HOW TO CHANGE A TEACHER AND SETUP THE
NEW TEACHER IN ELEGRADE
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Polk County School Board - Help Desk / Trainers
Phone: 519-8042 or 51586
Email: helpdesk@polk-fl.net

This document describes the process for changing / removing a teacher and how to
setup the new teacher for the classroom.

This process must be followed to properly move the students and their grades to the
new classroom teacher.

This process usually starts with the Terminal Operator notifying the appropriate
teachers of the change. Please include your Network Manager in this process.

IMPORTANT:
The HOMEROOM TEACHER notifies all assigned teachers to complete their grades
BEFORE the homeroom teacher begins the procedures listed below.
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STEPS TO PREPARE FOR LEAVING TEACHER

Steps Screen Displayed Procedures
PROCEDURES FOR REMOVING
1 el I =T =TT T =N = G ey G [ = BN CETER Y | CURRENT TEACHER:
windows Help
o ey CURRENT HOMEROOM TEACHER
Create Lesson Plan UNASSIGNS STUDENTS:
[ ClickTools
User Setup [~ Click Student Assignments
Click View/Delete Assignments
pmm— Single Student Deletion
Stugert Subict assigned To Peiod v e Click on a Student Name to select
an individual student,
OR
Multiple Student Deletion
e Click on First Student Name
e Scroll down to bottom of Student
List
e Hold Shift Key and Click Last
. - v Student
o | m———— ﬂgﬁﬂ- [T Click Delete button
2 CURRENT HOMEROOM TEACHER

UNASSIGNS STUDENTS (Cont’d):

Single Student Assignment Deletion

| =8 T | I N T=T— . T

== 0 = ST

Click Yes button

Multiple Student Assignment Deletion

——» Click Yes button

Successful Deletion Confirmation
| Click OK button

NOTE: The current teacher now
notifies the TO and NETWORK
MANAGER that all grades are
completed and saved.
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STEPS TO PREPARE FOR LEAVING TEACHER

Steps Screen Displayed Procedures

3 E:: EleiGrade @ Southwes EXPORTING GRADE RECORDS:
israding

After Assigned Teachers and Current
Homeroom Teacher has completed all
student grade entries:

Current Homeroom Teacher will
EXPORT all grades to EXCEL.

[T T T
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Click File

~~
\ Click Export to File

. : When the spreadsheet opens Click
- E__ ¥ File, Save As, Enter a file name,
7 then Click Save.
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p—— °" | NOTE: The teacher should print a copy
4w | togive tothe terminal operator and
— =~ | network manager

4 STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER
The New Homeroom Teacher Must:

e Be listed in SAP and assigned to the school with the correct Center #.
The Terminal Operator:

e Adds the new Teacher in the STAFF LISTING in Genesis with a Local 1D

e Selects Classroom Teacher under Personnel Type in Genesis Teacher Record

e Notifies the network manager and the new Homeroom Teacher that Genesis and
SAP requirements are completed.

The Network Manager:
e Assists the new Homeroom Teacher with the initial login to EleGrade

e Assists the new Homeroom Teacher with Student Grades Import.
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STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER

Steps

Screen Displayed

Procedures

Enter your Palk [0 [Metwark./0utlook logon) and password

Polk ID: |

Password: |

ﬂEleGrade Logon

~

~

NEW HOMEROOM TEACHER
INITIAL LOGIN TO ELEGRADE:

From the Desktop
e Double click the EleGrade icon
Or
From the Tool Bar
Click the Start button
Click Programs
Click Polk Elementary Grade
Book
Click EleGrade

The Polk ID is always the firstname.last
name of the user.

Enter the Polk ID in the Polk ID:
field

Press Enter or Tab

Type your Email / Network
password

e
\.

[ ]
——» Press Enter Or Click ok

S User Set-Up

94P ID:

Name:

Center Number:

Social Security:

Grading Period

270

\ames Fare

0091

L I~

isplay Grade Display

The New User Account form is
displayed showing the SAP ID Number,

User Name and School or Center
Number:

To Setup the Account
/0 Verify the User’s SSN

To Choose the Grading Period

Click the drop down arrow
Select the appropriate grading
period

To Choose the Grade Display and Name
Display

.

™ First Name FR
 LastMameFist || © |

—e  Click the Radio Button for Display

Alpha or Display Numeric Grades
T Click the Radio Button for Name
Display

——— Click Save or Cancel
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STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER

Steps

Screen Displayed

Procedures

94P ID: 23

‘James Farer

Center Number: (g1

Social Secunty:

Name:

Grading Peniod - Name Display

 First Mame First
(" Last Mame Firs

Grade W
2

NAME & GRADE DISPLAY:

i [

Grading Period (Selects the 9

eek grading period that you wish
to display)
The user can set any grading period they
wish, but once the grading period has been
set, only the grading items for that grading
period will be displayed (A teacher might still be
working on the previous grading period for the
first couple of days in a new grading period)

e Grade Display (Numeric Grades
s the Default Grade Display Type)
Important: Grade Display Type (Alpha
or Numeric) cannot be changed during a
grading period, once grades are entered
for that grading period. The user will have
to wait until the next grading period to
make the change.
Name Display. The user can
choose to display student rosters as
Last Name, First or First Name,
Last.

Edit wvour EleGrade settings
rake edits and sawve

our SAP ID is:

Mame: I

NOTE: If you click Cancel, the
Information will NOT be saved.

Click the Save button to Save
e The Save Setting Window is
displayed.

Click Yes to continue

Enter your Palk 1D [Mebwork,/Outlook: logon] and password
Polk ID: | D
Password: |
dB: PRD

The EleGrade Logon Window is
displayed.
Click Ok button to continue
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STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER

Steps Screen Displayed Procedures
9 Loading EleGrade . The Loading EleGrade Window is
' displayed while the program loads.
OOL 8
cg-‘% O’% When EleGrade finishes loading, click
g* KROWLLOGE . s Load, All Subjects.
*“"\n. -!f‘ A
| P Olk County 5¢h0015 i “?;:% The Grades grid will appear and all of the
{' 1 h rR:\” students will be listed with grading items.
[ ﬁ
(} l“' UC ‘iﬁl“] Lf The Grading Items will read: Transfer
Grade-Reading, etc.

NOTE: The grades that are imported are
weighted grades, based on the number of
grading items the student had for each
subject.

Student Name Student ID

Cumative Augerage (%)
(31512009 Read Trans
131512008 Read

[3/52008 Wirte:

[3/512008 GPell

[3/52008 hiath

[3/52008 SacStd
(31512000 Seience

JTacob Dylan &nnemiller

Korey hatthew Bressman

Austin W ayne Chapman
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00522271
00520608

Jaags

Emily Elizabsth Moffitt
vonne Ay Mo
Sh

00584257
00502526
00604617
00452307
00505106
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GENERAL NOTES AND INFORMATION
The grades always come in as weighted averages.
The average grade for each subject will fill in all blocks, if grades are available.
3. Missing grades for any subject indicates that the previous teacher did not create any grades
for that subject.
The grades belong to the student and the grading items belong to the teacher.
In the case of changing teachers due to FTE, teachers often switch entire classes. When the
grades are imported, the grades will be in the original teachers grading items.

N =

S

Created by Polk County Schools Help Desk 519-8042 or 51586 6
Updated: 08/02/10



	STEPS TO PREPARE FOR LEAVING TEACHER
	STEPS TO PREPARE FOR LEAVING TEACHER
	STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER
	STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER
	STEPS TO PREPARE FOR THE NEW HOMEROOM TEACHER

