Overview of Features and Key Menus in Grade Machine

5 Viewing Windows are associated with each class:

= Students

= Score

= Assignment These can be accessed by the 5 buttons on
--------------------- the screen, or they are also listed under the

= Attendance View menu, as shown below.

= Seating

Grade Machine - UNTITLED1

File Edit Class Styvle Utilities Report  Yiew Window Help
] X ] ] ] )
RD | Res KRR | | S 26 | @ il

] [Den Zave | Close b -
Class | Clazz | Class | Al le ttend.

Comments

R [ R [RE [ | Rz [ 20 v Toobar
N en | Sa

2w D[Den Sawe
Class

Class Clasz Al | Sy W Skatus Bar

Students Window Chrl+1
Scores Window Chrl+2
Assignments Window  Chrl+3
Attendance \Window Chrl+4
Seating Charts Window  Chrl+5

v Color Scheme L
= Color Scheme 2




Create a NEW class: File 2 New Class

1. Open the Grade Machine program, located under the Start Menu of the computer.

2. Click on the NEW CLASS icon:
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This is the New Class icon, or you can go to the
L File menu and create a new class from there, too.

3. The Students window opens up, and you should enter the names of at least five students
from one of your classes. Type them with the format of last name, first name.

4. To save this class, go to the File menu and select Save Class As... and the dialogue box
pops up from which you save your file to the network drive H:\teachers\ and your folder.
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Revert Class bottom menu, and then

navigate to the Teachers
folder, and select your
network directory from there.
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Automatic Back-up of Files: Edit = Preferences
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This is how you tell Grade Machine
where to save and/or back-up your
files. Once it is set, you do not have to
change these directories again.
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Fill Row, .
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Atkendance Scores. ..

This version saves This version saves

your data to the your data to a floppy

network drive and disk and backs up to
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Grade Machine Preferences —— ﬂ Grade Machine Preferences \7
-Default Folders For: -Default Folders for:
Opening & saving classes: Opening & saving claszes:
IBmwse to find your network drive Browse__. I IA;\. Browse___ I
Opening & zaving styles: Opening & zaving styles:
IBmwse to find your network drive Browse._. I IA:\. Browse.__ I
Class backups: Clasz backups:
Iﬁih Browsze_ I IBruwse to find your network drive Browse. .. I
-Prevent Modifications -Prevent Modifications
[" Student ID " Student Misc. 2 [" Student ID [" Student Misc. 2
[" Student Misc. 1 [ Student Misc. 3 [~ Student Misc. 1 [~ Student Misc. 3
-Grade Machine Date -Grade Machine Date
@ Use System Clock @ Use Spstem Clock
Month Day Year Month Day Year
' Use This Date: I11 ;|3I] / Izl--"]"l ' Use Thiz Date: |'|'| ;|3ﬂ 7 |2I]I]4
[ ox ][ concel | T T

H:\TEACHERS\ is the path to the network drive.




Class Menu Settings: Class = Overall Summaries
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Carments, ..

Student Motes. .. THIS IS AN UNNECESSARY
Set Password. .. FEATURE FOR HOW WE
Class Name... REPORT GRADES AT CHS.

Class Information, ..

Copy From...

Seating Charts, ..
School Week...
Attendance Codes. ..

Seating Preferences, .,

Pick Skudent(s) Preferences. ..

Because a student’s final grade in a course 1s determined by the
nine-week and exam grades, there is no need for Grade Machine
to calculate and report an overall average.

We will set other features to report the nine-week and exam
grades as well as display the formative and summative category
breakdown of the grade.



Class Menu Settings: Class = Grading Periods
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Cwerall Surmmaries. ..
Grading Scales. ..
Special Scores...

Categories. ..

This is where we define our grading periods. h
student Notes. . year-long course at CHS should consist of :

et Passward. .. Quarter 1, Quarter 2, Semester Exam,

Class Name... Quarter 3, Quarter 4, and Final Exam.

Class Information. ..

Cormrments. ..

The Weight can be filled in at 20% per quarter,
and 10% per exam; however, this Weight
Seating Charts... option is unnecessary to use since we do not
School Week... calculate the overall summary grades at the end

attendance Codes, .. of the year.
Seating Preferences. ..

Pick Skudent(s) Preferences. ..

Copy From...

