EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
INITIAL LOGIN TO EleGrade:
1
NOTE:
Enteryour Palk 1D (Network/Cutlook logon) and password 1. The Login is NEW at the beginning of
EACH school year!
Polk ID: |richard.cooke 2. The Terminal Operator at your school
\ MUST enter you in Genesis as a Staff
Password: === Member before you can login to
EleGrade.
3. The Principal or Assistant Principal must
add you to the EleGrade Administrator
Account before you can login and view
the Admin Viewer.
: — NT o Setup Your Account:
7 EleGrade
Eriter your Employee |0 number and pour EleGradd\gassword Enter your firstname.last name
L r— . in the Polk ID: field
Empla e Press Enter or Tab
7 Mo Teacher Settings for S4P ID: 22331 i i
o] Rin lier setip Type your e_mall password in the
\ Password field
i Press Enter or Click ok
I - When the message appears, “No Teacher
I | bl N
' Settings for SAP ID: XXXXX”
Click OK button
2 Login to EleGrade:

Enter your Folk ID (MNetwork/Outlook logon) and password

Polk 1D: |ri|:hard.l:c|c|ke

Password: |

Student Data

S

Mo records in Student_info_core For teacher id: S04

1 * ADMINISTRATIVE VIEWER * @ Combee Elementary GP:1 James Farrer  SISPRD.polk-fl.net\PRD -.nEI“I

Varsion: 10.0.1

Teacher List
Hchck a Blue Title for Quick Help, <ESC> quits. E ‘

Grading
Teacher | Grade | SBAR
Logon | Summery| Grades

Fost Grades

L——w Press OK button to continue

e Loginasin Step #1

NOTE: Network Managers will receive
this message because the NM position
does not have students assigned to them as
classroom teachers do.

The Administrative Viewer window
appears

Right Clicking in the Teacher List Box

Afendance

School Year: [1011
From 82320010 -
To B/2 2010w Adrin Utlities
— Grade | Lessan Assigned | ExportAll
I Al Teachers E\D/\"“;V‘WEC Count Count Students | Gradebooks
4 Adrmin Viewar Privileges
Delete Admin Viewer
R —— Assign ‘ Ass\gnmsm‘ Ass\ghmam‘
Miscellangaus
Elstirade
Information Help

Mot Canfirmed for GF

Setup
Manage
aroups Setup Exit

Mot Confirmed for Taday

will produce a teacher list report with
SAP and Local ID

oo, e

R Fara = =
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EleGrade — Administrative Viewer

Steps

Screen Displayed

Procedures

@ * ADMINISTRATIVE VIEWER *

@ Combee Elementary GP:1

—
James|

Admin Viewer —Teacher Lists and

Teacher List Grading

Comparato, Steven bMathew - 01957
Farrer. James kark - 23170
‘Wize, Debbie Lynn - 07558

Fost Grades

Attendance

SchoolYear: |1011
8 /232010 -

From

Button Options:

To View a Teacher’s Grade book:

71

|/l

Left Click a Teacher’s Name
Left Click Grade Detail button

H
d

OR
To 872 L .
S— Double Left Click a Teacher’s
[T Al Teachers it Name
—
 * ADMINISTRATIVE VIEWER * @ Combee Elementary GP:1 James| . .
Teacher List _ To View a Teacher’s Report Cards:
Comparato, Steven Mathew - 01957 e
Farrer. James Mark-23170 Teacher Grade SBAR
Wise, Debhie Lynn - 07558 Logon | Surmary| Grades /. Left ClICk a TeacherQS Name
Post Grades

Post
Check Confirm

Attendance

Frorm:

To:

[ Al Teachers

SchoolYear: |1011
8 /23/2010 -
/272000 -

Attendance

N

T~ Left Click Grade Summary or
SBAR Grades button

uclit

Fost Grades
Fost FPost
Checml_ Confirm

Admin Viewer — Posting Grades (Post
Check and Post Confirm):

At the end of each grading period, the
Administrator or Network Manager will
POST GRADES. Before posting grades,

