Archdiocese of Hartford

Excel Gradebook Information
Entering Class Information

The Class Names you enter must match exactly the names of the subjects shown in the Subject list in Appendix A.

The Teacher Name must match exactly the teacher’s name as it is entered in the School Administrator program.

Entering the Grade Scale

The grade scale for the regular academic classes for grades 1 – 3 will be the VG, G, M & I scale. The grade scale for the regular academic classes for grades 4 – 8 will be the A – F scale. The grade scale for Physical Education, Music, Art and World Language will be S and U.

Enter Comments
For Grades 1- 3

You can enter two general comments for each term. Choose one class to use to enter your comments for the term. From that class, click on View Student Comment Columns in the View Menu. Enter the comment codes for the comments you desire in Comment column 1 and 2. The codes for acceptable comments are shown in Appendix B.
For Grades 4 – 8

You can enter two comments for each term for each class. From each class, go to View Student Comment Columns in the View Menu. Enter the comment codes for the comments you desire in Comment column 1 and 2. The codes for acceptable comments are shown in Appendix B.

NOTE: Each term you must delete the old comments and re-enter new comments.

Enter Custom Codes

Social Development and Work Skills are special custom code information that you can enter for each student. The items for these categories are identified in Appendix C.
For Grades 1 – 3

The Social Development and Work Skills codes are not entered through the Excel gradebook, but are entered in the School Administrator program. To enter these codes, log in to School Administrator, then click on Enter/Change Class Grades. Then select your homeroom class, and choose Social Development or Work Skills from the drop down menu. Enter an X for any student who needs improvement in a particular area.

For Grades 4 - 8

Social Development and Work Skills codes are entered in the Excel gradebook for those students who display the item identified. To enter these codes, click on View Student Custom Code Columns in the View Menu. Enter the number of the item desired. You can enter multiple items and separate them by commas.

NOTE: Each term you must delete the old custom codes and re-enter new custom codes.

EXPORTING GRADES TO REPORT CARDS

You must send the grades to the server in order to print report cards.  Grades are accumulated by Student ID.  Attendance is obtained from the attendance records that are submitted each day.  NOTE:  Each worksheet must be exported individually to the server.

Remember that gradebooks should be set up for letter grades.  To check this:

1. In the gradebook program, click on Class Info in the Menu Bar.

2. Click on Enter Grading Info.

3. In the window that opens on the General tab, check that Letter Grades is selected.

Before exporting grades, make sure that you have deleted previous entered comments or custom codes and entered any new comments and custom codes. 

To Export Grades:

1. Click Tools in the Menu Bar

2. Highlight Export Grades.

3. Click to School Administrator.

4. A window will open where you will choose the worksheet to export.  

5. Click the down arrow on the right of the bar and your worksheets will be listed.  Choose the one you want to export.  Each worksheet must be exported individually.

6. Click the term you are exporting grades for.  If it is term 2, click only on term 2.

7. Click to uncheck Include Percentages.

8. Click Show Grades.


Your students will be listed with their grades.  Look them over to see if they are correct and click Submit Grades.
Change Security in Internet Explorer 7

If you are using IE7 and do not change the security, you will get messages and popup windows asking for permission to proceed when you export grades.

1. Open Internet Explorer.

2. Click the down arrow next to Tools.

3. Click on the Advanced tab.

4. Scroll down through the list until you reach the Security section.  Under Security, check the box next to Allow Active Content to Run in Files on My Computer.

5. Click Apply.

6. Click OK.

Report Cards – Other Teacher Functions

Once all of the gradebook information has been uploaded to the server, the following functions can be used in the School Administrator program to change or view grades and related information in various ways:

· Enter/Change Class Grades – allows you to enter or change grades, comment codes or custom codes for a class.

· View Class Grades – displays grades for a particular class and subject.

· View Comments – displays the list of codes for the Comments area of the report card.

· View Report Card Form – displays a copy of the report card form.

· View Grade Scale – displays the grading scale for each grade level.

· Enter Grade Level Outcomes – allows you to enter anticipated outcomes for subject areas.

· View Grade Level Outcomes – allows you to view outcomes for various grade levels.

· View Student Report Cards – displays report cards by class, subject or for an individual student.
APPENDIX A

REPORT CARD SUBJECT LISTINGS

	PRIMARY

GRADES 1, 2, 3
	INTERMEDIATE

GRADES 4, 5
	MIDDLE SCHOOL GRADE 6
	MIDDLE SCHOOL

GRADES 6, 7, 8

	Religion

Mathematics

Reading

Language Arts

Phonics

Spelling

Handwriting

Social Studies

Science-Health

World Language

Art

Music

Physical Education
	Religion

Mathematics

Reading

Language Arts

Spelling

Handwriting

Social Studies

Science-Health

World Language

Art

Music

Physical Education
	Religion

Mathematics

Literature

Language Arts

Science-Health

Social Studies

World Language

Art

Music

Physical Education
	Religion

Mathematics

Literature

Language Arts

Science-Health

History

Geography

World Language

Art

Music

Physical Education


APPENDIX B

COMMENTS AVAILABLE FOR REPORT CARD USE

A.  Comments available for all grades:

1. Outstanding Work!

2. Work has greatly improved.

3. A pleasure to have in class.

4. Organizes and uses time well. 

5. Shows keen insight.

6. Applies learned skills.

7. Takes initiative for his/her learning.

8. Consistently works to ability.

9. Uses technology efficiently and responsibly.

10. Late/missing work affected grade.

11. Low test scores affected grade.

12. Frequently missing needed materials.

13. Inconsistent effort.

14. Lacks organizational skills.

15. Has difficulty transitioning.

16. Sacrifices accuracy for speed.

17. Behavior affects work outcome.

18. Frequent absences/tardiness affected grade
B.  Comments available for primary grade use (grade 1-3):

19. Experiences difficulty with comprehension.

20. Inability to decode affects reading comprehension.

21. Daily reading needed to improve fluency.

22. Weak oral vocabulary.

23. Weak reading vocabulary.

24. Listening skills need improvement.

25. Needs to know basic math facts.

26. Experiences difficulty with problem solving.

27. Struggles with math concepts.

28. Practicing math computations will improve math skills

APPPENDIX C

CUSTOM CODES
Custom Code 1 - Social Development

Code

Description

   1

Displays Christian Values 
   2

Displays Courtesy 
   3

Respects Authority 
   4

Shows Self-Control 
   5

Accepts Responsibility 
   6

Cooperates with Others 
   7

Accepts Correction 
   8

Takes Pride in Appearance 
Custom Code 2 - Work Skills

Code

Description

 
    1

Is Attentive in Class 
    2

Participates in Class 
    3

Listens and Follows Directions 
    4

Works Carefully 
    5

Stays on Task 
    6

Works Independently 
    7

Completes Homework 
    
    8

Displays Effort