Starting dates should be entered, check boxes
marked to include in report, and Use category
weights selected. Only the first Starting

Assignment is defined for now. /

NOTE: 1t you want to be able to enter alternate grades (useful for students on IEPs, or
teachers with individualized grades) you should also check the Allow Alternate Grades box.
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Deszcription: |Semester Exam

Weight: [10.000 Start Date: [1  7[20 7 [2005

Include In Reports:
¥ Grade Summary
¥ Attendance

Starting Azsignment: [~ Extra Credit [ Allow Alternate Grade

When Calculating Grade: |Ignme category weights

Description: |uUﬂltEl 3
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Description: |ﬂualter 4

Weight: |20.000 Start Date: [3  7[28 7 [2005

Include In Reports:
[®¥ Grade Summary
%X Attendance

Starting Assignment: [ Extra Credit [ Allow Alternate Grade

When Calculating Grade: |Use category weights

Dezcription: |Fi"ﬂ| Exam

Weight: [10.000 Start Date: [6  /[1 7 [2005

=

Include In Reports:
[¥ Grade Summary
[X Attendance

Starting Assignment: [ Extra Credit [ Allow Alternate Grade

When Calculating Grade: | Ignore category weights
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| (1] | | Cancel
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Class Menu Settings: Class = Categories
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Class Information. ..

Copy From...

Seating Charts. ..
School Week. ..
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This is we define the summative and forrnative\
categories for our grading periods. Set the
summative and formative weights as
appropriate for your class and check the same
boxes as shown.

Select the categories for Quarter 2 and use the
box that pops up to save Quarter 1 categories.
Rather than retyping all the information again
for Quarter 2, you can use the Copy From
Previous Grading Period button at the bottom
left, then continue on with the next grading
period.

/

Categories For: IMJ

1
Deszcription: ISummative
Weight: I"-_“-_l-l-_"-_“-_I [® Include Grade Summary In Reports
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2

Description: IFurmative

Weight: Il].l]l]l]

[T Extra Credit

[® Include Grade Summary In Reports
[® Allow Alternate Grade

-

| Copy From Previous Grading Perniod I

| (1] 4 I Cancel I




Categories For: || |ﬁ

Description: |5ummati\re :‘
Weight: [100.000 ® Include Grade Summary In Reports
[~ Extra Credit ® Allow Alternate Grade

Description: |Furmati\re

Weight: [0.000 [¥ Include Grade Summary In Reports
[~ Extra Credit [X Allow Alternate Grade j
Copy From Previous Grading Period (1] % | | Cancel |

Categoriez For: || |ﬂ

Descrption: |5ummative :‘
Weight: [100.000 [% Include Grade Summary In Reports
[ Extra Credit [® Allow Alternate Grade

Description: |Fulmative
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Copy From Previous Grading Perniod (1] 4 | | Cancel |

Quarter 3, Quarter 4, and Final Exam are similarly defined.




Class Menu Settings: Class = Grading Scales
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We need to define the same grading scale in
Grade Machine that we use here at CHS.

For Grading Scale #1, delete the default

plus/minus scale and enter our scale by the
lower cutoff score for each letter grade, as
shown below.

Copy From...

Seating Charts. ..
School Week. ..
attendance Codes, .,

Seating Preferences, ..
Pick Skudent(s) Preferences. ..

Grading Scales

Grading Scale # 1

[]

Grade Lower Students with Grade Lower Students with
escnpbion uto i1z Grade escnpbion uto i1z Grade
D iphi Cutoff Thiz Grad D iphi Cutoff Thiz Grad
|:: |zz E 0 (0.0%) | | E 0 [0.0%)
0 [D.0%
| | Flowem | | [0 won
Ic |70 £ 0 (0.0%) | | = 0 (0.0%)
D |60 8 0 (0.0%) | | g 0 (0.0%)
F 0 E 0 (0.0%) | | E 0 [0.0%)
| | 0 (0.0%) | | ] 0 (0.0%)
| | £ 0 (0.0%) | | = 0 (0.0%)
(@ Interpret Grade Descriptions As Text | EK I | Cancel I

! Interpret Grade Descriptions As Numbers [e.g.. 4.0)
Decimalized and Interpolated to Mearest Tenth




Style Menu Settings: Style = Grades
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Individual Repart Prefs, .,

General Report Prefs. . This is where we define the manner in which we

ccreen Prafs. . display our grade print-outs.

Student Data, ..
Assignment Datka...