&, Posting Check for Grading Period: 1

Teacher Mame

| Mizsing,_

| ID

200
100
0
am
2m
am
3m
601
a00
402
oz

170f17
19 of 19
15 af 15
170f17
18 of 18
19 of 19
17 0f 17
2af 2
23 of 23
21 of 21
170f17

Ballard, Pia Balderamos
Bowie, Carol Renee
Brennan, Christopher b4
Bright, karcia

Canlon, Corletta

Caron, Marnone H
Chambers, Suzan Leuree
Chappell. Elizabeth G
Corente, Jennifer
Cruz, Margaret E

Currensz, Kendesza Sue
Davies, Jennifer Mare

<

1m 17 of 17 /

Teacher Report

you should perform a Post Check.
\o Left Click Post Check

"Posting Check screen appears.

| Missing Column (XX of XX) indicates
the number of students that have not had

grades Posted as compared to the
teacher’s total number of students.

| _—e Left Click Teacher Report button
— a report with the information as
displayed in the window will be
printed.

™~ Click Cancel to close window
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
5 e Admin Viewer — Posting Grades (Post
waas | sSmes. | Check and Post Confirm): (Cont’d)
DSI;:.I—\D;S‘ZKES | Cﬁgﬁ:m . .
T Left Click Post Confirm button

Confirm Post
You are confirming that all teachers have posted all grades for all M

B R R i RS e ity |- Post Confirm Screen appears.
0 seres e sariares, il Exit ar G click the <Po=t Sl butta

e g R e e A A e el e

i Seloet = Grading Povga and chiok oK H » Left Click Drop Down Arrow to
emmm e Select Grading Period

1 I I

e Click OK button

I

You are confirming that all teachers have posted all grades for all
students in the selected Grading Period (below).

Post Confirmation Window appears.

—e Click Yes button

Success Window appears.

—e Click OK bhutton

6 fh | * ADMINISTRATIVEVIEWER* @ Combee Elementary GP:1 James | Admin Viewer — Attendance:
Teacher List Gradi
Comparato, Sieven Mathew - 01957 fadng chool Year defaults to the current
Farrer. James Mark - 23170 Teacher | Grade SBAR SChOOl year
‘Wise, Debhie Lynn - 07553 Logon | Summary| Grades .
From Date defaults to First Day of
Post Grades SChOOl
Post | Post To Date defaults to Current Date
Check Confitm
Attendance Clicking on either From or To
School Year: |1011 / Dropdown Arrow will bring up a
Frarm: 8 (232010 4 Ca.lendar.
. Click Arrows to Change Month
o: B2 /2010 .
e \ Double Click Calendar Date to
[ All Teachers AﬁeAnS;?ce eIeCt
PR —— SEO009 0 - Aodrmit LItilitig
P May 2009 B
= -
Attendance Code [
Change and Aftendance 1 =
Confirmation Changas —H 3\ 4 5 &6 ¥ 8 13
Reparts - d 10\11 12 13 14 15 18
17 \&@ 18 20 21 22 23
MNat Confirmed for GP 24 2B ZF¥ 28 29 30
1|
Mot Confirmed for Today “—a» Today: 85472008
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
7 fh | * ADMINISTRATIVEVIEWER* @ Combee Elementary GP:1 James | Admin Viewer — Attendance Audit:
Teacher List . )
Comparato, Steven Mahew- 01857 Grading To perform an Attendance Audit for all
Farrer, Jarmes Mark - 23170 Teacher | Grade SBAR Teachers for the Selected dates:
‘Wize, Debhbie Lynn - 07558 Logon | Summary|  Grades Click All Teachers check bo
i X —
PostGrades / notice All Teachers are now
g;ostk Czﬁfi:m v highlighted
ac
/ Click Attendance Audit button
PGS H Accept default dates or Change
Schoal Year: (1011 A/ Date Range
From: | MNOTE: This is a lengthy report and will
- S required extra time to process the data and
' & print the report.
All Teachers AHBAnS ;? . OR
‘\7\ To run this report for ONE TEACHER
‘& Left Click on Teacher’s Name
Attendance Code Left Click Attendance Audit
Change and Attendance
Corfirmation Changes button
Report - .
R NOTE: TWO NEW
Mot Confirmed for GP <
|
NDtCDnﬂrmedforTodayA———> BUTTONS.
8 P Attendance Changes:

