General Directions and Information for Using EleWeb

IMPORTANT INFORMATION!

The documentation below covers four different types of classroom teachers.
Homeroom Non-SBAR Teacher (Grades 2-5)

Homeroom SBAR Teacher (Grades K-1)

Multi-Grade Level Teacher

Any Teacher (SBAR or Non-SBAR) with Assigned Classes

EXAMPLE MAIN MENUS: The Main Menu bar always provides the user with the LOCATION of
where the user is currently located in the program.

After Initial Login:

Tuesday, August 04, 2008 Kimberly M. Overholt at Valleyview Elementary Grading Period: 4 9:02:01 AM

Logon Log Off Homeroom Class o8 =DEV

After Clicking the LOGON Button:

Tu=sasy auaus o< | |f you do not have any ASSIGNED CLASSES, you would only see the
—re HOMEROOM option.

Homeroom

assignment= | |f you have ASSIGNED CLASSES, you will see both options.

After Clicking the HOMEROOM Option:

Tuescey, August 04,2009 Kimberly M. Overholt at Vialleyview Elementary Grading Perind: 4 suen|  Note: If you have both SBAR and
logon  Grades Grading Items Log Off womenan s sy INON-SBAR grade levels, you will see
Create non-SBAR Grading Item both GRADING ITEM Options are
Ueate SR Aeseesment available. Otherwise, you would only

have the GRADING ITEM option appropriate to your type of class, IE: Non-SBAR or SBAR.

After Clicking Create Non-SBAR Grading Item or Create SBAR Assessment:

||||||| Agust 08, 09 Kimbarly M. Overhalt at Valleyview Elementary  Grading Pericd: 4 16418 AM Note : C reate G rad i ng I tem fo r
Logon Grading Ttems Log Off Homeroam Class o8« nev Home room CIaSS appears-

Create Grading Item for Homeroom Class

Muasciny, August 54, 2003 Kimberly M. Overholt al Valleyview Elementary Grading Penod. 4 1ZBAT A N Ote N C reate S BA R ASSeSS m e nt fo r
Logon Grading Items Log Off Homeroom Class o8 =cev G rad e Leve I 0 1 appears .

Create SBAR Assessment for Grade Level: 01

After Clicking LOGON, Assignments, Grading Items, Selecting a Class (Subject — Math 2"):

Tusseay, August 94, 2009 Kimberly M. Overhalt at Valleyview Elementary Grading Period 4 10:26:30 AN Note . C reate G rad i ng I tem fo r
Logon Grades Grading Items Lug Off Assigned Class - Math.ind a8 =cev M ath e mati CS — M ath_2 nd appears .

Create Grading Item for Mathematics - Math.2nd
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After Clicking Logon, Homeroom, Enter Grades, Selecting a Subject, Lesson &
Lesson Item:

Logon

[Tuesday, August 14, 2009 Kimberly M. Overholt at Valleyview Elementary Grading Period: 4 wwen  NOtE: The Gl‘adlng PerlOd,

Grading Item, Test Date, Total
Points, Weight, and Grade Level
Grading Period: 4 Grading Item: Test! Test Date: 5412009 Total Points: 10 Weight: 1 GradeLevel: 02 information is displayed,

Log Off Homeroom Class  da=0ey

General Directions:

As this is a “web based” program, DO NOT use the web browser arrow buttons, \ 1S or the

*

refresh button.

[ Selectltems ] [ Save Grades ]

Use the program buttons provided on the screens.

The Grading Period cannot be changed in EleWeb. Whichever grading period is set on your
school EleGrade will determine which grading period will be available through EleWeb.

Creating new Grading Items in EleWeb requires more mouse clicks than your school EleGrade.
You might find it more convenient to create the grading items at school and then use EleWeb at
home to Post Grades.

General Information:

EleWeb now fully supports SBAR.

EleWeb now fully supports Weighted Grading. If your school has established Weighted
Grading by Category, EleWeb will default to the correct weight by category when you create
grading items. You CANNOT change the predetermined (default) weights.

After you have entered grades, BE SURE you click the SAVE GRADES button.
EleWeb does not have a warning message to remind you to save grades before you leave the
screen.