The Individual Score column can have any
combination of boxes checked. The Category
Summaries should have all boxes checked, and the
Grading Period Summaries should have the top
two boxes checked. None of the Overall
Summaries boxes are checked because we do not
have to calenlate the overall orades /

H

-Include In Reports

Individual Cateqgory Grading Period Owerall
Scores Summaries Summaries Summaries
Grade Description - x P -
Percentage r x P r
Points B B r r

Use the Class menu to select which categories and
grading periods will appear in summaries

-Dzplay Options -Rounding Oplions
[ Adjust Each Score (' Grade Description Only
[® Decimal Scores (® Grade Description and Percentages
[T Grade Description Instead of Points ' Don't Round
| glf. I | Cancel I
/ Do NOT check the Adjust Each Score box. \ Select the rounding Option you

o ‘ ‘ prefer to use in your class.
If you record individual scores in decimal format check

the Decimal Scores box.

If you record individual scores by letter grade, check the
Grade Description Instead of Points box. )

N




Style Menu Settings: Style = Individual Report Prefs.
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Colurnn Widths.
Individual Report Prefs. ..

General Report Prefs, .,
Screen Prefs...

Student Data. ., ~
Assignment Data... This is where you define the style of
individual progress reports. This can be
defined to personal preference, although it
is recommended to check/uncheck boxes as
shown below.
/

Individual Report Preferences ﬂ

-Individual Report Preferences -Place
[® ‘Aszzignment Table: [ One Report Per Page
[T Missing Assignments Only [T Comments. Post Scripts

and Notes at Top of Report
[T Usze Tables for Summaries p P

-Include In Report -Beport Title
[T Commentsz and Hotes [Hesewelz Lines]

. Progress Report for
[T Special Imported Comments Only I . N

[ Antendance Totals [Heserve|2 Linesz]

[T Attendance Dates [FHescive (2 Lines) | Post Script I
I Post Scripts__
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Style Menu Settings: Style> General Report Prefs.
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General Report Prefs, .

This is where you select options to \
include in all types of reports:
individual, whole class, and summary.

Screen Prefs. ..

Student Data, ..
Assignment Data...

These options can be defined to reflect
personal preferences in whether or not
to display class averages and/or
medians.

Also, if you want a margin for your
print-outs, this is where you would
define the margin spacing in inches.

General Report Preferences ﬂ

-Include in Reports Print Reports in

[" Adjusted Pts Poss: % Points Possible

[T Class Average [Mean] [ Standard Deviation IEninsh ;I

[T Maximum & Minimum [T Weights
[ Median

“Show Student Hames—— Heport Margins [inches)

@ First then Last Top Il].l]l]l] Left Illl]l]l]
' Last then First Bottom Iﬂ-“ﬂﬂ Right II].I]I]I]

Mrsz. Maite

Teacher's Hame:
l oK I Cancel I

[T Count Zeroes az Missing Assignments




Style Menu Settings: Style = Screen Preferences
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Screen Prefs, .. \
Student Data... This is where you tell Grade Machine what
Assignment Data. . grade summary should be displayed on the
screen.

You should select either the grading period
or the category to display. This is important
if you are entering alternate grades for
individual students

j
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! Dyerall 5"""“3'}" Owverall Grade J

® Grading Period EMLI
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~Score Changed Alert-— Safety Factor
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Style Menu Settings: Style > Student, Assignment Data
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“Include in Beport
[ Aszignment Description
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[® Category

(Save Style As...

Remember to save the style as the default
style in your directory so that reports and
viewing screens are displayed in the same
manner each time. Go to the File menu to
save the style or use the icon on the screen.

[® Key to Special Scores

~

~Mizc. Column Title
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Defining Assignments and Entering Student Scores:

1. Click on the Assignment icon and the window opens where you define the assignments
for your class. You should enter a description and the points for the assignment. Then
right-click the mouse on the category box and you can select which category the
assignment should be counted in.

Ll

P
File Edit Class Skwle Uklities Repark  Wiew ‘Window  Help
" ¥ o, ¥ = % AT
# Desecription | Points |Weight |ﬂdjust| Categoty | Llize | ID

1|Qaiz 1 25 1.000 25 Bummative
2|0zl 25 1.000 25 Bummative
3| 0uiz3 25 1.000 25 Bunumative

‘IHW Set 14 1 1000 11 Formative
5| Dlidterm MW 1 100 1.000 100 Susunative
6 |&dded Value HW 0 1.000 0 Sutunative
T|Quiz 4 25 1.000 25 Bummative
g|Quiz 5 25 1.000 25 Bununative
Q| 0wmz b 25 1.000 25 Bummative
10{HW Zet 1B a 1.000 O Formative

