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1.0

MyEducation BC Teacher/Staff View & Gradebook Setup

The focus of this guide is to provide the necessary understanding and requirements for working
in the Staff View and for setting up the gradebook for Middle and High School teachers’ mark
management.

1.1

1.2

Objectives

Navigation in the Staff View

View student information

Setting user preferences

Take attendance

Gradebook Preferences

Linking classes

Create categories and assignments
Enter Marks

Posting Grades

Optional Tools

Pre-training Requirements

Be sure that the school setup as covered in earlier training sessions has been completed. Some
areas of particular note as pertaining to the gradebook setup are as follows:

1.3

School level default transcript definition has been set and applied to all courses
School setup preferences > schedule mode is set to Secondary

School calendar is properly initialized

Teachers are assigned to courses with students

A school comment bank has been created or converted if comment banks are to be
used

Have grade terms been set up and grade input prepared

Areas of Consideration for Gradebook

Some areas to be considered as they relate to the setup and use of the teacher
gradebook are worth noting here:

Will districts or schools be using locally developed transcript definition attributes?

Will the chosen transcript definitions be calculated and if so, will teachers be allowed to
modify weights?

Does the district or school require a particular method of gradebook mark calculation?
Might the district or school be using the student/family portal during the school year?
Have teacher user accounts been setup and assigned with the appropriate role prior to
the training session?

Staff View & Gradebook Setup v1.1 Page 5
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1.4 Resources

This guide can be found on the ISW under Learning Resources > MyEdBC General
Resources. From the Staff View, under all tabs with the exception of the landing page, the Help
menu provides a variety of resources which follow:
¢ Online Help - this will scope to the area from which the help was accessed.
¢ Quick Reference Cards
o Gradebook Basic
o Gradebook Advanced
o Tips and Shortcuts - Teachers
o Gradebook — Beginning of the Year Setup (checklist QRG)

e User Guides
o Staff View and Teacher Gradebook
o Standards-Based Grading for Teachers

Level 1 Resources for the district user can be found at the ISW > Level 1 Resources >
MyEducation BC Information > Resources and Recordings.

2.0 LoggingIn

An account will be created and log-in information issued to a user as per district policy. When a
user initially logs in, they will be prompted to change their password immediately. Usernames
and passwords are case-sensitive. Passwords must be in compliance with the Ministry of
Education requirements.

1. Goto
2. Enter the username provided to you in the Login ID field.
3. Enter the password provided to you in the Password field.

4 N\

Login ID

testuser

Password
.l..l..l..l

| forgot my password

. /

4. Click Log On.

Staff View & Gradebook Setup v1.1 Page 6
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5. You will be prompted with the following window. In the Current Password field, enter
the password issued for your initial login. In New Password and Confirm New
Password, enter a new password that observes the requirements indicated in the top
portion of the pop-up.

6. Click OK.

Password Requirements

Minimum length is 8

At least one number

At least one capital and lowercase letter

At least one symbol that isn't a letter or number

Can't contain 'password’, login name, first name, middle
name, last name, date of birth, personal id, or only sequential
letters or numbers

Current Password
New Password
Conﬁrm New SEEERRAR RS
Password

OK | Cancel

Passwords can be changed should they be forgotten using the | Forgot My Password prompt at
the login screen.

2.1 Password Expiration

MyEducation BC has the following standards for password expirations:

1. When creating a new User Account, or resetting a password, MyEducation BC
defaults to the password expiring the next time the user logs in. This way the user
will be able to create something more memorable to them.

2. Passwords set by the user will automatically expire 90 days after they are changed.
This is an Enterprise-level setting, and will not be modified by anyone at the District
or School level.

Note: When a user first logs in, they will be prompted to select a security question
and provide the answer. This is part of the overall authentication and privacy
protection. If the user forgets their password, and clicks the | Forgot My Password
link at the logon screen they will be required to supply the matching answer.

Staff View & Gradebook Setup v1.1 Page 7
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3.0 User Preferences

Logging onto MyEducation BC as a teacher opens at the Pages top tab in the Staff View,
commonly referred to as the Landing Page. General user preferences and Security preferences
are outlined below, Gradebook preferences are covered in Section 10.0.

3.1 Set Preferences

This option on the settings bar allows the user to personalize MyEducation BC. These settings
are specific to each user’s account. The options shown below are those available to a teacher
in the Staff View.

Locate the Settings Bar in the top right of the window and click, Set Preferences.
condary 2013-2014 ——y

Starft View

endance Gradebook Planner Tools

3.2 General

These settings determine the “look and feel” for MyEducation BC for the individual user. When
choosing a high number of records per page, it would be recommended to also select Show
lower page controls. See the table below the screenshot for a definition of each of these fields.

| General Sacurity Gradebook Communication
| Default locale hd
| Auto-sawve interval 5
{minutes}
Disable User-defined I:‘
| Help
List Options
Records per page 25
Showr lower page I:‘
controls
Warn on save

Staff View & Gradebook Setup v1.1 Page 8
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Field

Description

Default Locale

Click this drop-down to select your language and date preferences when
using MyEducation BC.

This selection also affects the display of dates in MyEducation BC. If you
select:

English Canada: Dates appear as date/month/year
French Canada: Dates appear as year/month/date

US English: Dates appear as month/date/year

Auto-save interval
(minutes)

Type the number of minutes you want to lapse before the system
automatically saves the information you enter on a detail page. The system
displays a message to the right of the Save and Cancel buttons on detail
pages, alerting you of the time of the last auto-save, or why the auto-save
failed.

Disable User-defined
Help

If your district creates and uses user-defined help, and you do not want to

view the user-defined help icon = for fields and templates, select this
checkbox.

Records per page

Type the number of rows you prefer on a list page. (Most users like to see all
rows on a page without having to scroll.)

Show lower page
controls

Page controls will automatically appear at the top of a page where the
number of records in the list exceeds one page. To display the page
controls at the bottom of all list pages, select this checkbox.

1-:Adams, Gillian v EJ

Warn on save

If you want the system to display a warning when you click Save on a list
page after you have used the Modify List option, select this checkbox.

Staff View & Gradebook Setup v1.1 Page 9
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3.2.1 Security

The Security sub-top tab in Set Preferences records your email address and security question
and answer. This information must be populated for the user to be able to use the | Forgot My
Password function in MyEducation BC. This area also allows the user to change their
password at any time. See the table below the screenshot for a definition of each of these

fields.

|| Security ||

Primary email
Alternate email
Security question
Security answer
Confirm answer

Password

umame@gmail.com

What city were you bom in? A

Change

QK || Cancel

Field

Description

Primary email

Type your primary email address. The system sends your password to this
address if you click the 'l forgot my password' link on the logon page.

Note: This is the address that appears in the From field when using the Send
Email option.

Alternate email

If you already entered an alternate email address, such as for your Google
Docs account, that address appears.

Security question

Click this drop-down to select the security question you want to answer if you
forget your password.

Security answer

Type the security answer.

Confirm answer

Type the security answer again.

Password

Click Change to change your password. Password requirements can be
viewed by clicking Click to view.

Staff View & Gradebook Setup v1.1 Page 10
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3.2.2 Log Off

All users should use the Log Off item in the Settings Bar to exit MyEducation BC. This will
properly terminate the session and force the entry of a login id and password to re-enter the
system.

4.0 Home Page Widgets

Logging on to MyEducation BC brings the teacher to the landing page of the Staff View. The
home page, or landing page, is made up of two blocks, or widgets. The top block is the
Announcements widget. This widget is currently managed at the Enterprise level for important
information and announcements. Below this is the Teacher Classes widget. This widget
displays the classes meeting on the current date.

4.1 Teacher Classes Widget

The Teacher Classes widget provides quick access to a variety of areas within the Staff View,
bypassing the need to navigate.

o Date: The date is displayed at the top, centre. Using the Previous and Next buttons
allows the user to move forward and back in the calendar. The classes displayed will
reflect the date selected. A Today button will display when on any other date.

e Time: The time displayed to the left of the class represents when the period is
scheduled according to the bell schedule of the given day.

o Classes: Classes are displayed as a blue hyperlink. Clicking on the class takes the user

to the class roster. Where the following icon, o appears to the right of the class
description, a change to the roster has been made. Clicking this icon will display the
roster change; a green entry for a new student, a red entry for a withdrawn student.

e Attendance: Two icons are presented; one showing a list which takes the user to

the Class > Input list and the pair of students icon g linking to the seating chart for
attendance. The Posted check box indicates whether the attendance for the class has
been posted or not.

e Grades: The Grades icon = takes the user to the Scores screen of the class for grade
or mark entry. Where grades have been posted, the Posted box will display a green
check mark

Staff View & Gradebook Setup v1.1 Page 11
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Teacher Classes

Thursday, March 26
Classes Meeting Attendance Posted Grades Posted Email
8:49 AM 1-MAF-11-7 - ART FOUN... [, 5] £ ¥ = ¥ g
8:49 AM 1-MAF-12-7 - ART FOUN... [ = S W L& ¥ g
8:49 AM 1 - MIDS-2B-7 - INDEPEND... = £ ¥ =i W g
1:00 PM 4 - MIDS-2A-05 - INDEPEN... S ] ™ ¥
1:00 PM 4 - MIDS-2B-05 - INDEPEN... S ] ™ ¥
1:00 PM 4 - YVPA-1A-05 - BA PHOT... [, = # =i ¥ g

Notification icon > Click to view
roster changes

e Email: The email icon td opens a popup email message window which defaults to the
roster of the class chosen.

5.0 Navigation Tools

5.1 Top Tabs and Side Tabs

Top tabs represent functional areas of MyEducation BC. These are scoped to the user view
and role, so a user will only see what they have been given to view or work with. The top tab
that is highlighted indicates where the user is in the application.

Side tabs provide access to additional details of the top tab functional area.