EleWeb allows for only ONE benchmark per SBAR Assessment.
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EleGrade - Web Access

Steps

Screen Displayed

Procedures

Wednesday, July 29, 2003 2H:42°0

””m‘\%
{{""""‘:?e: \ Emplye jfj mm
3J i 0 [‘ I Password

Wagic Number:

Logon to ElelWa |

* For securiy reasons, any inactiviy lasting more than 15 minutes wil cause your ssgj
will have to logon again. After three unsuccessful logons, your account will be disable

* When you are finished and Logoff EleWeb, for security reasons, please click the Close EleWeb buteg.
This will close the ElelWeb Tab in Internet Explorer or close the Internet Explorer window if EleWeb is

only Tab. \\

Currently the only supported Web Browser is Microsoft Internet Explorer,
Use other Browers at your own risk!

On your home computer, connect to the
Internet and start Internet Explorer.

In the Address box

Type https://elegrade.polk-fl.net

The EleGrade Logon screen is displayed.

Type your Sap Employee Id
Number in Employee

Type your EleGrade Password in
Password

Type your Magic Number in
Magic Number (4-digit location
number followed by the last four
digits of your social security
number)

/ ///

Click the Logon to EleGrade icon

Wednesday, July 23, 2009

Logon +—Grades ||

Homeroom

Assignments

b

The Main Menu screen is displayed.

Note: The menu selections will display
after the mouse is pointed at the menu

option.
—e Point at the Logon option

You can enter grades for a Homeroom
or Assignments

To Enter Grades for a Homeroom

ety 8, 20° Kimberl

\- Select Homeroom

NOTE: The Date, Teacher name,
School name, and Time are shown
across the top of the screen.

logon  Grades «——fGradingTtems
te s |

—e Point to the Grades option

|__—e Click Enter Grades
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https://elegrade.polk-fl.net/�

EleGrade - Web Access

Steps Screen Displayed Procedures
3 Select Lesson Item to Grade _ The Grading Item Selection screen is
Select Lesson ltem by selecting from columns left to right .
displayed.
S;?id{:gg Subject Lesson Item (Due Date) ; A
. e e Note: Subject Items are displayed after
ofhing Selecte ofhing Selects a Grading Period has been selected.
To Select the Grading Period
T Click the Grading Period
Select Lesson Item to Grade The Subject Items are displayed.
Select Lesson Item by selecting from columns left to right
Crai Note: Grading Items for a specific
Poodd Subject Lesson ltem (Due Date) || Subject are displayed after the Subject
T [Reading Sndards <& has been selected.
Mathematics Standards :
Art To Select a Subject
Reading i
Writing/English e Click the Subject
Spelling/Phonics A
4 Select Lesson Item to Grade The Grading Items for that subject are

Select Lesson ltem by selecting from columns left to right

Grading

Period Subject Lesson Item (Due Date)
M GEEINEEECEE ~ | | ConceptsTestlA (05/04/200%¢——H
Mathematics Standards | | |ConceptsTest1A-2 (05/04/2009)

Ar Contractions (05/04/2009)
Reading Flu-a (05/04/2009)

Writing/English FQ-Words (05/04/2009)
Spelling/Phonics ¥/ |PointsToLetters (05/04,

[ Enter Grades

e

displayed.

To Enter Grades for the Selected
Grading Item

——e Click the Grading Item

Click Enter Grades button
he Grading Item screen is displayed.

Grading Period, Grading Item, Test Date,
Total Points and Weight are displayed
directly above the list of Student names
and current Grade score.

To Enter a Grade or Change a Grade

(Grading Period: 4 Grading Item: ConcaptsTesttA Test Date: SI2009 Total Points: 0 Weiht: 1 GradeLevel

Score:?_

1

Student Name

l Selectems ‘ [ Save Grades ‘

|_—» Click inside the Score box
_—e Type the Grade
OR

e Highlight the Current Grade
e Type the Grade Change
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EleGrade - Web Access

Steps Screen Displayed Procedures
To Save the Grades
5
Select fems ] [ Save Grades :} » Click Save Grades
Note: After you click the Save Grades
studentCrade R p dated button, the “Student Grade Record
udent &rade Records update updated” message appears.
To Select a different Subject and Enter
or Change a Grade
[ Enter Grades
Use these buttons. not the "Back Arrow™ e ClICk Enter Grades button
Student Grade Records updated * Repeat Step 3
_ To Return to the Main Menu
[ Main Menu %~ —s  Click Main Menu
[ Enter Grades ]
Use these buttons, not the "Back Arrow”
6 Wednesday, July 29, 2009 To Enter Grades for Assigned Classes