Charnge and
Confirmation
FReport

Attendance
Changes

htlendance Code Changes Log Report

Select Studentls)

(" Selected Teacher
A

To make Attendance changes

\- Click Attendance Changes
button

Select Student Options - Choose One:

Date Range [iadk Level

& A Grades

* SchoolYear |0a09

(" Gradng Period m

(" Selecled Dale Range

[ Select Grade

Fiepart Shylg
| Changed Codes Only
" Confm Infamation

Euit

]

All Students

Individual Student — Enter
Student Number

Select Teachers

Click to Select Teacher

| saP 1D o~

22548
28252
211E32
o1252
o151

o1259
15895
=752
15326
oz2=0
Zass5
oz945
mnals

>
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
9 [ | | Attendance Changes:
{itlendance Code Changes Log Report g
Date Range:
i |_—+ School Year — Select Year
Moherls " Indivcd St (" Selected T :|'
Dale Range B
v Al ks i iod — i
¢ Sl [0 » | ——e Sg??c:gg Period — Select Grading
* i " Seet Greck =
" Seecled Dele Hange<.  =
— [T~ Selected Date Range — Type Date
or Click Drop Down to Select
" Changed Cades Drly Month and Date
" Conlm rfomaton - D:ff:n o ld —=
I o e
e
10 R ____————————————————h———,—=. I | Attendance Changes — Additional

httendance Code Changes Log Report

Select Studens

(" Idividual Studerl (" Selected Teache
gtk Level

(" Celect Grate / &

Dale Range

o 8l s
 Sehoal Vet (e w

(" Grading Pend m

" Selecled Dale Range

L1

Repot S
" Changed Codes Orly

W

" Corfim Irfometion

0

Eat

ANAY

Options:

-

Select All Grades or Select Grade

Grade Lewel

T all Grades

= Select Grads

+ Report Style: Choose One
- Change Codes Only
|_—= Confirm Information

e Click OK button to run Report
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EleGrade — Administrati

ve Viewer

Steps Screen Displayed Procedures
11 Admin Utilities Admin Utilities — Lesson Count:
Grade ‘J\ Lesson Assigned Export All
it et Cuadehnnk .
Count \C — —  Click on Lesson Count button
[E N\
B S | QAME ] GaAiT N« o >
Number of Grading Items Created
" Grading Period:1 Report will be
displayed.
. Grade Count =N | NEW GRADE COUNT REPORT
Grade Count Report N
o v ties (s BTAn I, ey 003 for ol T mChere. Aty taho \ .
Flease select a starting and ending date for the report. A CIICk Grad-e Cour:]t bUtton . A
B — L N Thls new report will provide the principal
Gick Reset for Beginning and End of current Grading Period Dates with a detailed report of all grades that
FReport Tywpe Select Subjects R R .
[ Homeroom & ANl Subjects were actually posted in a given period.
[ Assigned Classes I Reading, wWriting. Math
[ A Music Phywsical Ed
o Trediionat Gradin oS O O i The recommended date range is a week.
Bun Exit
12 Adrin Ltilties Admin Utilities — Assigned Students:
Lezzon

bzgigned E wport Al
Students [3radebook=s

Count

; | Student Assignments

—s Click Assigned Students button

AN

- oR

|Enter Student 1D

0R

Caron, Marjorie
Chambers, Susan
Corente. Jennifer
Cruz, Margaret
Fountain, Mam

= Guess, Sylvia

Hallmar, 5heryl b

Azzgh

You can view the Assigned Students

L _Report by either an individual teacher or

by a student number.