Staff View & Gradebook Setup v1.1 Page 12
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Set Preferences  Log Off

Staff View

A brITISH .
corumBia | MyEducationB(

Pages My Info Student  Attendance Gradebook Planner Tools

Options Reports Help

Student List
Details =| 1:Adamson, Beatrix - 0 of 186 selected (7 Students In My Classes
p— ame |Alem; ‘Gandar|PupH # FEN YOG|School = Name QuickStatus|Hom room HR Teacher  |Grade GrSublLvlDOB Address
] |4 amiBmmgz pati [t e lsa2e1e [127084875]2017 valleyview Secondary A Div129 10 08/02/2000|Active  |(250)555-1234| 4441 Wilton St,
Attendance
[7] |ffleck, Ferd Side Tab 121996177(2017|Valleyview Secondary A Divi1e 10 0/01 [260)555-1234/1752 Lea St
Transcript [C] |Atex, Rive - 120411046(2016|Valleyview Secondary fal Divize 11 21/12/1898|Active  |250-555-1234 | 4217 Wapg St Kamioops BC A1A 1A
e — [[] |asgyle, Gievanns |78 |F (248373 |121954242(2017|Gold Trail Distrituted Lear £ 10 10 13/09/1999\Adtive  [{250)555-1234/3023 Rigault St,
. [C] |Atwood, Stacy Ml F 404303 1213154102017 Valleyview Secondary fal DIVOT  |Wilcott, Donnelle|10 170021998 |Adive  (250)555-1234 3885 St. Fhilip's St,
Schedula [7] |ayeni. Garth Vel M 457845 |122947203(2017 Valleyview Secondary A DIV105  |Lindenbach, Ria |10 04/11/1995|Active  |(250)555-1224/1508 Jenkins St
Membership [F] |Btacird, Hannah F 520574 |1 Pl 11 17/051998 |Adive  [250-565-1234 823 Eckford St,
Transactions [C] |Blizard, Dea L -4 457083 |120384854(20 A DIv117 11 12101 (250)555-1224/1985 Maidstone St,
~— - [ |premner, Casey [/ F 412439 |1 17 A Div129 10 24/11/1998|Active  |(250)555-1234(1387 Hopps St
— [C] [Buchansn, Debborah| & IZ3G|F 775218 |121772968/2017 Valleyview Secondary fal Divi0s 10 11/08/1598|Active  |{250)555-1234 2075 Mariner St,

5.2 Sub-side Tabs, Sub-top Tabs and Leaves

Side tabs usually contain sub-side tabs, leaves and sub-top tabs.

Pages School Student Staff | Attendance Conduct Grades Assessment

Options Reports Help

Student List :: 08 - Adkins, Rishelle ?I Q

0 of 5 selected (7

Details
. . - . . o | 2
Contacts Name Type |Relationship |LivesWith |Parent or Guardian? |PickUp? |Address
Details Gonin, Shelby Doctor M M M
Rel 9 Students (o Hartley, Cassidy Mother Y Y Y 3303 McMahon Road
o Madill, Morgan Father Y Y Y 3303 McMahon Road

Sub-top tabs appear at the top of a list, when a side tab is selected. A good example of this is
in the Student top tab > Details side tab.

2014-2015

A BriTISH o
coLumMBiA | MyEducationBC

Tools

Pages My Info [ Student™| Attendance Gradebook @ Planner

Reports Help

Student List :: 10 - Adamson, Beatrix ‘?:;_. Q%

Toows Sub-top Tab
| petaits
Contacts Demographics
Attendance N Eeatic
Transcript Legal middle
ASSEeSSments Grade sub level
Legal last name Adamson

Staff View & Gradebook Setup v1.1 Page 13
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5.3 Menu Bar

The menu bar appears just below the top tabs in MyEducation BC. The menu headers are the
same regardless of the top tab the user has selected. The items displayed in the menu will
change, depending on the top tab and side tab the user has selected.

BRITISH C a 2014-2015

coLumBia | MyEducationBC

Pages My Info Student | Attendance Gradebook  Planner  Tools
Options Reports Help

5.3.1 Options

The Options menu is an action centre. This is where a user can initiate actions on the data that
is displayed on the screen. In some cases, the list of items may show an arrow, indicating
additional options.

5.3.2 Reports

Reports will display a list of reports available in specific areas of the application. It is important
to note that reports are associated with top tabs and side tabs and relate to the data displayed
on page. For example: In the Student top tab, clicking on Reports will show an option to run
report cards.

2014-2015

‘. BRITISH , =
coLumBia | MyEducationBC

Pages My Info Student  Attendance Gradebook Planner Tools

Oplions Reporis Help

Student List

Details M

Alerts Gender|Pupil # |PEN 'OG|School = Name Quic

Report Cards - Middle Years and Secondary

_ Name
Contacts

3O

Adamson, Beatix | Y2 |F 532518 |127084879|2017[Valleyview Secondary ™M

Staff View & Gradebook Setup v1.1 Page 14
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5.3.3 Help

Several Help options are available through Help on the menu bar as well. It is important to note
that these tools are not yet customized for MyEducation BC and may reference options or
functions that are not available to District and School Users. However, it is still useful for many
basic functions. The Help menu is not available from the landing page.

The About MyEducation BC item will provide information about the server to which your session
is connected. This will display below the copyright information and can be useful information for
the service desk if users are experiencing problems with performance or report running in
MyEducation BC. Example: vaspnapprd3 indicates that the user is on Server 3.

5.4 Menu Bar Tools

The menu bar provides several tools for filtering, displaying, sorting and exporting data in
MyEducation BC. The options that display when using these tools depend on the top tab and
side tabs of the application. For a more detailed outline of these tools, see the Fundamentals
guide located on the ISW.

5.4.1 Filter ?

Filters provide the user with the ability to group records in a list. Filters are connected to
gueries, so they are dynamic — every time a user selects a filter, it will display all of the latest
information in that group of records. Users have the ability to hide filters that are not useful to
them and to change the order in which the filters display in the filter list.

Users also have the ability to create their own filters.

Y

Staff View & Gradebook Setup v1.1 Page 15
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5.4.2 Field Sets ==
Field sets simply display information in a list. By selecting a different field set, the user is
choosing to display different columns of information for the same records in the list. Field sets

can be very useful for creating commonly used sets of information and then extracting those into
a spreadsheet for analysis or manipulation.

5.4.3 Sorts 2%

Click column heading to re-sort.
Multi-level sorts, up to three, third sort is primary.
Use Sort icon to return to default or create custom sorts.

5.4.4 Quick Charts Itl

Provides a method of generating a chart to display information from the current field set.

Ll
5.4.5 Quick Print ‘==l

Provides a method of extracting information in a variety of formats including csv from the current
field set.

5.4.6 Maximize El

Use to hide top tabs to allow more records per page.

5.4.7 Minimize El

Return top tabs to view.

Staff View & Gradebook Setup v1.1 Page 16
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6.0 My Info

The My Info top tab provides user information such as the teacher’'s demographic details,
schedule of courses, secondary schools, groups, snapshots and any documents added from the
school for staff viewing.

Set Preferences  Log OFf

2014-2015

SH S
1B1A | MyEducationBC Staff View

Pages My Info Student = Aftendance Gradebook Planner Tools

Reports Help

Details 0 of 1 selected (7 My Record

name [Homeroom [pepartment |

Attendance |
| | ‘Bi\l‘ Dodie ‘mwm |

Schedule

Groups

Documents

Snapshots

7.0 Student Top Tab

From the student top tab the default filters to Students in My Classes, displaying all of the
teacher’s students. Alternate filters provided are: Students in My Homerooms, Designhated
Students - Classes, and Designated Students - Homerooms.

ary 2014-2015

Staff View

BRITISH . .
‘ CoLumBla | MyEducationB(

Pages Mylinfo | Student  Attendance Gradebook Planner PD Tools
Help

Options Reports

Student List

Details :Adamson. Beatrix ] 0 of 186 selected 7 Students In My Classes
|| [Name Alerts pil # |PEN YOG |School > Name Quick oom HR Teacher Grade|GrSublLvl|DOB Enr Address R{
Contacts
[ |adamson, Beatix ('35 |F 532516 |127084878(2017|Valeyview Secondary A Div129 10 08/02/2000|Actve  (250)555-1234|4441 Witon St, N
Aftendance () |atfeck, Ferd ed M 457121 (121998177 (2017 |Valeyview Secondary A Div118 10 20/01/1999|Actve  ((250)555-1234(1752 Lea St N
Conduct [ |alex, Rivean g F 307711 |120411048(2016[Valeyview Secondary A Divi28 1 21/12/1808|Active  [250-555-1234 4217 Wagg St Kamioops 5C A1A 141 [N|
_ [ |argyle, Giovanna |38 |F 248373 [121954242(2017|Gold Trai Distributed Leam| ) 10 10 13/09/1989 Active  ((250)555-1234 3023 Rigaukt St, N
e () |atwood, Stacy el F 404803 |121315410(2017|Valeyview Secondary & DIVOT  [Wikcatt, Donnelie|10 17/02/1988 Active  [250-555-1234 (3635 5t Philip's 5t, N
Transcript () |ayeni, Garth Ml M 457845 |122047203(2017|Valleyview Secondary A DIV105  |Lindenbach, Ria |10 04/11/1008|Actva  ((250)555-1234(1508 Jenkins 51, N

The field sets % provided under the student top tab provide a variety of information fields to the
teacher. Field sets can be copied, edited and managed by the user.

Staff View & Gradebook Setup v1.1 Page 17
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Clicking on the hyperlinked student name displays the read-only demographics.

Pages My Info Student  Attendance  Gradebook  Planner PD Tools

Options Reports Help 2]
1 oo . )
Student List - 10- Adamson, Beatrx < 15 [l <Ja]l> ][>
Cangel | Defaut Template v
Demographics
Contacts
Attendance Legal first name Bestric Gender F
Conduct Legal middle name Date of birth 08/02/2000 Age 15
Grade sub level Who has custody?
Academics ol
Legal last name Adamson Home phone (250)555-1234
Transcript
Suffix Work phone
Assessments | [SYGN 532518 Cell phone
Schedule Fersonal Education 127084879 Complex Name
Membership
School > Name Valleyview Secondary Home language English
Transactions
Year of graduation @ 2017 Next School = Name Valeyview Secondsry
Documents Grade level 10 Transfer School = Name
Enrollment status Active Transfer pending N
Enroliment type Include in rank or GPA N
Calendar Standard Include in honor roll N
Homercom Divi2e
Cancel

It is also from the Student top tab that the teacher can click on the Reports menu and run report
cards for all or a selected group of students.

" CoLumpia | MyEducation
Pages Mylinfo ' Student | Attendance Gradebook  Planner PD

Options Reports Help

Student List

Details PN, Bes v][z] 0 of 186 select

| |Hame Alerts Gender|Pupil # |[PEM YOG | School = Mame Gluick Status Homeroom
Contacts

|| |Adamson, Beatrix é’ﬂ F 532514 [127084878(2017|Valleyview Secondary ﬂ D128
Attendance || |affleck, Ferd ped M 457121 |121088177|2017 |Valeyview Secondary ) DIV118
Conduct [ [alex, Riveah IA?.‘: F BOTT11 |120411046[2016(Valleyview Secondary ﬂ DIV128

ol Taenda Sinvanna .U‘h".“ = T74R27% [1910R4A7ATIPNA TIRald Trail Mictrihotad | aam |'J'l in

Staff View & Gradebook Setup v1.1 Page 18



AL/
Al

BRITISH
COLUMBIA

MyEducation3C

O
FUJITSU

Using the Options menu > Show Selected allows the teacher to scope to a particular group or

list of students.

