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1.0 Tr adi tAroandaelb o o k

The focus of this guide is to provide the necessary understanding and requirements for working
in the Staff View and for setting up the traditional gradebook.

1.

=

Objectives

Gradebook Preferences

Linking classes

Create categories and assignments
Enter Marks

Posting Grades

Optional Tools

= =4 -4 -4 -4 -9

1.2 Areas of Consideration for Gradebook

Some areas to be considered as they relate to the setup and use of the teacher
gradebook are worth noting here:

Will the course transcript definitions be calculated?

Will teachers be allowed to modify weights?

Does the district or school require a specific method of gradebook mark calculation?
Will the district or school be using the student/family portal during the school year?

Will the district and / or school be providing a comment bank (which teachers to add to)?

= =4 —a -4 -8

1.3 Resources

From the Staff View, under all tabs with the exception of the landing page, the Help menu
provides a variety of resources which follow:

1 Online Help - this will scope to the area from which the help was accessed.
1 User Guides
o Staff View Setup and Navigation

Traditional Gradebook v2.0 Page 5
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20 Save Functionality

As with any software, users should ensure that they are saving often to avoid loss of
work. Save buttons are available at the top and bottom of screens throughout the application.

2.1 Auto-Save

In addition to the save buttons, many screens in MyEdBC have an Auto-Save feature. While

this is handy functionality, users should not rely on it as a means of saving their work. Regular
use of the save buttons should ALWAYS be the primary method for saving. See the separate
Fundamentals Appendix: Auto-Save Statistics for a list of screens that provide the Auto-Save

functionality as a back-up measure.

Note: The auto-save interval (number of minutes before a screen is auto-saved) is determined
by the user preference settings as outlined in the Preferences - General section above.

2.2 Gradebook and Grade Input Scores Save Functionality

Staff > Gradebook > Scores
School > Grades > Grade Input > Input Grid

The grade entry screens in School and Staff view have a save-as-you-go functionality. When a
score is entered and the user moves out of the cell, the message: Savi ng, Pl ease
displays above the score grid and the cell will turn yellow. The mark column entry is saved

when both the message and the yellow cell colour have cleared the screen. To avoid loss of
work, do not begin entering information into the next cell until both the message and the yellow
colour are no longer displayed on the screen, indicating the save has completed.

3.0 School Preferences

Each school sets basic Gradebook preferences for all teachers in School view > School TT >
Setup ST > Preferences SST > Grade (Category). These are discussed in detail in the School
Setup Reference Guide.

Traditional Gradebook v2.0 Page 6
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40 User Preferences

Basic User Preferences are covered in the Fundamentals guide and these should be set prior to

setting up gradebook settings. These can be found by clicking on the users name > Set
Preferences. The Gradebook tab, see below, displays a non-categorized version of the

Gradebook preferences detailed in section 4.

Semester Cumulative average

Cumulative average

Ganaral Hame Sacurily Gradebaok Cam L nbca o
Shade alternate Enes
Track administrator updates %)
Tab direction
Showr studies O
Enable gradebook festures =3
Assignment column order [Date due (zscending) |
Show points in headers %3]
Show category names in headers
Publish assignment stafistics O
Show student slers =
Enablz student detsils O
Enabde student academics O
Show course sebection recommendation O
Anchor averages =3
Grade change tracking days |3
Add Assignments
Add to all Enked classes by default
Missing Assignments
Show missing column ¥
Count empéy a5 missing O
Show unscorad 7|
Averapes
Default weighting [Category total points W
Decimals |-IJ |
Grade scale Frovincial Mark Scale Final Marks Cy )

O &
Bl o

1 Enable gradebook features: This MUST be checked or gradebook functions will not

work.

Traditional Gradebook v2.0
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50 Setting Gradebook Preferences

Gradebook Preferences are specific to Gradebook use. They allow teachers to define the
behaviour, view and default mark calculations for their gradebook.

From the Gradebook top tab, click on the gear icon:

Pages My Info ' Student = Attendance Qe rLILLY Planner  Analytics Assessment PD Tools

Class List

Details
T W B o = _>|oa

Roster
0.0 0 selacted (F et T3
Seating
Chart Course Description Clssrm Schedule Term Weighting Gradebook

Groups No matching records

Reporting
Standards

Categories
Assignments

Scores

Five top tabs define the organizational grouping of the settings: General, Student Information,
Add Assignments, Missing Assignments and Averages.