Click the Drop down arrow to
View the Teacher Listing

Click on the Teacher

Click Print Report button
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
13 A Utilties Admin Utilities — Export All
Lesson Azsigned Expart Al Gradebooks:
Court Students Gradebook s I~
T~ Click Export All Gradebooks
button
Confirm Excel Export S Confirm Excel Export window appears.
This wil expart Grade Boaks for all tzachers ak your schaol NOTE: Please read the information
to separate POF Documents, it wil take a while to run and wil carefully before proceeding.
create about 216 files on syour computer,
Notmally this is performed once at the end of the Schoal Year, This is a YEAR END report and m.USt be
This could take as lang as an hour, please run when Genesis activity is low, || "UN before the Year En(_j ROLL_UP 1S
performed by Information Services.
fire ol sure you want ko Export &l the grade boaks to;
{:\Documents and Settingstrichard cookeiMy Documents - Notice the Choices available!
s - PerForms Action
Mo - Allows Directory Change
Cancel - Cancels Action
Mo ‘ Cancel
14 UEEEDEE L= Assigning Admin Viewer Privileges:

B allard. FPia Balderamos - 2354=
Bowie. Carol Renee - 28262
%&nnan, Christopher b - 21163
ight, Marcia ' - 01868
Bruestle,. Linda Brilhart - 01263
Canlon, Caorletta - 16895
Caron, Marjorie H - 02762

Adrmin Viewer Privileges

Admin Wiewer

Delete
f nt Asgsignment

Assign

X

Action completed For Ballard, Pia Balderamos

PolK Elementary Gradebook

Ho Selection

VAR

“ou musk seleck a keacher ko make an asm

NOTE: Only Principals and Assistant
Principals can assign Admin Rights.

\K%ssign Admin Viewer Privileges —
Click on a Staff Member’s name

to Assign Admin Viewer
Priveleges
—e Click Assign button

—Action Completed box appears
e Click OK button

If you don’t select a Staff Member

| from the listing on the left before you

click, a warning message will appear.

—e Click OK button

Created by Polk County Schools
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EleGrade — Administrative Viewer

Delete

Assign ‘ Assignment

Admin Viewer
Assignment

X, it P sined

Hidminitrive privlages assigned for. Valleyview Elementary
Pt ST

Rminstrfie Prieges Assined To - Assigned By

Gemoame S Dodge Am Bl Velnan

Steps Screen Displayed Procedures
Unassigning Admin Viewer Privileges:
15 Teacher List
Eallard, Pia Balderamos - 2354° . s H
T e p—— v T NOTE: Only Principals and Assistant
%@””a”' Christapher M - 21163 Principals can unassign Admin Rights.
ight, b arcia ' - 01268
Bruestle, Linda Brilhart - 01263 \ ] . o
Eanlan,M ED_rIE:_ttaH- 1 65;?5552 \To\Remove Admin Viewer Privileges —
drar. grjarie - -
' e Click on a Staff Member’s name
Admin Wiewer Privileges to Remove Admin Viewer
Priveleges
Assign Delete <+ : —e  Click Delete Assignment button
Assignment Assignment 9
PolK Elementarny Gradebook: g| ]
< Action Completed box appears
Ackion completed For Ballard, Pia Balderamos | e Click OK button
BDiSelecHon E3Y | 1f you don’t select a Staff Member
! "_u. “ou musk seleck a keacher ko makese an asm from the Ilsting On the Ieft before yOU
click, a warning message will appear.
—e  Click OK button
16 Admin Viewer Frivileges

Admin Viewer Privileges Report:

To print a report of all users that have

N\_been assigned Admin Viewer Privileges.

Click Admin Viewer
Assignment button

The report is displayed listing the names,
who assigned the rights, and date
updated.

~ Left Click Printer Icon to Print
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
17 Setup To Create and Edit Manage Group
MGE'”E'E'EJ\ Setup ‘ Esit ‘ Assignments:
roups
Student Assignment Groups/Periods are
f || Setup using the Administrative Viewer.
Current Groups The_se must be setup before any Student
Giroup Mame = Assignments can be made by a Classroom
eacher.
arber R
Berkefeld Reading Left Click Manage Groups button
EBorden Feading
Crozby Reading
Crozhbw 55 i i
e i The Manage Groups screen is displayed.
Cunningham 55
[n} i Bth kath . ..
Die Science 3 The Group Names, Start Times/Finish
Diaz Sci 4 H H
Do ooenes 2 Times are displayed.
Hodzan kMath
Hod b atk 1
Hadson Math 2 - To Create a New Group:
< >
1l ——w Click New
H
Mew Dielete | Report | E =it |
Hodzon Math 1 :
18 Hodsan Math 2 — To Create Edit Manage Group
< » Assignments (Cont’d):

Mew Group Hame

Save

d
<«

Fepart E =it |

o Type Name of new group

—e Click Save

NOTE: The maximum numbers of

Hodzon kM ath

Hodson kMath 1
Hodszon kath 2
%

— |

> \

e

Groups is 255.