= ] D » = " Oepod = H L] D
Options Repo elp
Show Selected
| 1:Adamsan, Beatrix A | 4 of 186 select
|| |Name Alerts Gender|Pupil # PEN YOG |School = Mame Gluick Status|Hoemeroom
onta
|#*| |Adarmson, Beatrix ﬁ-’m F 532516 |127084878|2017 [Valleyview Secondary Q Div128
Aliendance [ |affleck, Ferd ped M 457121 |121886177|2017|Valleyview Secondary f_} DIv118
ond || |Alex, Rivcah M F BOTT11 |120411048|2015 |Valleyview Secondary d DIv128
|#*| |Argyle, Giovanna ﬁ-’m F 248373 |121954242|2017|Gold Trail Distributed Leam é 10
Acade
|| |Atwood, Stacy m F 404803 |121315410/2017 [Walleyview Secondary d DIvo7
s |- || |Ayeni, Garth "'.. M 457545 |122047203|2017 Valleyview Secondary d DIv105
A - - |#*| |Blackbird, Hannah F 520574 (120084628|2018 Valleyview Secondary ﬁ
|_| |Blizard, Cea é’m F 457083 |120384854|2015 |Valleyview Secondary d DIvV117
adule
|_| |Bremner, Casey m F 412438 [1219842088|2017 [Valleyview Secondary d o128
2mie [ |_| |Buchanan, Debborah & F 775218 [121772888|2017 [Valleyview Secondary d Civ108
[ 4
ansac tio
|| |Columbus, Disna m F 404885 [120085058|2018(Valleyview Secondary f_'.\. D121
" < ol INarme Rilal "f? (L] ARQNAR 121RAINI0AIIN1T Wallawmsiow Sarmndans fJ'I nns1nR

Staff View & Gradebook Setup v1.1

Page 19



©
cm\ MyEducation FUJITSU
8.0 Student Side Tabs

From the Student top tab, the side tabs in the Staff View provides read only access to
individual student information. Select the student by checking/highlighting a student.

Pages My Info Student | Aftendance

Options Reports Help
Student List
Details 1:Adamson, Beatrix - [
Name Alerts Gender|P

Contacts ]

|:| Adamson, Beatrix P_'-'z: F 5
Attendance .

[[] |Affleck, Ferd pod M 4
Transcript [ |Alex, Riveah e F o
A TR E [ |Argyle, Giovanna Ve F 2

[ |atte, Rex e M 4
Schedule s

[ |Atwoed, Mmatt e M 3
Membership [ |atwoed, Stacy Mot F 4
Transactions [ |Austerbemy, Shabnem z: M e

[C] [Ayeni, Garth pod M 4
Documents

|:| Beckman, Emiles O_'-'z: F 4

e Details - Provides demographic student information.
o Contacts - Student contacts including parents, guardians and other emergency contacts.
o Related Students - Displays siblings entered in the system.

e Attendance - Attendance records for either daily or class attendance are displayed.

e Transcript - Provides access to all current and past transcript records for a student.

e Assessments - Provincial assessments such as FSA or Provincial Exams are accessed
here.

e Schedule - View a student’s schedule and course requests for the next year.

e Membership - Provides an enrollment history and any secondary school associations.

e Transactions - Fees and Inclusions can be found from this side tab.

o Documents - From this side tab teachers can view a designated student’s IEP. Teachers
also access Ed Plans/Student Learning Plans from here.
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9.0 Attendance

9.1 Class Attendance

Teachers are different from Office Staff, as they access MyEducation only from the Staff view,
and can enter and view Class Attendance using the Attendance top tab. The Teacher Classes
widget on the Pages tab provides quick access to Class Attendance.

Teacher Classes

Previous Thursday. April 2 | Mext |
Classes Meeting Attendance Posted Grades Posted  Email
11:30 AM 1 - M55-11-03 - SOCIAL ... = r-) ¥ L) " 4 ]

1:34 PM 2 - M53S-10-05 - SOCIAL .. = & L) 4 ]

8:35 AM 3 - MS5—10-06 - SOCIAL ... = g,:ﬁ L) ]

9:58 AM 4 - MSS—11-08 - SOCIAL ... E & L] =]

In the Staff View, attendance is also accessed from the Attendance top tab which will default to
the Class side tab when the Daily side tab in the school preferences has been removed. Click
the blue, hyperlinked course to take attendance:

Pages My Info Student ' Attendance Gradebook Planner PD Tools

Options Reports Help

Class Attendance

S|
|Clﬂss 0 of 5 selected (7 Current Classes

Input Course Description Clssrm Schedule Term

Seating Chart
1551103 Mr— SOCIAL STUDIES 11 104 1{Day 1) 52

Trends

VED-1A-12 TEACHER ASSISTANT 11 104 1(Day 1) 52
WZ35-10-05 SOCIAL STUDIES 10 104 2(Day 1) 52
MS5-10-05 SOCIAL STUDIES 10 104 3(Day 1) 52
MS5-11-05 SOCIAL STUDIES 11 104 4(Day 1) 52

This will bring up the class roster from which to enter, modify and post attendance. Where a
Classes (combined class) grouping exists, a checkbox: Show all students in class will display
at the top right. Click the Quick Change buttons to set attendance. The “P” is provided should a
student be marked absent or late and needs to be changed to present. Prior to posting, an
asterisk will display in the Class Attendance field and the student row will be highlighted in grey.
Once complete, click the Post button which will remove the asterisks, remove the highlighting
on the student records, copy all Class Attendance values to the Daily Attendance, and display a
visual indicator at the top that attendance has been posted and when. Use the, Attendance for
calendar to change the date if necessary. Not a valid calendar date will be displayed in a red
warning message if this is the case.

Pages Mylinfo Student | Attendance  Gradebook Planner PD Tools

Options Reports Help a-Z| E
Class Attendance :: 2014-2015 - MSS--11-03 - SOCIAL STUDIES 11 | « E > >
S |

Class Period 1 ( ¥ Show sll students in :Iass,

" !‘:“mg hant Class attendance posted on 02/04/2015 9:39
Trends Past b AM.
[< ] [TAen_ Rivean v[=] 33 racords Attendance for: 4021042015 > B
Pupil # Name Daily Attendance Class Aftendance Code
007711 Alex, Riveah Present L L &
458272 Atto, Rex Prasent A" ] F
220038 Austerbery, Shabnem Present Prasent A L ¢
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9.2 Seating Chart

9.2.1 Taking Attendance Using the Seating Chart

Seating charts can be set up and used for attendance purposes or printed and used for TOCs to
identify students as these include the student photos. Seating charts can be accessed from the
landing page, from the Attendance top tab, and from the Gradebook top tab.

A quick link to the seating chart for attendance is presented on the Teacher Classes widget of
the landing page.

Teacher Classes

Thursday, Apri 2 /
Posted Grades

Classes Meeting Attendance Posted  Email
11:30 AM 1 - MS5-11-03 - SOCIAL .. gl | & W L W &g
11:30 AM 1-YED-14-12 - TEACHER . [, S & 4 = £ 4

The seating chart can also be accessed using the Attendance top tab > Class Attendance >
Seating Chart. Select the class for attendance and click, Seating Chart.

Pages My info Student | Attendance  Gradebook  Planner PD Tools

Options Reports Help

Class Attendance

— 1
Class
Input 7] |course Description Clssrm Schedule Term

Seating Chart
[0 |mss-11 oc
Trends N [ [mss-1103 SOCIAL STUDIES 11 104 1(Dsy 1)

1of 5 selected /7 Current Classes

() | ¥ED=14-12 [TEACHER ASSISTANT 11 104 1(Day 1) 52

SOCIAL STUDIES 10 3iDay 1)

||_| ‘mssfnas SOCIAL STUDIES 11 104 4(Day 1) s2

The seating chart presents an array of the student seating plan, the student’s photo and the
Quick Change buttons to mark attendance. Where attendance for a previous date is to be
entered, adjust the date in the Attendance for field and click the Set Date button. When
complete, click Post. Use the Printer Friendly Version at the top right to provide a seating plan
with names and photos for TOCs not familiar with the students.
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Pages Myinfo  Student | Attendance  Gradebook Planner PD Tools

Options Reports Help = H
Class Attendance :: 2014-2015 - MSS--11-03 - SOCIAL STUDIES 11 < |« | Q| » || ®
|

al Period 1

ass
Input | Post | g
> Seating Chart —————— Atendance for|07/042015 Set Date
Trends ——— Printar Frisndly Version | Design Moda >>
Alex, Rivoah Blackbird, Hannah Dosdall, Jefferson Englehart, Malik Estrada, Darrel
Prezent Present Present Prezent Prezent
| i [ -3 -]
| b O O lale
” Sl SallP Sl Sl S

Farkas, Judy Gilbertson, Eadie Gilding, Hillary Hussein, Cici Jonas, Jaganprest
Present Present Present Present

L@L L L L

Krahn, Pauline Loch, Alida WcNabb, Mira O'Shea, Carey Phelps, Isabelle
Present Present Prasent Prasent Prasent

[EE
i
[[[
[[[

-
g
b
P
-

ey e ==

9.2.2 Creating the Seating Chart

To create a class seating chart navigate to Attendance > Class Attendance > Seating Chart
and click on the hyperlinked, Design Mode at the top right of the screen. The message,
Students are missing from the chart will be displayed where a seating chart has not yet been
completed and students remain in the Unseated Students list.

Pages My Info Student | Attendance Gradebook = Planner

Options Reports Help
Class Attendance :: 2014-2015 - M$$S--10-05 - SOCIAL STUDIES 10 E] E] E @
S — | .
Class Period 2
o
» Seating Chart Attendance for: 07/04/2015 B setDate
Trends
@ Stud are missing from the chart ———————— Design Mode>>

1. From within the design mode set the necessary grid dimensions.

2. Drag and drop students from the Unseated Students list onto the grid. Students can be
moved within the grid in the same fashion, or dragged from the grid and returned to the
list. There is no save, the chart remains intact until the user makes further changes.

3. The following buttons are provided:

a. Reset - removes students from the grid and returns to the default grid
dimensions.

b. Resize - To change dimensions, adjust the grid width and/or height and click
Resize.

c. Trim - Where additional columns or rows outside of the seating chart exist, this
will remove the extra.
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Grid Dimensions Seating Positions < Exdt Design Mode]
Class
Input .
Grid width & [Adamson] [ Ayeni, Darcy, |[ Harbar, Krueger, ||[ McNair,
> Seating Chart Beatrix || Garth Bilal ||Ramona Indiana ||| Dennard
Trends Grid height 5
Bremner |[Buchanan)| Heffernan || Ishida, Pedrotti, ||[ Nyberg,
Casey ([Debborsh Darshan || Dom Dugsld ||| Anatoli

Unseated Students

|Wh|thread, Kalani | -
|Wolfe, Karlina | \* Vinesnt, Seston, g:ua,
jen

Tory Charlzne|( Balbir Carson
|Yu|e, Evan |
Sutten, [ Siu. Sahota, | [Sarabyn.
Terence || Cailin Eloyd thel

Note: The Seating Chart cannot be used with Classes groupings (combined courses) for taking
attendance in a single screen. Use the Class Input list for combined Classes in order to see all
students from the combined classes in one window.