5.1 General

Student add Migsineg

Informetion | Assignments | Assignments Averages

General

Shade altemnate linss
Track administrator updates )
Tahb direction
Show studies O
Enable gradebook features ™3]

Assignment column order Diate due (sscending) W
‘Show points in headers

‘Show category names in
headers

Publish assignment statistics

Anchor awverages

IDIEED

Grade changs tracking days

m

Shade alternate lines

1 Track administrator updates: A blue exclamation mark appears next to any grades or
comments changed by an administrator.

1 Tab direction: Down or Across. Which direction should the cursor go when the tab key
is pressed during grade entry?

1 Show studies: Includes rosters for advisory or study periods - not used in BC at this

time.

=

Traditional Gradebook v2.0 Page 8
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5.2

Enable gradebook features: This MUST be checked or gradebook functions will not
work.

Assignment column order: Ascending displays oldest assignments at left.
Descending displays most recent assignment at left. Sequence number displays
assignments in sequence assigned by the teacher.

Show points in header: Displays total points for an assignment in the column header
Show category names in header: Displays abbreviated category code in the
assignment column header.

Publish assignment statistics: Pertains to Student/Parent Portal. If checked, displays
highest, lowest, and mean scores next to assignments viewed in the portal. Often
determined at the district level.

Anchor averages: Displays running average for the marking period in the column to
the right of studentdés names.

Grade change tracking days: not used in BC

Student Information:

Student Add Missing

General - . . . .
Information Assignments Azsignments

Averages

Show student alerts L
Enable student details o
Enable student academics L

Show course selection
recommendation

Show Student Alerts: Displays alert icons next to student names.

Enable student details: An information icon %2 next to the student name in the scores
page provides student contact information.

Enable student academics: An information icon 2 next to the student name in the
scores page provides student academic information.

Show course selection recommendation: Displays recommendation column.
Recommendations pertain to teacher suggestions for course selections in the next year.
Recommendations can only be made at times set at the school level. Teachers may
want to leave this box unchecked when not in use.

Traditional Gradebook v2.0 Page 9
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5.3 Add Assignments

Student Add Missing

Szl Information = Assignments | Assignments

Averages

Add to all linked classes by

default

1 Addto all linked classes by default i When course sections are linked for categories
and assignments, the add assignment screen will automatically check the box to add the
assignment to all linked classes on any template where the option exists. Course
sections can be deselected if the assignment should not be added to that section. See
the section Gradebook: Assignments for details.

5.3.1 Set Assignments for Specific Students

To apply an assignment to specific students:

Pages  Mylinfo Student Attendance [[ZCTTIETHl Planner Analytics Assessment PD  Tools

Class List :: 2018-2019 - MSC--10-05 - SCIENCE 10 :: New Assignment

Details .
’

Roster

Seating .

Groups Select the students to exclude from this assignment

Reporting Included Students Excluded Students
[Bliabawi, Takemary Batangon, Saajil

A

Categories Bjamasonallen, Jenchomiguel

Bonfield, Chunnam
- Camarachagasmarguart, Selon

Assignments Cumew, Yingkai

» Detalls Foung, Isakmatiias
Gommerman, Mehiai
Hallpeters, Razmohammad

Scores Jefferiescourtice, Gurshaun
Julesgeorge, Hargunn
Kisser, Fradjoseph
Kiemionek, Aviok
Kuriyedath, Taiba v Include All <<
L Kaidance
Resources Provided by the Teacher

12 Add Fle [y Select Goagle Doc: G, Add Webiink 9 Drag and Drop from My Resouces

Staff View>Gradebook Top Tab>Assignments Side Tab>Options Add

T Click déret ®Ssdwb top tab.
1 Select the student(s) that will not receive the assignment
1 Click Exclude.

The student(s) will not see the assignment in their To Do widget or on the assignments list in the
Student portal.

Traditional Gradebook v2.0 Page 10
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Bulkley Valley 2018-2019

Sear

arch
& 08282013 - Assignmen! Grads (FRENCH 8] Grade: _IXCLUDID_ Assignment: Ganenc Assignment

¥ Overdue Online Assgnments  # Todsy  # Tomanow

Assignment Catsgory

| MyEducalianB.C | Gre Stucent. o

¥ anetance ¥ Grages

No assignmeets scheduled.

Today: Friday, June 28
Course. Assignment

No sesignments scheduled

Tomoarow: Seturday, June 29
Course Assignment

No sssignments scheduled

On your Scores page, the grading cell for the assignment is grayed out for students that have
been excluded from the assignment. No mark can be entered. The assignment does not affect

the student's average; it does not exist for that excluded student.