To Edit A Group:

[T Click to Highlight the Group that

needs to be edited

E dit :]'

CrEEteE ]I et ]I it ]

Fename Group

\Hodson Math 4—

|lpdat ancel Delete| Fiepu:urt| E xit | I

*» Press Edit button
Type the Changes

Press Update button

Created by Polk County Schools
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
19 FleeEemm e ] = 1| To Delete a Group:
i i s T |
|| Click to Highlight the Group that
Mews E dit Deletpd_&ort | Exit | needs to be edited
Press Delete button
——e  Click Yes button to confirm
I — | _— Click OK button
Polk Elementary Gradebookc E| ;I
SroupfPeriod Record Deleted
,,,,, If there are students assigned to the group
you want to ; ing Message
[ Confirm Deletion, Il appear.
Students have been assigned to Chiefs are you sure you want ta delete this group and the student assignments #
* Click Yes to continue
|_—= Click Yes to continue
Lesson Ikems For this Group Code will be deleted.
any skudent assignments using this Group CodseeT
20 Manage Group Report:

Group | Start | Finish |

Chiefs a0:00 ao0:00

English_2 ag: 00 ao: a0

Indianz ao:0o a0:00

kA ath_1 a0:00 ao0:0o0

b ath_2 ao: 00 ao: o0
(WIS E dit | Delete I Feport E =it

Click Report button to display a
report

-

Groups for: Yalleyview Elementary
Printed S/52008

Description Start Time Finish Time
Chists 0000 0000
English_2 0000 0000
Indians o000 o00:00
Math_1 o000 o00:00
Math_2 omo0 o000

—w» Click Print Icon to print report
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EleGrade — Administrative Viewer

Steps Screen Displayed Procedures
21 (¥ To View Quick Help for any of the
r—— T Administrative Viewer Functions:
Doty q—— | _
T Rk — 1 . i
%f:[daﬁ Sm;w ] s Click any Blue Subject Header
Sekct ateacher fiomthe Teacher Listn e :
It pane and cick Grade Detail or Grade fOI' any fUI’]CtIOﬂ
Po s Summery b, k
Pt | P : i
OESC Lorfim (rade Detail wil g you ont te gradebook \ Example Gradlng
a8 0 feacher you have sekcted, butno edis \
Y el i Use the scroll bar to view the
SefoolYear (0506 v GradeSummawwH\gN&yuutheGradiﬂg entlre screen
Periog grades (Grade § form) f
i [50E 1] Lo tvensns e
e Press Esc to close the help screen
I |k
7 ile Atte&uda;ce A Ve Prvieges
b Deltz
Asinment
Pesywuics
Hendarce Code Reset Paanl
Ehapge?nd Hlerdinee Paswod | Passwcs
Hg;g{tﬂam Charges on
anage
o] ] o
22 * ADMINISTRATIVE VIEWER ™ @ Valleyview Elementary GP: 1  Georganne Dodge SISlke... ACCQSSinq Teacher Grade books:

Teacher List
Ballard. Pia Balderamos - 23548 &

Euw\e Earulﬂenee 28262 =

Brernan, Christopher M - 21163

Eught Marclaw 01868

da Brilhart - 01859
16895

letta -
Earon, atie H 02762
- 15326
EhaDDEH Ehzahathﬁ nzsan
Caliins, Err
Enrrer\le JEI’\I’H'EY M 3Dlﬂ§
42

