click Ok.
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You will now be in the Reporting Period Marks screen. 
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The alpha grades will appear in the Post column under the Reporting Term you selected. If necessary, you can edit these grades as described on the following pages.

Several grade entry functions are accessible through the buttons at the bottom of this screen.

Calculate Final: Use only if you selected a Posting Type of Report Cycle in your Preferences. Clicking this button will calculate the final, end-of-term grade.

Both the Go To Comments Entry Screen and the Go To Grade Entry Screen buttons allow you to edit the marks and enter term comments. The differences between these functions are discussed on the following pages.

Clicking the Printer icon will generate a printable report of this screen.

Clicking the Go To Comments Entry Screen button from the Reporting Period Marks screen takes you to a view which closely resembles Enter Grade/Comments within Gradebook.

Begin by selecting a Reporting Term from the drop-down list at the top.
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Type over any grade that needs to be edited in the Grade column.

You can type term comments (which will print on the report card) directly into the Grade Comment column, using the arrow key on your keyboard to move from row to row. To access a list of the comments you set up in your Preferences and the comments set up by your school, click the Edit comment button at the bottom of the column, turn on the checkbox next to each comment you want to use, and click OK. If all or most of the students in the class received the same comment, enter it once in the top row and click the Copy First Comment Down button. You can then edit any comments as needed.

The spell check button will check your comments.

Clicking the Printer icon will generate a printable report of this screen.

Save before exiting.

Clicking the Go To Grade Entry Screen button from the Reporting Period Marks screen takes you to eSIS’ Mark Entry screen, where you can edit the marks you posted from Gradebook and enter term comments. Unlike the “Go To Comments Entry Screen” button, this function does not enable you to access the comments you set up in your Preferences. 

(Note: the Grade Entry area is also accessible from outside Gradebook using the Mark Entry button on the main page of Teacher Assistant.)
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Type over any grade that needs to be edited in the Mark column.

There are three ways to enter term comments.

1) To use a comment set up by your school, click one of the question mark buttons. On the list of comments that pops up, highlight one and click OK. The number of the comment you selected will appear in the field just left of the question mark.

2) Alternately, if you already know the number of the school comment you want, type it directly into the field just left of a question mark button.

Note: although eSIS provides five question mark buttons/fields per student, there may be room for only two or three school comments on the report card.
3) To enter a free-form comment, click the View button. On the screen that pops up, type your comment in the bottom box labeled “Additional Comments” and click OK. The View button will then display an asterisk to note that free-form comments have been added. Comments entered this way will override any others, so do not use the View button in conjunction with a school comment.
When you are completely finished editing marks and entering comments as they should appear on a report card, turn on the Mark entry is complete checkbox and Save. If you want to come back to this screen later and edit more grades or comments, just Save without checking “Mark entry is complete.”
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