Loy arrm  ¢— Crades

Homeroom

HSessignments \

Select Assigned Class

Subject
PMathematics
Rasading
Spelling/Phonics
W riting/English

SGroupl/Period
Spelling/Phonics._2nd

Grades -

— |

—se Click Logon

— Click Assignments

Select Assigned Class window appears

Click a Subject
Click to Select an Assignment

Click Logon button

Enter Assigned Grades™

—e Click Grades
Click Enter Assigned Grades

e RETURNTO STEP #3
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EleGrade - Web Access

Steps Screen Displayed Procedures
To Create Grading Items
7 The Main Menu screen is displayed.
Wednesday, July 28, 2008 . ]
| | —e Point to the Logon option
LDQDHA/GI'E{ You can Create Grading Items for
Homeroom or Assignments
Homeroom _
. To Create Grading Items for
Assignments Homeroom
- T Click Homeroom
/ Point to the Grading Items option
] Ciina ; Click Create non-SBAR Grading
Wednesday, July 23, 2009
S Kimberly H. Over Item or Create SBAR
) Assessment (if appropriate).
logon  Grades Grading Items OR
Create non-SBAR Grading [tem /|| To Create Grading Items for
Create SBAR Assessment Assignments
: e Movetostep 11
To Create Grading Items for a
8 Grading Items — | Homeroom

Create non-SBAR Grading [tem
Create SBAR Assessment

I

\
| Click Grading Items

T Click Create non-SBAR Grading
Item

Create Grading Item for Homeroom Class

Item Name

Subject

Category

Grading ltem Date Total Possible Poiyts

E— 1

[ Reset] [ Submit 1

The Create Grading Items screen is
displayed.

To Enter the ltem Name
(e Type the Item Name

Swukbject
Re=eadinmg o

== = cdirgg

\lo Enter Subject
\\. Click the drop down arrow

W rithmagsS English
Sp=llimng/fFhonic=s
Prlathaermatics

| Social Studiaes

= S ociesence

3

Cate gaory

Classwwoarks =
‘/

ST ——

Other

L N g

T ==t

» Select the Subject
TXEnter the Category
Click the drop down arrow
| __—e Select the Category
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EleGrade - Web Access

Steps Screen Displayed Procedures
To Enter the Grading Item Date
9 Create Grading Item for Homeroom Class
em tame subleet coeaey L —w  Click the drop down arrow
/ / Select the Date
Grading Item Date ing Weight Total Possible Points
a 1 1 R .
_ / To Enter the Grading Weight
[ Reset] [ Submit } / Type the Welght
o ETs L e OTE: EleWeb now supports weighted
R / 22T | grades.
=1 = |Jul vﬁoug v/il
= m | v Sw [ T AF s ; .
o fee AL s L s | To Enter the Total Possible Points
5 ;3‘( SrsfaEans / Type the Total Possible Point
~ | To Save the Grading Item after it has
Grading W Total Pussibl‘e(l;éns been Created
! ——> Click Submit oR Click Reset to
Clear the page and correct the
Grading Item
The Grading Item Confirmation screen
10 appears.

Grading tem: Robin Hood Added

To Continue from this screen

[ EnterGradesM Create Another tem . r
\

T——e Select Enter Grades to enter
grades

| _— Select Lesson Item to Grade
Select Lesson Item to Grade 4/ Screen appears
Select Lesson Itemn by selecting from columns left to right
E;?id;gg Subject Lesson Item (Due Date)
4 MNothing Selected MNothing Selected OR
Select Create Another Item to
create another Grading ltem
—> Create Grading Item for
— 9

Create Grading Item for Homeroom Class

Item Name Subject

| v v

Category

Grading Item Date Grading Weight Total Possible Points

— i

[ Reset I I Submit ]

Homeroom Class screen appears.
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EleGrade - Web Access

Steps Screen Displayed Procedures
To Create Grading Items for
11 Wednesday. July 29, 2009 Assignments for a Subject/Group
Logorm \ PLIOd
Homeroom T Pointto Logon
Assignments 4 —  Click Assignments
_—e Click the Subject
|_—e Click the Group /Period
Click Grading Items or
Assessment button
NOTE: The Subject and Grade level
will determine the menu option that
Grading Items will be available.
Sl s Click Grading Items
[ Click Create Grading Item
OR
Assessment T T———  Click Assessment
Create SBAR Assessment » Click Create non-SBAR Grading
Item
To Create SBAR Assessment Items
12 Select Grade Lewvel