Cress, Tammy

Davies, Jenmifer Marie - 20417
Dodge, Gearganne 5 - 01871

Fwntaln Mary L - 03436
Guess, Sylvia M - 01707
Hadley. DebraJ 03777
Hal\man Shelyl Lynrv 02215
i - 2521

rie: ifigy
Henw Ehusllna Palkar EDBSS
tcheson, June

Llnehack MalndyJuy s

Lunz, Gloria J - 27365

Loteh, Norey v/ - 11897

MecLaulin, Elzabeth | - 25830

Post Grad
Post Post
Check. Confirm

Altendance
Schoolvear 10203

7H62008 ~
To: 8/4/2008 *

Aftendance
I Al Teachers  ~'%0ar

Altendance Code
Change and
Confirmation
Report

Attendance
Changes

Gt s Bius Trte ror duias aip. <E50= quie

Admin LIIIt

Acimin Viewer Frivieges

Assign

Delete
Agsignment
Pasewords
Fieset Farent
Password Passwords

Setup

Manage
Gioups Sep

Exit

|—t

m EleGrade ™ ADMINISTRATIVE YIEWER ™ Yzar: 080% GP: 1
File

load  Grading

attendance

Reparts

Aools  Windows

Help

/

— Left Click Teacher name
s Click Grade Detail
r The Teacher’s EleGrade Screen appears.
The Administrator Account will allow you
to perform all of the same functions
except:

1. Create/Edit Grades or Grading

Items
2. Change the User Account Settings
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EleGrade — Administrative Viewer

Steps

Screen Displayed Procedures

23

Setup Managing Your Admin User Account:

onege | [Toous o pa | | |
Fﬁ E Eﬂ/

SAP ID: 20745

—e Click Setup button
Edit Setup screen appears
/ p pp

Name: Michelle Baltz To change the Grading Period:

Center Number:  [1281 | — Click Grading Period dropdown

Social Security: | K443E587 " ﬁtﬁ:b‘;? desired Grading Period

o _ _ REMEMBER: The Grading Period that
g P ! ==\ Girade Display is set in the Admin Viewer will be used

% Numeric Grades

when viewing the Teacher’s Grade Book.
(" Alpha Grades

™ Last Mame First

T~ Press Save button
|_—e Press OK button

Posting Grades With EleGrade

Now that the end of the marking period is upon us, here is the procedure for posting your grades using
EleGrade. If you are departmentalized, you must be sure that the other teachers in your team have
finished entering their grading items, or the grades will not be accurate. Be sure to check with ESE
teachers of your homeroom students as well.

1.
2.
3.

Log on to EleGrade, and choose “Classroom”. (If you are departmentalized)

From the Grading menu, choose Grade Summary.

The first student in your homeroom will be displayed. Note the blue arrow buttons at the bottom
of the page, which will allow you to move through your list.

The current grades for the student are in the column marked “Current Gradebook”. To move
them to the current marking period column, click the “Copy” button.

Now that the letter grades are in the current grading period column, you may edit them if
necessary. You should also add an asterisk after the letter if the student is working below level in
that academic area (see notes, below).

Created by Polk County Schools Help Desk 519-8040 or 56661 12
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10.
11.
12.

Notes:

After copying and editing any letter grades, move to the comments section. Right click in one of
the boxes in the first column to see the comment list. Click on a comment to add it to the report
card, with a maximum of four (you may still write on the report cards when you get them).

Now fill in the non-academic grades on the left. Change any grade that should not be a “G” to an
“E”, “S”, or “N”. When this student is complete, click the "Post™ button. (Note: If you try to
move to another student without clicking “Post”, you will receive an error message. Be sure you
post the student’s grades before continuing)

Click on the blue arrow pointing right to move to the next student, and repeat steps 4-8 above.
Do this until all of your homeroom students have been posted. Click the "Close" button when
you have completed.

To verify the report card accuracy when they come back to you, go to Reports...Grade
Summary Report...Grading Period. This will produce a report for each student showing what
was posted using EleGrade.

Print these reports.

Be sure that you have posted all of your students before the deadline set by your administration.
Please keep your copies of the Grade Summary reports. This will let you check the report cards
before you send them home to be sure that everything has been printed correctly.

ESE students who receive an academic grade from an ESE teacher should be marked as working
below level in that subject unless the ESE teacher tells you otherwise. [Type an (*) after the
grade on Grade Summary screen.]

Regular Ed. students working below grade level may receive a maximum grade of “C” in that
subject area. ESE students may receive an “A” while working below grade level.

ESE teachers cannot "post” grades. They can only use EleGrade to keep their grades, and these
are reflected in the letter grade the homeroom teacher sees when they post grades.
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