9.3 Trends

Teachers can use Class Attendance > Trends for both viewing trends in student attendance
over periods of:

Y

Or teachers can take attendance by using, Enable Attendance Buttons and selecting a date.

Pages My Info Student | Aftendance  Gradebook Planner PD Tools

Options Reports Help Y (]
Class Attendance :: 2014-2015 - MSS--11-03 - SOCIAL STUDIES 11 {1« ][ «| B
7

Class Period 1 (@) Show s students in class

Input .
Conting Chart Class attendance posted on 4/18/2015 10:13 PM.
» Trends Piex, Rwcah v 33 records Attendance for: o 4222015 [::: ]
Student
Wed Apr 22, 2015 Apr Totals
Name Class Code 1 2 3 4 5 & 7 8 9 10 |11 12 13 |14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 |25 (26 |27 |28 |29 (30 |A T o o
Alex, Riveah L L 1 2 o |o
Lusterbarmy, Shabnam| L o [+ o |0
Blackbird, Hannah o [0 fo o

Clicking on the hyperlinked attendance records opens an attendance record window where
particulars can be edited.
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» Trends [[=] [T:Pex. Rivean v|[=] 33 recards Attendance for: «|4/22/2015
Student
Wed Apr 22,2015 Apr
Name Class Code 1 |2 |3 |4 |5 |6 |7 |8 |9 |10 [11 [12 [12 |14 [15 |16 [17 |18 |19 |20 |21 [22 |23 |24 |25 |2¢

Alex, Riveah o L L A
(w4
- \ Student Class Attendance - Google Chrome & lilﬂlg |

Blackbird, Hannah

[ ts1.myeducation.gov.bc.ca/aspen/genericDetailPopup.do?prefix=PAT&oid=PAT0000008eAf —

Doszdall, Jeffarson

Englehart, Malik

Estrads, Danel Name Alax, Rveah 5 T
Farkas, Judy Course M55-11-03 B
Gilbertson, Eadie Period 1 B
Gilding. Hillary Date * ﬂ Comment :
Pussein, Ciel Is absent? 7] |
Jonas, Jaganpreet et a |
Krahn, Peuline | 4

Is dismissed? () —

Loch, Alida

Is excused? ()]
McEachem, Violet

Other code
McNabb, Mira

Other code 2

—
—
Reasen L 19 B

O'Shea. Carey

Phelps, Izabals

Rumsby, Wood

Save | Cancel —

Sahlstrom, Dixie

) T T T T T T T e T

Sleigh, Bobby

Clicking on a student’s hyperlinked name from the Trends leaf displays the individual student’s
attendance trends. This can be filtered for the School Year, Term or Month.

Pages My Info Student ' Attendance  Gradebook Planner PD

Options Reports Help

Class Attendance :: 2014-2015 - MSS--11-03 - SOCIAL STUDIES 11 :: Alex, Rivcah Qx

S |
Class Attendance for: Term
Input Attendance Summary Totals
Seating Chart
* Trends 1 2 3 4 5 13 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 (27 (28 29 30 1 A T o o
February 15
* Student ] 0 0 1]

March 15
0 o o 0
i |2 |3 4 5 6 (7 |8 [ |10 (11 |12 (13 14 (15 |16 (17 (18 |19 |20 (21 |22 23 24 |25 (26 |27 (28 29 30 21 fJA [T D |O
April 15
L L A 1 2 o o
T = Tardy; D = Dismissed; A = Absent; O = Other 1 |2 |o |o
4| I »
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10.0 Email

Send Email can be found in the Options menu under the Student top tab or from a class
roster. The former will default to send to all of the teacher’s students, the latter only to the roster
of a selected class. A quick access icon to email a class is also found on the Teacher Classes
widget at the far right of the class.

Teacher Classes

Pages My Info Student  Attendance Gradebo

GRS Repors el Tuesday. April 7 (s [t
Classes Meeting Attendance Posted Grades ™egsted Email
9:58 AM  1- MSS—11-03 - SOCIAL . g g =i ; » g
1:Adamson, Beatrix - [ . " = 7
9:58 AM 1-YED-1A-12- TEACHER... [, E -] Lol )
. Name Alerts ‘Gender|Pupil# |1stC
Coniacts 1130 AM 2 - MSS—10-05 - SOCIAL = L7} 4
Adamsen. Beatrix g F 532516 |Mattt TS = & o &g
FLETIETE Affleck, Ferd Word M 457121 |Lu, R = 7]
Affleck, Fer S u, 1:34 PM 3 - MSS-10-06 - SOCIAL .. EI- L7} Eg
Transcript Alex, Riveah Vs F 207711 |Davic
£:35AM 4 - MSS—11-08 - SOCIAL . E 7}
- Argyle, Giovanna | DD |F 242373 |Rayb s & o kg
Atte, Rex dyd m 458272 |Paaly

Provided there is a Student email address in the student’s basic demographic details, they will
be selected for email. Teachers can also include parent/guardian contacts for their students.
Contacts must have a Primary email and Receive email checked on their details.

When using email in MyEd all recipients are Bcc'd. It is recommended that teachers include
themselves as a Bcc recipient; otherwise they will not receive a copy of the email sent.
Recipients are colour coded according to students, contacts or teachers.

r — T —————————— ==Fo > )
Gf\\-_i_/) ., http://tsl.myeducation.gov.bc.ca/aspen/studentMassEmail.do L~BaXx |
x @ Snaght B B
From: Bill, Dodie <email01@email.com> =
To: Hussein, Cici > McNabb, Wira > Waddington, Santina > Vanderberg, Blake X -
Sahlstrom, Dixie > spry, Edmund > Gilding, Hillary > Blackbird, Hannah X
Alex, Rivcah > Ziegler, Daniel > Rumsby, Wood > Englehart, Malik b4 |i|
Nyce, Jamie > Ladyman, Eli > smiley, Reilly > Tweed, Haven X .
Students Contacts ["] Teachers Total Recipients: 41
Bece: Bill Dodie
Subject: Reminder of Social Studies 10 Field Trip
Attachment:
HEWOR == = E = =E HE [ E || @ souce| @ || 22
Arial -/l 12 -|| Nomal ~-|lA-B- B I U|| %, x| T,
Social Studies 10 Class, |

Please be reminded
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11.0 Rosters

Clicking on the hyperlinked class from the Teacher Classes widget will take the user to the
class roster. Similarly, navigating to Gradebook > Roster will also produce the list of students
in a given class.

Teacher Classes

Click to access class
roster.

Classes Meeting | :f' Attendance  Posted Grades Posted Email
558 AM - MSS—11-02 - SOCIAL .. g £ L7 ¥ 3
9:58 AM 1-YED-14-12 - TEACHER... -"h = @- EA i Q
11:30 AM 2 - MSS—10-05 - SOCIAL ... S L7 ¥ L4
1:34PM 3 - MS5--10-06 - SOCIAL .. = &2 L& B4
8:35AM 4 - MSS—11-08 - SOCIAL ... = &5 L#| g

The class roster defaults to Enrolled students; however the filter can be changed to Withdrawn
or All Records.

Pages My Info Student  Attendance | Gradebook  Planner Tools

Options Reports Help
Class List :: 2014-2015 - MSS--11-03 - SOCIAL STUDIES 11 [1a][«] [ ][»]

Details | T:Alex, Rivesh - 0 of 30 selected &7 Enrolied
Pupil # Name: YOG Homeroom Roster Status
907711 Alex, Rivesh 2018 DIv128 Enrolisd

Seating Chart
520574 Bladkbird, Hannah 12018 Enrolled on 07/01/2016

Groups 457590 Dosdall, Jefferson 2018 DIV25 Enrolled

11.1.1 Printing Report Cards from the Class Roster

It is from the Roster that a class set of report cards can be printed. From the roster, go to
Reports > Report Cards, and select one of the two report cards presented: Kindergarten,
Primary, Intermediate or Middle Years and Secondary.

Pages My Info Student  Attendance @ Gradebook  Plan

Options Reports Help

Class List ::

aley
|| [Pupil # MName
IRnster
|| |457083 Blizard, Dea
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12.0 Setting Gradebook Preferences

From the Settings Bar in the top right of the Staff View, click on the Gradebook top tab of the
Set Preferences popup window for the view shown below. It is here that teachers will set the
behaviour, view and default mark calculations for their gradebook.

‘ Set Preferences - Google Chrome

:IEI&J

[ 184.69.23.206:8081/aspen/userPreferences.do

General Home Security

Gradebook

C S E —

Shade alternate lines

Track administrator updates

Tabk direction

Showr studies

Enatle gradebecck features
Assignment column erder

Showr points in headers

Showr category names in headers
Publish assignment statistics

Showr student alerts

Show course selection
recommendation

Anchor averages
Missing Assignments
Show missing coclumn
Count empty as missing
Show unscored
Averages
Default weighting
Decimals
Grade scale
Semester cumulative average

Cumulative average

Aooss ¥

Date due {ascending) ¥

rd

& & & &

Category total points Al

a

Provincial Mark Scale Q '

s

e Shade alternate lines

e Track administrator updates (A blue exclamation mark appears next to any grades or
comments changed by an administrator.)

e Tab direction (Down or Across)

e Show studies (Adds rosters for advisory or study periods - not used in BC at this time.)

o Enable gradebook features (*MUST be checked or nothing works*.)

Staff View & Gradebook Setup v1.1
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¢ Assignment column order (Ascending displays oldest assignments at left. Descending
displays most recent assignment at left. Sequence number displays assignments in
sequence assigned by the teacher.)

¢ Show points in header (Displays total points for an assignment in the column header.)

o Show category names in header (Displays abbreviated category code in the assignment
column header, such as HW, Test, etc.)

e Publish assignment statistics (Pertains to Student/Parent Portal. If checked, displays
highest, lowest, and mean scores next to assignments viewed in the portal. Often
determined at the district level.)

¢ Show Student Alerts (Displays alert icons next to student names.)

e Show course selection recommendation (Displays recommendation column.
Recommendations pertain to teacher suggestions for course selections in the next year.
Recommendations can only be made at times designated by the school administration
and set at the school level. Teachers may want to leave this box unchecked when not in
use.)

e Anchor averages (Displays running average for the marking period in the column to the
right of student’s names.)

e Missing Assignments

o Show missing column - If you create special codes that you enter for missing
assignments, select this checkbox to view the Missing column on the Scores

page.

For each student, the Missing column includes assignments entered using special
codes (see 5.0 Optional Tools below for further information on the use of special
codes).

Note: This column is for your eyes only. Students and family members do not see it
in the portals, and office and administrative staff members do not see it in the
School or Enterprise views.

o Count empty as missing - If you selected the Show missing column checkbox,
select this checkbox to count any assignments that were due before today and
that you have not entered scores for, as missing.