Kug, Solia

Class List

Details

Roster

Seating
Chart

Groups

Curricular
Competencies

Categories

Assignments

Scores
Student

Assignment

Houston Secondary 2018-2019

Name

l Abner, Lubby T

Africanoleon, Moreen
Aljedaney, Kngaio
Bagangan, Sooahn
Bernardes, Varrel
Calvo, leuan

Cuyler, Pitt &

Pages My iInfo  Student  Attendance RM<cUELLLI@ Planner Analytics  Tools

:: 2018-2019 - MFR--08-001 - FRENCH 8 &

=3 =3
View

® Traditional Standards

X 8

Grade Columns

YOG

l 2023

2023
2023
2023
2023
2023
2023

Withdrawn | MFR-~(

—

o o0 |0 0o

Class

01/28
oral
final

5 pts.
%al .

Traditional Gradebook v2.0
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5.4 Missing Assignments

General Studenlt _Add I'u.||55|ng Averages
Information Assignments Assignments

Show missing column

Count empty as missing []

Show unscored

= 3

1 Show missing column - If you create special codes that you enter for missing
assignments, select this checkbox to view the Missing column on the Scores page.

For each student, the Missing column includes assignments entered using special
codes (see section 5.0 Optional Tools below for further information on the use of
special codes).

Note: This column is for your eyes only. Students and family members do not see it
in the portals, and office and administrative staff members do not see it in the
School or Enterprise views.

1 Count empty as missing - If you selected the Show missing column checkbox, select
this checkbox to count any assignments that were due before today and that you have
not entered scores for, as missing.

Note: You might want to select this checkbox at the end of a term when you have
finished entering all assignment scores. Otherwise, the Missing column will include

scores for assignments you have not graded yet.

1 Show unscored i Only used with courses that have a rubric definition assigned to it.

Traditional Gradebook v2.0 Page 12
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5.5 Averages

Student Add Missing
|
Sot Information Assignments Assignments Averages
efault weighting Category total points v
Decimals 0
Grade scale Provincial Mark Scale Final Marks Q X

~

Semester Cumulative average v

Cumulative average v/ ©

| @ oc Jf x el

Default weighting: This setting is significant as it sets the default mark calculation for the
gradebook. This setting can be overridden at the course detail level for individual courses. A
short explanation of each of the settings is provided below, detailed explanations can be found
in Appendix A and from online resources.

9 Categories only (weighted categories) if you want to weight only the categories in your
gradebook.

Assignments are converted to a percentage then averaged within each category. The category
average is multiplied by the assigned weight, and the weighted category averages are added
together.

1 Category and assignments (weighted) if you want to weight both categories and
weight the assignments within those categories.

Assignments are converted to a percentage, multiplied by the assigned weight and a category
average is calculated. The category average is then multiplied by the assigned weight, and the
weighted category averages are added together.

1 Select Total points if you want the overall value of an assignment to be determined by
the maximum points possible for the assignment.

Assignments are not converted to a percentage. The total points a student earns is divided by
the total number of points possible.

1 Select Category total points if you want a category weighted and the value of an
assignment within a category to be based on the points possible for the assignment.

Traditional Gradebook v2.0 Page 13
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Assignments are not converted to a percentage. Within each category, total points earned are
divided by total points possible to determine the category average. The category average is
then multiplied by the assigned weight, and the weighted category averages are added
together.

Additional Resources:
Help > Quick Reference Cards > Gradebookd Beginning-of-the-Year Setup

Help > Videos > Teacher Gradebook > Setting up your Aspen Gradebook > QRG >
Understanding Averaging Modes.

1 Decimals: Determines how many decimal points to use in calculating grades. Impacts
averages in Gradebook only. Grades posted to transcripts will conform to the district
defined decimal rules.

1 Grade scale: Some districts have uniform grade scales. If not established by the district,
participants can select a scale from the list viewed by clicking the magnifying glass.

o Provincial Mark Scale Final assigns numeric value of 25% for letter grade 7 F, no
numeric value for letter grade 7 I.

o Provincial Mark Scale Interim assigns no numeric value for letter grade - F,
numeric value of 25% for letter grade - I.

0 The IB Grade Scale is for use by authorized 1B Schools only.
o If the district or school permits, teachers can go to the Tools top tab > Grade
scales side tab > Options > Add to create their own grade scales

1 Semester Cumulative Average: Select this checkbox to show semester running
averages on your Scores page. MyEducation BC calculates semester running averages
based on the assignment grades within each of the terms inside of it, not on the average
for each term.

Students and family can view this column in the Student and Family views.