~ 11|Final NW 1 300 1000 200 Summative
12| A dded Value HW 0 1.000 0 Sumumative
13| Quiz 7 25 1.000 25 Bununative
14| iz 2 25 1.000 25 Bunumative
15| Quiz 9 25 1.000 25 Bummative
16 [HW 3et 24 12 1.000 12 Formative
17| Midterm MW 2 100 1.000 100 Sunumative
18| Added Value HW 0 1.000 0 Suttunative

2. Click on the Scores icon and enter the grades each students earned on the assignments.

3. If you define assignments for both nine weeks, you will have to go to
Class—> Grading Period->Quarter 2
and define the assignment starting number for the second grading period. In the
Assignments viewing window, you should see a heavy black line separating grading
periods, as shown between assignments 12 and 13 in the sample above.



Entering Alternate Scores for Individual Students

1. Go to Style>Screen Preferences and select the grading period and/or category for
which you want to enter your alternate grade.

kd
Grade to Digplay
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ﬂ of grading period |Euarter 1

() Oyerall 5ummar_-,l| Overall Grade

(" Grading Period ||
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Score Changed Alert Safety Factor

[% Alternate Percent Warning

(" None
(") Beep 1.000
(" Alert Box

| (1] 4 I | Cancel

2. Then click on the Scores icon and slide the horizontal scroll bar all the way to the left, at
the bottom of the screen. This will allow you to enter an alternate grade and description
that will be displayed on reports.
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HMame Grade Alternate | Alternate 1 2
Cuatter 1 |Percent Description |[HW #1 |HW
/This scroll bar A L Alan % (&) 1
should be at the z|Betty 8% B 10
left side in order 3|Chuis T8% (C) 2
to see the 4|Darlene 69% (TN 3
alternate grade 5[Freddy &0% (D) 7
and description
columns.
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Class Settings: Class 2 Class Name & Information
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Student Mokes, ..
Set Password, .

Class Mame
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Class Information. ..

|A|gehra 2 [Period 1]

l ok I Cancel I

Copy From. ..

Seating Charts. ..
School Week. .
attendance Codes, ..

Seating Preferences. ..

Pick Skudenk(s) Preferences. ..
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Cormments. ..
Student Mokes. ..

Course Code: I

Set Password. .. Courze Name: IEF‘ Algebra 2

Class Mame. .,
; £ Grade Level: |11
[ niFar =

iod: |1
Copy Erarm. .. Period: I

Section Humber: I

Seating Charts. ..

School week, ., Teacher 1D: I

attendance Codes, ..
Seating Preferences. ..

Teacher Hame: IHls. M aite

Pick Skudent(s) Preferences. ..

Temms: I

Misc 1: IEuuk #t

Misc 2: IHDITIE Phone #

Misc 3: I

| 1] I Cancel I




Previewing and Printing: Report - Individual & Group
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] ' widual B FITLITF]
FY :ﬁ( Group Report... ﬁ.n. @ i:ﬁ
_ Roll Book. ..
SuUrmary. ..
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Mulki-Class Report...

Histograms. ..
Progress Graphs. ..

Attendance Totals, ..
Attendance Sheet. ..
Seating Charts. ..
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Multi-Class Report, .
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Useful Menu Settings: Class = Copy From

\EQ 2‘5: Cakegories. .. @ chﬂ @ L =

Grading Periods, .. Student | Score | Assign.
Creerall Summaries. ..

. |Seating

arading Scales...
Special Scares, ..
Camments. ..
Student Mokes., .
Set Password, .,
Class Mame. ..

Class Information...

Once you invest the time in one class to \
define the categories, grading periods,
grading scales, etc. you can quickly copy
these setting into other classes using the
Copy From... option under the Class
menu.

Create your new class and select this Copy
From... option. Choose those records that
you want to copy, and select the file that
you’ve already created to copy the items

from. /
Copy From ﬂ

-Copy Records

Seating Charts. ..
School Week. ..
Attendance Codes, ..
Seating Preferences. ..

Pick Student(s) Preferences. ..

[C Aszignment List I” Append Instead of Replace
[ Comment List I Append Instead of Replace
[T Special Score List I” Append Instead of Replace

[ Grading Peniods
[T Dverall Summaries
[® Grading Scales

[® Categories

[T Clazz Information

[T Seating Charts I” Append Instead of Replace
[T Ahtendance Code List
[T Calendar

‘_ﬁelect File_.. I | Cancel I