Note: You might want to select this checkbox at the end of a term when you have
finished entering all assignment scores. Otherwise, the Missing column will include
scores for assignments you have not graded yet.

e Default weighting — This setting is significant as it sets the default mark calculation for
the gradebook. Note however, that this setting can be overridden at the course Category
or Assignments levels as it is strictly a default. An explanation of each of the settings is
provided below, as well as in Appendix A and from online resources.

o Select Categories only (weighted categories) if you want to weight only the
categories in your gradebook, assignments are averaged within each category. For
example, if you create three categories: Homework, Tests, and Quizzes. All
homework assignments are calculated as a percentage and averaged, as are all
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tests and quizzes. To determine student term averages, Homework might be set to
25% of the grade, Tests 50% of the final grade, and Quizzes worth 25% of the final
grade.

o Select Category and assignments (weighted) if you want to weight both categories
and assignments within those categories. Assignments are weighted first after
converting to percentages and then multiplied by the weighted value. For example,
a student's homework average is worth 25% of the term grade, but each assignment
within the category is weighted differently. Perhaps a reading homework assignment
is weighted asl, and an intensive writing homework assignment 3. The marks will
first be converted to a percentage and then multiplied by the set values.

o Select Total points to calculate averages by dividing the total points a student
earns by the total number of points possible, regardless of category; assignments
are not converted to percentages. For example, a student receives 10/10, 9/10, 8/10
for Assignments, and 7/10, 8/15 for Tests. The student's average is 42/55 = 76%.

o Select Category total points to use total points calculation for individual
assignments within categories that are weighted. For example, a Homework
category is weighted at 25%. Within the Homework category are assignments; 8/10,
7110, 12/15 for a total of 27/35 possible points or 77%. This value is then multiplied
by the category weight 77 x .25 in calculating the term average.

Additional Resources:
Help > Quick Reference Guides >Gradebook—Beginning-of-the-Year Setup

Help > Videos > Teacher Gradebook > Setting up your Aspen Gradebook > QRG >
Understanding Averaging Modes.

o Decimals (Determines how many decimal points to use in calculating grades. Impacts
averages in Gradebook only. Grades posted to transcripts will conform to the district
defined decimal rules.)

e Grade scale

o Some districts have uniform grade scales.
o If not established by the district, participants can select a scale from the list
viewed by clicking the magnifying glass.

MName
@) |1B Grade Scale
Provincial Intermediate Mark Scale

Provincial Mark Scale Final Marks

Provincial Mark Scale Interim Marks

Provincial mark scale final assigns numeric value of 25% for letter grade - F, no
numeric value for letter grade - 1.

Provincial mark scale interim assigns no numeric value for letter grade - F,
numeric value of 25% for letter grade - I.

See Appendix D for grade scale definitions.
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o If the district permits, teachers can go to the Tools top tab > Grade scales side
tab > Options > Add to create their own grade scales

o Semester Cumulative Average
o Select this checkbox to show a semester cumulative average.
o Students and family can view this column in the Student and Family views.

e Cumulative Average

o Select this checkbox to show an overall course cumulative mark calculation.
Selecting this option along with a default weighting of Category Total Points
produces a total cumulative mark calculation. Note: this option is only available if
the School > Preferences > Grades has Semester Cumulative Average and
Overall Cumulative Average checked.

13.0 Gradebook > Details: Linking Classes, Grade
Calculation Weights

A teacher can link his/her classes allowing them to create categories and assignments
for one class which automatically add them to other classes linked to it.

13.1 Link Classes

e Goto Gradebook top tab > Select a class > Details side tab

¢ Review the information on the Details screen for the class selected.

¢ Inthe Average mode dropdown, teachers can override the averaging method they
selected in Preferences.

e On the right side of the screen, under the heading Classes linked for assignments
and categories, click the Select button and select sections that are the same as the
class you are viewing. Enter a name for the group of linked classes. Note that this is a
required field. Linking classes enables the teacher to enter information for categories
and assignments just once for each course. MyEducation BC will duplicate the
categories and assignments for each of the linked classes.

Pages My Info Student | Attendance ‘Gradebook Planner Tools

Options Reports Help

2]
Class List :: 2013-2014 - MBI--11-45-02 - BIOLOGY 11 E E E [E]

Default Template

Roster ourse Nickname MBI-11-45-02 Classes linked for assignments and categories:

Seating Chart scription BIOLOGY 11

roor 130
Groups 1MBI-11-45-01 BIOLOGY 11 s2 &7(1)

1201)

Course Description Sched Term Schedule ‘

:fm;mn;s o Select
Standart

Enter a name for your linked sections.”

Categories Bislogy 11

Assignments

Scores

Drop mode. ® Donotdropscores  (7) Drop lowest oversll score () Drop lowest scors by category

e Click Save.
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¢ Return to Gradebook top tab > Details side tab and repeat the above steps to create
additional links.

Note: Creating assignments for linked classes does not adjust dates or grade terms.

13.2 Grade Calculation Weights

Where school, grade preferences are set to Allow editing of term weights by staff is set to
checked(yes), courses set up with calculated transcript definitions can be adjusted by teachers.

Pages School Student Staff Attendance Conduct ched Global Tools  Admin

Options Reports Help Y E h =

School Courses

0 of 2 selected /7 Custom Selection

CrsNo  (Flavour |Description Department  [Credit |Weight |Level |Level Type [Year SchoolLevel |Grdlvl |TransDef> Name Rutr| ize |FundingCode |SubjectAres
Not Calculated

2015 |Secondary 10 uarisry - No Caloulsted Finsl 4T

MS5-10 (350 SOCIAL STUDIES 10 [Socisl Studies 4.0 [1.0 Reguler [Regular (Class

2015 |Secondary 1 Quarterly - With School Exam s Calculated

Courses
Details
Build

MSS-11 [550 SOCIAL STUDIES 11 Social Studies  [4.0 1.0 Reguler [Regular (Class

From the course details screen in the gradebook, in the lower block of the window teachers can
change the calculation of the final mark by adjusting the weightings of the terms and/or exams.

Grade calculation
weights @3 Grade Q4 Grade School Exam 2

Default| Actual |Default Actual |[Default Actual

Final Mark| <40 4.0 4.0 (4.0 2.0 (2.0

Apply weights to other selected classes

Note: School View > Grades > Grade Post Controls must have the dates for the final grade term
“open” for weights to be adjusted.

14.0 Gradebook: Creating Categories and Assignments

14.1 Create Categories

Categories define the type of assignments teachers will use in student assessment. The QRC
Advanced Gradebook, is an excellent resource for step-by-step instructions. Defaults selected
when creating categories can be overridden for individual assignments within the category.

e Goto Gradebook top tab > Select a class > Categories side tab.

e Any existing categories for the class are displayed on the screen.

Staff View & Gradebook Setup v1.1 Page 32



hag <
cisia - MyEducation FUJITSU

Class List :: 2013-2014 - MBI—11-4S-02 - BIOLOGY 11 (e ][«] [»][»

Details 00f 3 selected 7 All Recora

Code Desc Defautt GradeScale > Name Weight Percent
Roster

assIGN \Assignments Provincial Mark Scale 50.0 50.0%

Seating Chart

Labs Labs Provincial Mark Scale 250 25.0%

Groups Tests Tests & Quzzes Provincial Mark Scale 250 25.0%

Reporting
Standards

Categories
Details

Assignments

Scores

e Goto Options > Add to create additional categories. Note that if the course is linked to
another you will be provided the option in this screen.

Class List :: 2013-2014 - MBI--11-45-02 - BIOLOGY 11 :: New Category

. ones
Details
Roster Code * Labs
Seating Chart Description * Labs
Weight 25
Groups
Reporting Assignment Defaults
Standards
Categories Grade Scale > Name Frovincial Mark Scale O x
» Details
Entry mode Both -
Assignments Total points * 100
Scores Extra credit points o
Score cannot be dropped D
Visibility type Public -

Also add this category to linked classes

Cancel

o Code — An abbreviated label for the category to fit in the column header in the
Gradebook (HW)

o Description — The complete name of the category (Homework)

o Weight — Enter the weight of the category in terms of the value of its percentage
when calculating the average. For example, the category homework might be 25
% of the term grade.

o Grade scale — Select from the dropdown

o Total points — Number of points anticipated for each assignment. Can be
changed for individual assignments.

o Extracredit points — Enter value if assignments in this category will routinely
have extra credit points.
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o Score cannot be dropped — Check this box if you do not want the system to
drop any lowest scores from this category.

o Visibility type — Private means that assignments in the category will not be
seen in the portal. Public means that assignments in the category are
displayed in the portal. Public-no grades means that the assignment appears in
the portal, but no grades entered by the teacher appear in the portal.

o Also add this category to linked classes — MUST check this box so that
categories are duplicated in all linked classes.

o Save

14.2 Create Assignments

Assignments can be created in the same manner as categories from Gradebook > Assignments
> Options > Add. They can be added by clicking the Add Assignment button at the top right
from Gradebook > Scores or using Options > Add from this view. Assignments can also be
added from the Planner.

e Goto Gradebook top tab > Assignments > Side tab > Options > Add assignment.
Complete the New Assignment template.

==
General Portal Description ‘Standards
Classes * MBI~11-45-02 (selected) Options
MBI~11-45-01
Exira orsant (]
> ASSIGN Q Exira aredt pointz 0.0
08 oomumn nems = A2 T —— 3
Assigument name = Assignment 2 Soors not droppabis o
Ot msignaa - = Vissan toe Public -
iy mos Eoth -
Dinde cum = 21082014 =
orace soske Provincial Mark Scale ox
Total points * 0.0
orass rarm o4 Q
Onl bmi . :
nline submission R ® None (7 Daily % Weekly ) Monthiy
Openasts =
Cioss axis ::::]
Update changes to linked assignments
Resources Provided by the Teacher
Add File Add
- & Wapin

e Category — Click the magnifying glass and select a category.

e Gradebook column name — Enter an abbreviation for the name of the assignment.

e Assignment name — Enter the full name of the assignment.

o Date assigned — Date on which assignment will be given to the class.

e Date due — Date on which assignment must be turned in.

e Total points — Total points without extra credit; what the assignment will be out of.

¢ Online submission — To enable online submission of assignments, enter an Open date
and a Close date. Note that the Student Portal must be open to enable online
submission of assignments.
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Extra credit — Check the box ONLY if the ENTIRE ASSIGNMENT is extra credit.

Extra Credit Points — Enter points value for extra credit if the assignment includes a
component for extra credit.

Sequence number — Optional. Assign a number if the teacher is using sequence
numbers to organize assignments in the Gradebook.

Score not droppable — Check the box if the score cannot be dropped when calculating
averages. (Relates to field in Category definitions.)