Note: Your school must enable the School Grade preferences (for Show semester
averages in the gradebook) for this user preference to be activated. School View>School
Top Tab>Category = Gradebook

MyEducation BC uses the column header Semester # (for example, Semester 1) for
semester running average columns.

1 Cumulative Average: Select this checkbox to show an overall course cumulative mark
calculation when using Total Points averaging mode. Selecting this option along with a
default weighting of Total Points or Category Total Points produces a total cumulative
mark calculation. Note: this option is only available if the School > Preferences >
Grades has Semester Cumulative Average and Overall Cumulative Average
checked.

Traditional Gradebook v2.0 Page 14
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6.0 Gr adeb>oketlainli ng ,Cl @Grsadcke
Caclul ati on, WEagkygsri es

A teacher can link his/her classes allowing them to create categories and assignments for one
class which automatically add them to other classes linked to it.

6.1 Class Details

The class details screen provides the means to link classes and determine settings. At the
bottom of the page are expandable sections for linked classes, categories, drop mode and
grade calculation weights.

Course Nicknzma MES-10LA-02
Deseription LANGUAGE ADAPTED SOCIAL STUDIES 10
Classroom 5218

Schedule 31-2)

Schedule term 51

ere will show in the Student and Family Portal...|

Expand A| Collapse All

*  Classes linked for assignments and categories:

Course Description Term Schedule

XLDCD11-01 ELL 1: TECHNICAL LANGUAGE st 201-2)

XLDCA12-01 ELL 2: LANGUAGE & LITERACY st 101-2)

& select...

Enter a name for your linked sections.”
Literacy

. Categories

© Grade calculstion weights

3 =
R —

1 Inthe Average Mode dropdown, teachers can override the averaging method they
selected in Preferences.

1 Averages Grade Scale can be changed from the default preference setting.

1 Portal Notes allows the teacher to enter a comment about the class that will appear in
the Student and Family portals.

1 Expand the Drop mode at the bottom of the screen, do one of the following to determine
if you want to drop the lowest scores for this class:

Select Do not drop scores if you do not want the system to drop any scores for this class.
Select Drop lowest overall score if you want the system to drop the lowest score(s) for a term.
Select Drop lowest score by category if you want to determine how many scores to drop each
term by assignment category. For example, you might drop the two lowest homework scores
each term. To do so, type the number in the # to drop column for each category, for each term.

Note: Error Messagei Thi s gr adeb oarkeds ewittiho no tihBesrerior e ac her s o
message will display when one or more teachers share a course section and the Averages user

Traditional Gradebook v2.0 Page 15
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preference is set to 0Gradebook Defaulté. When a
determine and select the same Averages settings in the course details.

Pages My Info  Student = Attendance Q< cGLELTILIMN Planner  Analytics  Assessment PD Tools

Class List :: 2019-2020 - MAE--05MU-Div 09 - ARTS EDUCATION 5 MUSIC

I Details
=
Roster

Seating
Chart
Course Nickname
Groups. Description ARTS EDUCATION 5 MUSIC
Classroom
Reporting
BT Schedule
Categories Schedule lerm FY
Team
Assignments

House

Scores Average Mode | Gradebook Default v This gradebook section is shared with other teachers, please set the average mode to a value besides Gradebook Default.

—

Averages grade scale | [Gradebook Default v This gradebook section is shared with other teachers. Please set the averages grade scale to a value besides Gradebook Default

Portal Notes ] Show Notes on Portals.

Expand Al | Callapse All
»  Classes linked for assignmonts and categories:
»  Categories
+  Dropmods

6.2 Classes Linked for Assignments and Categories

1 Goto Gradebook top tab > Select a class > Details side tab

Review the information on the Details screen for the class selected.

1 At the bottom of the screen, expand the section Classes linked for assignments and
categories, click the Select button and select sections that are the same as the class
you are viewing, and click OK.

9 If you create assignment categories on the Class Details page and you have linked
sections, the field Also add to linked sections? is enabled by default. The new
category will be applied to all of your linked sections, unless you deselect the field. If you
do not have linked sections, the Add to all sections? field appears.

1 Itis not enabled by default, but you can select it to apply the new category to other class
sections.

=
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Portal Notes Show Motes on Portals

Expand All | Collapse All
b Classes linked for assignments and categories:

Calegaries.