Grade Lewel

=

Select Grade Level

Clear

Grade Lewel

NOTE: If you teach mixed classes, you
will have to select the grade level before

\ you can begin creating the Assessment

™~ Click Grade Level dropdown
_—=» Click Grade Level

—"///' Click Select
oL e — |
Create SBAR Assessment for Grade Level: 01
Create SBAR Assessment Screen

Assessment Standard Assessment Benchmark

3 AQQG&I’S
Assessment Name Assessment Subject Assessment Category

¥ ¥
Assessment Date Grading Weight Total Possible Points
M 1
Help Clear
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EleGrade - Web Access

Steps Screen Displayed Procedures
Create SBAR Assessment screen
13 Create SBAR Assessment for Grade Level: KG a ears
Assessment Standard g Assessment Banchmark k
I S P —w Click Assessment Standard drop
. . down arrow
i e TP, e Click Standard to Select
Click Assessment Benchmark
drop down arrow
/. Click Benchmark to Select
Assessment Benchmark /
— |ewd .......................................................................................................
b - Student identifies parts of a book, such as cover, it page
¢ - Student moves from top to bottom, left to right when locking atthe printed page
d - Student names upper and lower case lefters
How to name the Assessment
14 Assessment Mame
| | L] Some Assessment Names have already
Assessment Uatj been created by the Instructional Dept.
| =
_ Click Help button
_Hel .
= Concepts of Print already has an
—_— Assessment Title for all four benchmarks.
[ el - Windows Internet Explorer
— ~~ Click RED X to Close Help
Window.
Close
SBAR Standardsfor Grade Level 01
Standard Benchmark Assessment
Conceps of P 8- Sttt dentfes nas of ok, such as il auor bt ConcepteTist A
contents, et gossar andndex d
Concens of P 3- Sttt dentfes pats of ok, such st auhor bt ConceptestJA
contents, et gossar andndey
Concepts of i b Student ecoizes nfomnton e sin, top s e o | ConcaptsTestB
fetaning e (song, poen)]
Concegt of i b- Student recognizes oo sore sign, st sgn, g fom  ConceptTist B
ertetaning txt (song, po|
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EleGrade - Web Access

Steps Screen Displayed Procedures
Creating an SBAR Grading Item
15 Assessment Category (cont’d)
K » Click Assessment Category drop
T—— down
Classwork | L——e Click to Select Categor
Toty Other 4’%/ o
Quiz NOTE: Homework is no longer an
Test available item.
Assessment Date ——» Click Assessment Date drop down
|—|T/ _~~ Clickon a date to Select
El = | Jul » | 20098 w| = X ’/
SHTWT/F/S il-::]u|)f2|:||:|9v::-£|
1 53| 4 /
s| 6| 2178 |9 |10]11 Use drop down arrows to change
12 1% 14|15 |16 17| 18 | Month or Year
19 |20 (21|22 |23 |24 25 || e Use “<or >"to change months
26 |27 | 28|29 |30 |31
Grading Weight and Total Possible
16 Points

g e Tl P

M
N

| Grade Weight defaults to “1”
unless you school dictated
Weighted Grades by Category.

et

NOTE: If Weighted Grade Category is
used at your school, the Grade Weight

[ Clear ]

[ Create f\\

N_box will default to the correct weight.
Type Number for Total Points

Click Create button to complete
Creating Grading Item

Assessment [tem: ConceptsTest1A-2 Added-

i

Grading Item Added message

Create SBAR Assessment for Grade Level: KG

Assesyment t Benchman *

Assessmens Subject Assessmont Categary

Grading Wakght

T
e
"

appears.

OR
Click Clear button to clear all
entries

RETURN TO STEP 11 to create
another Grading Item or go to LOGON
on Main Menu.
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EleGrade - Web Access

Steps Screen Displayed Procedures
Logaing Off of EleWeb
17 Log Off . .
—e Click Log Off on Main Menu
Log Off EleWeb Bar
s Click Log Off EleWeb
Thursday, Juy 30, 2009 '3 \/ ‘ X1 ERAN .
o Click Close EleWeb button to
Youave exted Elleh, plecse lck atrer Clo completely close out
[eWeh
Close Eilieh Backto Bl OR
IFyou are fiished with Fleleh, or securty reasons, itis strongly suggested i
thatyou click Clse Eellep. Click Back to Eleweb button to
enter EleWeb
Created by Polk County Schools Help Desk: 519-8042 or 51586 17-11
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