Visibility type — Public means assignment can be viewed in the Portal. Private means
neither the assignment nor the grade can be viewed in the Portal. The grade viewed in
the portal will be different from the average in Gradebook. Public no grades means the
assignment appears in the portals, but no scores or grades appear.

Entry mode — Select Letter Only, Numeric Only, or Both from the dropdown.

Grade Scale- Click the magnifying glass and select.

Grade Term - Select the term in which the grade will be used in the calculated average.
Important at the end of a term.

Recurring Options — Select Daily, Weekly, or Monthly to repeat the assignment at the
designated frequency. Example: a weekly spelling test. Selecting a recurring option
prompts a popup in which parameters for the frequency are defined.

Also add this assignment to linked classes — Check the box to duplicate the assignment
in the Gradebook for linked classes. This option does not appear if the class for which
the assignment is being created is not linked to any other class.

Resources Provided by the Teacher — The teacher can add files and web links. The
Student Portal must be open to enable students to access the links and files. Schools
which use Curriculum and Learning can also add Online Quizzes and Google Docs.
Save

If the Student/Family Portal is open and the assignment is public, click the Portal
Description tab. Enter assignment description and details.

Go to Scores side tab to view the new assignment column created in the Gradebook. If
the column does not appear, change Grade columns dropdown to All. In Set
Preferences > Gradebook, be sure Enable gradebook features is checked.

15.0 Gradebook: Categories and Assignments - Options

The Options menu for Categories and for Assignments provides opportunities to copy and
import, as well as add and delete.

15.1

Categories > Options

Categories > Options for a selected class not only enables the user to Add a Category as
outlined above, but is also where the user can Delete a selected Category. In addition the user
can Import Categories from other classes.
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Pages My Info Student  Attendance ' Gradebook  Planner PD Tools

Y & h = H
4-2015 - MS5--10-01 - SOCIAL STUDIES 10 E El E E

All Records

Weight Percent

‘assignments 70.0 70.0%

Seating Chart [Tests 30.0 30.0%

Groups

Reporting
Standards

Categories
Details

To Import Categories use the magnifying glass to access the pick list of classes from which to
select categories. Choose Selected to pick individual categories from the chosen class, or click
to select All Categories from the chosen class.

[ tsl.myeducation.gov.bc.ca/aspen/importC
' g P |

Import from ‘ Q

Category

Selected

All Categaries

Categories to import: 0

e

15.2 Assignments > Options

From the Assignments > Options menu the user is presented with the ability to Add an
assignment as described above.
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Pages My Info Student  Attendance = Gradebook

Options Reports Help

015 - MSS--11-03 - SOCIAL STUDIE

|GBCDIumnName

Assignments
Details

Additional options include:
e Add Ungraded Assignment
e Delete

e Copy Assignments - This will copy a selected assignment from a class to the same

class.

¢ Import Assignments - Users can import assignments from any of their other classes to
the current class. Dates are automatically adjusted if copying from one term to another;
however the dates and the terms will likely need to be changed to meet the teacher’s

needs.

[ tsl.myeducation.gov.bc.ca/aspen/importAssignments.do

| Import from

2015 M55-11-01 SOCIAL STUDIES 11 Q

Assignments

(@) Selected
1 Category

() All Assignments

Assignments to import: 1

=
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¢ Shift Assignment Dates -

Shift Assignment Dates

School days to shift T Forward ¥
Dates to adjust
Assigned
Due
Submission open

Submission close

& & & & S

Update grade terms as needed

OK Cancel

16.0 Gradebook > Scores: Entering Student Assignment/Test
Marks

In MyEducation BC student marks are entered in the Scores window by clicking in the
appropriate cell and either manually entering the mark or by using the Ctrl-L option to select
from the list of acceptable values. The view in this screen is determined in part by the
preference settings outlined in Section 3.0 above. Refer to the QRC Advanced Gradebook,
Side 2 and the QRC Tips & Shortcuts-Teachers.

16.1 Entering Marks for Students

16.1.1 Scores Window for Mark Entry

e Goto Gradebook > Select class from class list > Scores side tab.
¢ Note the information and icons in yellow shaded column header.

o Enter students’ assignment scores in the Gradebook column.

e Use the following shortcuts:

Control + D — Fills all cells below with the same score.

Control + K — To undo the last change.

Control + E — To exempt a grade from the calculated average.

Control + N — To add a footnote visible only to the teacher. Footnotes are
created on the Tools top tab. Enter a score in the cell, press Control + N on the
keyboard, and select the note from the pick list.

o Control + M —To add notes. Notes can be visible to the teacher only or to the
student and parents. Note that a score must be entered in a cell prior to using
this feature to add a note.

o O O O
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Class List :: 2013-2014 - MSC--10-45-05 - SCIENCE 10

Student Fields Grade Columns Term Status Class
Details
Default Fields - D All - B o4 - @ Enrolled (7) Withdrawn MSC-10-4 + Post Grades...
Roster
Al i |as
Sealing Charl 0616 B
Name Grade | ASSIGN
Groups 10 pts.
: %a
Reporting
Standards Avisen, Frank a8 g 90.0A
: Besch, Edd s |7 .
CiEETES = i T0.0CH
Calendars, Heidi 0s |
Assignments
Ervington, Robbis 08
Scores Hess, Mervin L]
Student
Assignment Lunde, Pergy 08
Mathew, lscbelle 09
MoGregar, Winston 08
Olive, Ellict o
Rayne, Aldis 09
Average score 808 80,08

e Special Codes - Special codes impact the grade entered in a cell. Special codes are
created from the Tools top tab. To utilize special codes in the Gradebook, the code is
typed into the cell. There is no shortcut for entering special codes.

Note that these shortcuts can be viewed from the Options menu when working in the
Gradebook scores columns as well as on the QRC. There are also a number of icons that
appear in the Gradebook to indicate that a column is locked, assignments have been uploaded,
etc. Goto:

Help > Videos > Quick Reference Guides > MyEducation BC Gradebook Essentials >
Gradebook Symbols and Icons to see a complete list of all the symbols.
e Enter 0 (zero) for assignments not submitted. The system does not include blank cells
in calculated averages.
¢ MyEducation BC automatically saves each entry and updates the average when the
user leaves a cell.
e To view grades for a single student, click on the student’s name.

16.1.2 Accessing the Scores View From Pages

The Scores window can be accessed quickly and easily from the Pages top tab start screen. In

. : ¥,
the Teacher Classes widget, select the course and click on the Grades = icon.
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17.0 Gradebook: Posting Grades

There are two ways to enter grades for a report card:

e Entering a term grade directly to term grade screen for report cards. (Teacher manages
daily assessment outside of MyEducation BC).

o Posting grades from teacher-created categories and assignments. (Teacher uses
MyEducation BC to manage daily assessment).

17.1 Entering a Term Grade Directly to the Term Grade Screen.

1. Login as ateacher.

2. From the Pages top tab, click on the T4 icon beside the class for grade entry. This
takes you to the Gradebook top tab and the Scores side tab.

3. Inthe Grade Columns field, choose Post Columns — Term.

4. Inthe Term field, choose the appropriate term for which grades are being entered.

Student Fields Grade Columns Term [ Status Class Post Grades...
=tz s =t O s - Ted o1 Wi 551108 :
Default Fields v Post Columns - Term v Q3 v ®) Enmolled Withdrawn M35 s v Add Assignment

Q2 Grade Q3 WH Q2 Com

Name vos | ¥ I ¥ {_!_

o Black pushpins with no shape beside them appear in the column headers prior to
the dates defined for mark entry and appear in the Grade Post Controls.

o Green pushpins with a triangle beside them appear during the dates defined for
mark entry. This lets the teacher know that the grade post window is open and they
can enter marks and post them.

o Red pushpins with a red square beside them appear when the Post button has been
pushed.

5. Enter grades, work habits and comments as appropriate. Data is automatically saved.
Comments can be entered manually after clicking on the notepad icon. Clicking the
black triangle at the top right of the comment box opens the comment bank selection

box.
Assignment
- E] Q3 b fidd — = “
e
Q:inm | I '|.‘ http://tsl.myeducation.gov.bc.ca/aspen/textCommentEdit.do?std=stdX2000457083&colCla: 2 ~ B & X |
\ -

¥ & Snaglt E [

B % l Student Blizard, Dea |
) &

d [ [ L) L3
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Clicking on a comment places it in the comment field. Show My displays the users
comments only within the selected category.
Student Elizard, Dea
Category 1 M D Showr My
Codes
Subject All -
Workz well independently. A plessure fo fesch.
General
Shows 5 gpecial apiifude in thiz courze.
General
6. The Options menu provides the following:

Quick Tips: Use the Options menu for shortcuts available for entering data, or use the
quick keys.

Lookup (Ctrl+L): shows the user the valid values that can be entered into that field, if
defined.

Fill-Down Values (Ctrl+D): takes the value in the cell the user is in and copies it down
to all students below that cell. This works for comments as well as grades.

Revert Current Cell (Ctrl+K): returns the cell value to the previously entered value.

Pages School St

Options Reports

Logkup (Ctrl+L)
Clal ril-Down values (ctri<D)

Revert Cumrent Cell (Cri+K)

For transcript definitions with a calculation, an “Update” button will appear in the Final column in
the final reporting period for courses. Clicking the Update button will populate the final grade
according to the calculation in the transcript definition.

Grade Columns Term Status
Pest Columns - Term - E] Q4 - @ Enrclled () Withdrawn
| Grade 4 WH 4 Com SchExam 52 Final
Iy I d» d» d»
[4

Staff View & Gradebook Setup v1.1 Page 41

v

m »




BRITISH

[o®)
MyEducation FUJITSU

COLUMBIA
7. When data entry is complete, click the | PestGrades.. | b0 This process creates the
the grade record for the student which will appear on the report card.
8. Use the Class dropdown menu to select the next class.
Class
MS5—10-05
MS5—11-03
9. Repeat the process until grades are entered for all classes.
17.2 Posting Grades From Teacher-created Categories and
Assignments
1. Login as ateacher.
2. From the Pages top tab, click on the T4 icon beside the class for grade entry. This
takes you to the Gradebook top tab and the Scores side tab.
3. Inthe Options menu, select Update Post Columns.
4. In Step 1 of the Update Post Columns wizard, use the drop-down menu to select the
appropriate Grade Term. Leave the Grades to update at Term grades for all students.
5. Click Next.
6. In Step 2 of the wizard, use the drop-down menu to select the grade to populate the term

report card grade for the students in this class. Click Next.

@1 Grade {Do Mot Update) -

Do Mot Undate
# Average: 1

Average: Cumulative
Average ASSIGN Q1
Average: Tests 1
Assignment:Assignment 1
Assignment: Assignment 2
Assignment: Assignment -1
Azsignment.Assignment 2
Assignment: Test 1
Assignment: Test 2

For transcript definitions with a calculation, an “Update” button will appear in the Final column in
the final reporting period for courses. Clicking the Update button will populate the final grade
according to the calculation in the transcript definition.