100.0¢"
100.0%

5-Test

0.0
0.0%

| #| Also add fo linked seclions? |

Enter Category Code

Enter Category Descripion

Enter Category Weight

1 Staff view, Gradebook > Categories

9 If you create categories using the Categories side-tab and you have linked sections, the
new Add category field is enabled by default. The new category will be applied to all
linked sections. If you do not want the category to be applied to a section, deselect the
checkbox next to it. If you do not have linked sections, click Add category to add the
category to all of your sections, or just select the checkboxes next to the sections it will

B Save % Cancel
Seating
Chart Code
Groups Description
Note: if you wish to edit the "VWeight" associated
Curricular fo the category, please refum fo the Ca_legu:,'
- details sereen and click on the appropriate Weight
Competencies 16 edil
Categories Assignment Defaults
Categories Grade Scale = Name Q
» Details
Eniry mode Both v
ﬂ{gﬁk by Total points * 0
term Defaut Weight 0
Assignments Exira credil points (]
- Score cannol be
cores
dropped o
Visibility type Frivate {% R

Also add this category to classes

Default Template

30f 3 selected & Linked ¥
¥ Add Category? | Course Description Schedule term Schedule
‘ MADFS08-T-01 ADST - Food Studies a1 D(01-02)
] MADFS05-T-02 ADST - Food Studies Qz Di01-02)
’ MADFS08-T-03 ADST - Food Studies a3 Di01-02)

1 Enter a name for the group of linked classes

. Click Save.

Linking classes enables the teacher to enter information for categories and assignments just
once for each course. MyEducation BC will duplicate the categories and assignments for

each of the linked classes.

Traditional Gradebook v2.0

Page 17




BRITISH

COLUMBIA My.EdUCGIiOI'l

[e®)
FUJITSU

My info  Student Attendance W T'1LL W Planner Assessment

Class List :: 2016-2017 - MPREC11-08 - MATH 11: PRE-CALCULUS
cn

Detalis
Roster

Seating
Chan

Groups

Curricular
Competencies

Categones
Assignments
Notficatons

Scores

MPRECT-01

Enter a name for your linked sections.”
Linked sections Pre Cal 11

PD

Default Template

Course
MFOM-11.01
¥  MPRECH.O1

MPREC11.03

=3

W, Schedule Master Pick List - Google Chrome (T=21E ﬁ
@® ts2.myeducation.gov.bc.ca/asy t.do?m true&fie @

1 0f3 selected 7
Description Term
MATH 11: FOUNDATIONS OF MATHEMATICS

MATH 11: PRE.CALCULUS

MATH 11: PRE-CALCULUS

sections are linked.

Note: Creating assignments for linked classes does not adjust dates or grade terms. Multi
Add assignments creates assignments for one course section at a time, even when
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6.3 Grade Calculation Weights
If the Grade Category in School Preferences is set to Allow editing of term weights by staff,
courses set up with calculated transcript definitions can be adjusted by teachers.

From the course details screen in the gradebook, in the lower block of the window teachers can
change the calculation of the final mark by adjusting the weightings of the terms and/or exams.

TPages Wyinfo | Student | Attendance Kpr ] Pianner = Assessment ~PD | Tools

Class List :: 2016-2017 - Nickname of course - MATH 11: PRE-CALCULUS Q » »
o
- -y @
Raster

B [ o | ol eyl
Conrse Nihrame Course Nikname

Seating
Chart

Groups

Curricutar

Compelencies
Categones
M.;m,e,, Q1 Grade Q2 Grade School Exam 1
(@1) (@2) (Q2) )
jStc'ss L
Default] Actual |Default] Actual |Default| Actual
T Final Mark| 4 40.0 3 40.0 ‘ 20.0
© Drop mode
~ Grade calculation weights.
as-n xana

Note: School View > Grades > Grade Post Controls must have the dates for the final
grade t er forweights éorb®adjusted.

In summary, three conditions must be met in order for teachers to be able to adjust term
weights:

1. Grade preferences are set to fiAllow editing of term weights by staffo in the School
view.

2. Grade Post Controls must be open for weights to be adjusted.

3. The transcript definition associated with the course must be one of the ones which are
set up to be calculated.
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6.4 Create Categories

Categories group the learning tasks that teachers will use in student assessment. The QRC
Advanced Gradebook, in the online Help, is an excellent resource for step-by-step instructions.
Defaults selected when creating categories can be overridden for individual assignments within

the category.

1 Goto Gradebook top tab > Select a class > expand the Categories section, or use the
Gradebook top tab > Select a class > Categories side tab
1 Any existing categories for the class are displayed on the screen.

"
Pages  Myinfo Student Attendance [LVT"Ml Planner Assessment PD | Tools

Class List :: 2016-2017 - Nickname of course - MATH 11: PRE-CALCULUS

1 Gotothe Add button to create additional categories. Note that if the course is linked to
another, this will also add categories to the linked course sections.
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