Q4 Grade Q4 WH Q4 Com SchExam 52 Final
1% dr " 1% dr I
Update
70 G [# a0 7B
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7. In Step 3 of the wizard, confirm that you have selected the correct grade term and grade.
Click Finish. This will move you to the Scores side tab where you will see the term
grades populated for each student. Complete the entry of work habits and comments.

Class List :: 2012-2013 - MAC--11-4L-1 - ACCOUNTING 11

Details Student Fields Grade Columns ‘ Term [
Default Fields - E] Past Columns - Term

Ruoster

Seating Chart 21 Grade Q1 WH 1 Com
I I I

Mame YOG

Groups

Reporting Adam, Feam 2015 /88 h
Standards

Addey, Sukhbir T 2015 gg

Categories Adtins, Sacha [ (201344

Assignments Afifi, Spencer 15 2013 g

[od) [od 7] B o2

ISCDTEE Belcher, Suzanna |2015|g4

8. When data entry is complete, click the | PestGrades.. | b ion  This process creates the

the grade record for the student which will appear on the report card.

9. Use the Class dropdown menu to select the next class.

Class E

MAC-11-4 - E

MEM-11-4L-1
MAF~11-4L-1
MCH-11H4L-1
MCOR-11-4L-1

MBI-11-4L-1
hARMA-11-4L-1
MAC~11-4L-1

10. Repeat the process until grades are entered for all classes.
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18.0 Gradebook: Reports

18.1 Gradebook > Class List Reports

From the Gradebook top tab > Class List, choose Reports. If you don’t want reports run for all
classes, check beside the classes to select, do an Options > Show Selected.

Pages My Info Student  Attendance = Gradebook
Options Reports Help

Blank Grading Sheet

Class List

Details

Description

Roster
| [YED-1A-12 TEACHER ASSISTANT 11

Seating Chart |l [} SN SOCIAL STUDIES 11

Reports available are:

o Blank Grading Sheet - a very handy report providing a class list and up to 10 columns

Page 1 Grading Sheet April 6, 2015

Schedule: 1(Day 1) MSS--10-01: SOCIAL STUDIES 10 Term: S1

Student Name
Carson, Robert
Dubinsky, Liam
Elangovan, Kristian
Gatenby, Gisele

e Class Lists - List students and YOG

Kamloops/Thompson Valleyview Secont

Class List
Page 1 April 6, 2

MSS-10-01: SOCIAL STUDIES 10

Teacher Bill, Dodie

Room 104

Schedule 1(Day 1)

Term 51
Student Name YOG
ICarson, Robert 2017
Dubinsky, Liam 2017
Elangovan, Kristian 2017
IGatanhv Gissla m7

¢ Course Recommendation - Used for next year scheduling
¢ Grade Input Sheet - Report for entering or displaying term grade and work habits.

Staff View & Gradebook Setup v1.1 Page 44



BF 5 -
cisia - MyEducation

[e®)
FUJITSU

Kamloops/Thompson

Grade Input Sheet

Valleyview Secondary

Page 1 April 6, 2015
Teacher: Bill, Dodie
Department:
Course: MSS--10-05 SOCIAL
Grading Term: Q3
Schedule: 2(Day 1)
X |Name YOG ||Q3 Q3 WH
Grade
Adamson, Beatrix 2017 |77
Ayeni, Garth 2017
Bremner, Casey 2017

18.2 Gradebook > Scores Reports

A number of analysis reports can be found from Gradebook > Scores > Reports. These reports

include:

e Assignment History
e Assignment Summary

e Class Attendance Summary

e Class Statistics

e Course Recommendation

e Gradebook Sheet

o Progress Reports - see below
e Student Average Breakdown

18.2.1 Progress Reports

Progress reports can be run on a class of students or selected students. Teachers have a
variety of parameters to choose from and the option to enter a message to display on the
progress report. Individual student progress reports can be emailed to parents; clicking to email
the report in Step 6 of the wizard prompts for the family members to be sent the report.
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19.0 Report Cards

A class set of report cards can be printed from class rosters as described in Section 11.0. To
print report cards for all students or for a select group of students, go to the Student top tab. For
only a select group of students, select the students and go to Options > Show Selected. To run
the report cards, begin from Reports > Report Cards and choose the appropriate report card.

Complete the parameter form and click Run.

Report Cards - Middle Years and Secondary

Report Card Type

School year

Term

Students to include

Search value

Sort students by

Alternate mailings

Exclude classes without term grades
First Name Format

Last Mame Format

Suppress Course Teacher Name
French Language

Display School Final Exam
Print on Both Sides

Print Info Page

Display Attendance Summary
Display School Message
Teacher Signature Required
Parent Signature Reqgiured
Include Term Comments
Display GPA

Responsibility

Print on Legal Size Paper

Format

Include Behaviour, Attitudes and Social

Mame b

Run Cancel
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20.0 The Planner

The Planner is a useful visual calendar of upcoming class related items and appointments.
Class assignments and tests can be viewed from the Planner and filtered for a particular class
and/or term.

Pages My Info Student Attendance Gradebook Planner  Tools

Options Reports Help A MyResources  Fd

Term: Day  Week
R g
 STUDIES 10 April, 2015 Mext This Manth

|| M55--10-05

W Sun Mon Tue Wed Thu Fri Sat
7 MSS--10-08
. 30 3 1 2 3 4
MSS--11 SOCIAL
STUDIES 11
0 MS5--11-03
[ MS5--11-08
YED--1A TEACHER 6 7 2 9 10 11
ASSISTANT 11 [Rssignment 2 J|[Rssignment 2 | |[ssignment 2 ||[Bssignmentz ]
[ YED-1A-12
Linked Sections
13 14 15 16 17 18
C— | T |
» Add Assignment
» Add Ungraded Assignment
» Add Appeintment
20 21 22 23 25
27 23 20 30 1 2

The Planner displays student assignment dates as set in Gradebook > Assignments.
Assignments can also be added from the Planner either by clicking on a date and opening up an
options menu including; Add Assignment, Add Ungraded Assignment or Add Appointment.
The Options menu includes these items as well as Edit A Calendar Item, Delete A Calendar
Item and accessing Planner Settings.

Pages My Info Student @ Attendance Gradebook | Planner Tools
Options Reports Help

T Day Week

E

Sun Mon Tue

If using Group > Events, these too will display within the Planner.
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21.0 Tools

Provided in the Staff View for teachers is the availability of Special Codes and Footnotes

which offer further methods of notating information to student assignments. It is under the Tools
top tab that teachers can also build their banked Comments.

21.1 Special Codes

Tools top tab > Special Codes side tab

Teachers can create special gradebook codes to exempt an assignment score from a
student’s average or to count as a zero (0). For example, you might create the MED
(medical) code to explain why a student did not complete an assignment, and then
determine that the score does not affect the student's average.

Note: Be careful not to create a code that is already represented in your grade scale. For example, you
do not want to create a cheating code C if your grade scale contains a C grade.

21.2 Footnotes

Tools top tab > Footnotes side tab

Create footnotes to add special notes to scores on the Scores page. The notes do not add
or subtract any points, or affect the student’s average. They simply offer you a place to
record notes regarding an assignment grade.

For example, a student might receive a C for an assignment — two grades lower than he
actually earned, because he submitted it two weeks late.

After you enter a footnote for a score, the code you select appears next to the score. To
view the footnote, use your cursor to hover over the footnote code

21.3 Teacher Comment Bank

Teacher comment banks fit within the school bank which fits within a district bank, should there
be one. The school should have a single comment bank created for the teacher to select and
add their own comments. The comments of each teacher/user are visible only to the individual
who created them even though they reside within the greater bank. It is important to understand
that only a single comment bank can be associated to each course from the School View,
Schedule > Courses > Details. It is for this reason that if a district wishes to create a bank then
the schools should enter their comments within this one as should the teachers. Otherwise the
school should create a bank within which the staff can enter their comments and then only one
bank exists to be added to every course. Please be aware that comment banks were converted
into MyEd from BCeSIS.

1. For staff members: Log on to the Staff view. Click the Tools tab and the Comments side-tab.

2. Alist of any comment banks already created appears. Select a comment bank, and
click Comments side tab > Codes sub-side tab.

3. On the Options menu, click Add. The New Comment Bank Code page appears.
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4. Inthe ID field, type an identifier for the comment, such as a number or short combination of
letters and numbers to identify the comment for users. Users can use this ID to search for the
comment.

5. Inthe Preview field, type the text of the comment to let users know what will be inserted in the
field if they select this comment. This does not have to match the value you enter in the
comment field. For example, you might type (Student) is disruptive in class so that users will
know the student’s name is inserted once they select it.

6. Inthe Comment field, type the actual comment. You can include a variable, which is text
enclosed in double curly braces {{xxx}} and a filter, which is pipe-delimited text after a variable
(hold the Shift key while clicking the backspace key to create the | symbol). For example,
{{studentName|capitalize}} prompts the system to insert Jon instead of jon.

7. Inthe Category 1-3 fields, you can enter specific names for the categories defined for the
comment bank itself. For example, if the comment bank has Category 1 defined as
Department, Category 2 defined as Course, and Category 3 defined as Level, the
specific categories you might enter for a comment could be English, Creative Writing,
and AP.

See Appendix B for further details on comment banks and the use of variables.
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Appendix A — Understanding Average Modes

Select Your Averaging Mode
In your user preferences, select the mode you want Aspen to use to calculate your
gradebook averages.

Note: You can determine a different averaging mode for specific classes on the
Class Details page. Click the Gradebook tab. Select a class, and click the Details
sidle-tab. At the Average mode drop-down, sefect a mode for that class, and any
classes linked fo thaf class.

To set your default weighting mode:

1. Click Set Preferences at the top of your Staff view, and click the Gradebook
sub-tab.

2. Click the Default weighting drop-down to select one of the following:

+ Categories only + Total points

Shade altersate lines &)
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Show studies L]
Enstim gracebonk
s =
Ansizpmant com - Frra—
o Cate gus (sscenag
Shorw poinks in headers ¥
Shm category names in e
[inaly
Publish assignnent |
.......
Shiw shudert derts ]
Shuw courss seloction o]
reconmendation
Anchir ausrages =
[Ty
]
Ducimals
Grae soake
Shows semanie
averages

[ax] [ cancei

+ Categories and assignments + Category total points

A.1 Averaging Mode #1: Categories only (weighted categories)

1. For each assignment category you create, define a weight for the category (for example,
HW 25; Quizzes 25; Test 50).
To calculate a category average, Aspen converts each assignment score within a

category into a percentage, adds them, and divides by the number of assignments in the
category:

2.

PD

Gradebook
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3. Aspen multiplies each category average by the weight you define for the category
(divided by 100), and adds those values to determine the student’s term average:

My iInfo  Student Attendance

Repors Help

Gradebook

Flanner

PO Tools

Class List :: 2012-2013-011-01-English 9 C

Swuden Fields Grage Columnes Tarm SEls
Defouli Feids v o] Awerages [ = = @ Eredlled T Withdeswn
Homewos G| Quiz @3 Ten@a a3
sama vos| B O O O i

Andegras. Lillion 2018 so.0 B-

1000 As

7.0 A

54.0 A I

Azsignmenls

SCOres

Student

Concean, Matihew T 2018 100.0 A+

HW Awrg = 80 x 25 (weight of Homework category)= 2000/ 100 =20
Cluiz Avg = 100 1 25 (weight of Quiz categary)
Test Avg = 97 x 50 (weight of Test category)

= 2500 /100 =25
=48R0 M0 =484

TERM AVG: 93.6 (84)

Godas, Judith

A.2 Averaging Mode #2: Categories and assignments (weighted)

1. For each assignment category you create, define a weight for the category (for example,
HW 25; Quizzes 25; Test 50), AND for each assignment you create (for example, Quiz

1. 10, Quiz 2: 20).

2. To calculate a category average, Aspen converts each assignment score within a

category into a percentage (5 = 100%), then multiplies that percentage by the weight
you define for the assignment divided by the total number of assignments (100x2/7).
Those values are added: Note: Even though there are five assignments in the screen

below, since two of them have a weight of 2, the total number of assignments is 7:
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3. Aspen multiplies each category average by the weight you define for the category
(divided by 100), and adds those values to determine the student’s term average:

Category Average Weight
HW 86 X 2500 =21.5
Quiz 100 X 251100 =25
Test 97 x  50/100=48.5
Term Average: 95

A.3 Averaging Mode #3: Total points

1. To calculate category averages, Aspen adds all the points earned by a student for each
assignment in a category. Then, Aspen divides the total points earned by the student by
the total points possible:

Pages My Infe Student  Attendance Gradebook Flanner FD Tools

Dptiona Reparta Help
Class List :: 2012-2013-011-01-English 9 C
Dietails Student Fields Girsde Columns Term Srahrs.
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Roster
Seating Chart Homework 03 | ORI HW-1 CIMRA H-2 Okifd Hit3 DRILY Hifi DRkl HR-G
_ =] o1z 023 0i2d 0128 DFZE
Al DUpE Mama OGS Haommseoi Hormidl Hesriswoni Hofmewan Hoimss o
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Catagares ‘i g & ] & 8 ﬁ a ‘i g
Assignmenis Androas, Lillian 2010 |B0.0 B- " o 5 ] 5
Bronsted n, Waler 2018 [20.0 8- = s 5 1 ]
Byme, Frser 2078 60,0 b Foints earned: 5+0+5+5+5=20 . .
P - . Foints possible: 5+5+5+5+6=256
: (e i 20125 = B0% Homework Average |° &
Chin, Sesah 2018 |40 B 3 [ ] [ 9
Cismmings. Hyle 2018 80.0 B- 1 5 5 5 3
—

2. To calculate term averages, Aspen divides the sums of the points earned in each
category by the points possible across all categories. For example, a student earns the
following total points: HW (20) + Quizzes (100) + Tests (97) = 217 out of the points
possible across all categories: HW (25) + Quizzes (100) + Tests (100) = 225. Aspen
divides total points earned (217) by total points possible (225), resulting in a 96% term
average.
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A.4 Averaging Mode #4: Category total points

1. To calculate category averages, Aspen adds all the points earned by a student for each
assignment in a category. Then, Aspen divides the total points earned by the student by
the total points possible:

Pages My Info Student  Attendance  Gradebook Flanner PD Toecls

!:lFI"':r'IE Raparta Halp
Class List :: 2012-2013-011-01-English 9 C
Detallz ftudent Fields Girsde Columnz Term ety
D=iBuh Fizide - Cairgany: Homework - 23 - ® Enrlied () Withdeaan
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Seating Chart Homework 03 | CHM HA-1 CIMRA HIW-2 IR H-3 RN A DRI HALS
o =] o122 01123 0124 0126 O1rZFE
weroups [ vOG HOm Homewod Homawniic Homewark HOME
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To calculate term averages, Aspen multiplies each category average by the weight you define
for them, and adds those weighted values:
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Appendix B — Comment Bank Variables and Setup

Create Comments in a Comment Bank

After you create a comment bank, define the comments that are available within the bank.

When you create a comment, you can use variables to call information specific to the record or
student the comment is being entered for. For example, if you use the variable
{{person.firstName}}, the system inserts the student’s first name where the variable appears in
the comment text:

{{person.firstName}} is a pleasure to have in class = Jane is a pleasure to have in class
To create comments in a comment bank:
1. Do one of the following:

e For adistrict: Log on to the District view. Click the Admin tab, then the Data
Dictionary side-tab. On the Data Dictionary side-tab, click Comments.

e For aschool: Log on to the School view. Click the Admin tab and the Comments
side-tab.

e For staff members: Log on to the Staff view. Click the Tools tab and the Comments
side-tab.

2. Alist of any comment banks already created appears. Select a comment bank, and click
Codes on the Data Dictionary side-tab.

3. On the Options menu, click Add. The New Comment Bank Code page appears.

In the ID field, type an identifier for the comment, such as a number or short combination
of letters and numbers to identify the comment for users. Users can use this ID to search
for the comment.

5. Inthe Preview field, type the text of the comment to let users know what will be inserted
in the field if they select this comment. This does not have to match the value you enter
in the comment field. For example, you might type (Student) is disruptive in class so that
users will know the student’s name is inserted once they select it.

6. Inthe Code field, type the actual comment. You can include a variable, which is text
enclosed in double curly braces {{xxx}} and a filter, which is pipe-delimited text after a
variable (hold the Shift key while clicking the backspace key to create the | symbol). For
example, {{studentName|capitalize}} prompts the system to insert Jon instead of jon.
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7. Use the following table to enter the available filters in your variables:

Filter Type | Description If you type this: This appears
in the
comment:

Count The number {{student.conductincidents|count}} 2 (the student
of elements in has 2 conduct
a collection. incidents on

record)

Capitalize The system {{person.firstName|capitalize}} Elizabeth
capitalizes
the first letter.

Titlecase The system {{"parents and caregivers"|titlecase}} Parents and
enters the Caregivers
text in
tittecase
format.

Titlecase The system {{"parents and caregivers"|titlecase}} Parents and
enters the Caregivers
textin
tittecase
format.

Ordinal The system {{person.firstName}}'s Timothy's
enters a {{student.conductincidents|count|ordinal}}incident | third incident
numerical was the last documented offense. was the last
value in documented
ordinal offense.
format.

Upper The system {{person.firstName|upper}} JANE
enters the
text in all
uppercase.

Lower The system {{person.firstName|lower}} jane
enters the
text in all
lowercase.
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Filter Type | Description If you type this: This appears
in the
comment:

Trim The system {{person.physicalAddress.addressLine01|trim}}, 123 Main

enters the such as xxx123 Main Streetxxx Street (the
text with all address
white space without any
trimmed. spaces
before or

after the text)

Gender The system {{"Male"|gender:boy,girl,it}} Gender
enters the
gender term
based on
"Male" or
"Female".

Length The number {{person.firstNamel|length}}, such as Jane 4 (number of
of characters characters in
in text. the student's

name)

Note: You can chain filters by adding more filters separated by pipe (|) characters. For
example, if you wanted to lower a text and then immediately capitalize it, you could
use {{variable|lower|capitalize}}.

8. Inthe Category 1-3 fields, you can enter specific names for the categories defined for
the comment bank itself. For example, if the comment bank has Category 1 defined as
Department, Category 2 defined as Course, and Category 3 defined as Level, the
specific categories you might enter for a comment could be English, Creative Writing,
and AP.

9. Select the Disabled indicator checkbox if you do not want this comment to appear in the
pick list for any users. For example, this would let you remove it from view without
deleting it permanently.

10. Click Save.

Note: Staff members who create comment bank codes for school-owned banks will
lose the codes if they move to a different school. However, codes created for comment
banks owned by the Enterprise or district will remain if the user who created them
changes schools within the Enterprise or district.
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Appendix C - Transcript Definitions

Transcript Definition Name

Data collected

Reporting Frequency

Additional info

Comment Only Courses - Quarterly

Term comments

Quarterly - 4 times per year

Attached to courses that only receive a
comment (Example: Social
responsibility and Term Comments).

Comment Only Courses - Trimesters

Term Comments

Trimester - 3 times per year

As above

Elementary - Interm. with Final

Uses a Rubric Definition with
Intermediate Grade Scale or
Primary/Intermediate Performance
Scale

Trimester 1, 2, 3 marks, comments
and final mark

Trimester - 3 times per year

No calculation applied. Requires a
relevant Rubric Definition.

Elementary - Kindergarten/Primary

Uses a Rubric Definition with
Performance Scale

Trimester 1, 2, 3 marks and
comments

Trimester - 3 times per year

No calculation applied. Requires a
relevant Rubric Definition.

Quarterly - No Calculated Final

Quarter 1, 2, 3, 4 marks and
comments and work habits

Quarterly - 4 times per year

No calculation applied

Quarterly - No School Exam

Quarter 1, 2, 3, 4 marks and
comments and work habits

Quarterly - 4 times per year

Calculation of Q1+Q2+Q3+Q4/4
(all terms of equal weight)

Quarterly - With School Exam

Quarter 1, 2, 3, 4 marks,
comments, school final exam, and
work habits

Quarterly - 4 times per year

Calculation of
Q1+Q2+Q3+Q4+SchExam/5 (all terms
of equal weight and school exam worth
20%)

Trimester With Calculated Final
Provincial Mark Scale

Trimester 1, 2, 3 marks, comments
and final mark

Trimester - 3 times per year

Tril+Tri2+Tri3/3 (all terms of equal
weight)

Trimester With Cumulative Final
Provincial Mark Scale

Trimester 1, 2, 3 marks, comments
and work habits

Trimester - 3 times per year

No calculation applied. Tri 3 mark
equals the final mark.

Trimester — Calculated Final (Sch
Exam)

Trimester 1, 2, 3 marks, school
final, comments and work habits

Trimester - 3 times per year

Tril+Tri2+Tri3 + SchExam/3 (all terms
and exam of equal weight)
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Appendix D - Grade Scales

The following are the Enterprise grade scale definitions.

IB Grade Scale

|| |Code Value Description Cutoff Credit? MoMumericEquiv?
Ol 980 Excellent 98.0 ¥ M
s 83.0 ery Good 90.0 y N
s 85.0 Good 80.0 Ki N
[ |4 75.0 Satisfact 70.0 ' M
|3 65.0 Mediocre 80.0 ¥ N
|z 55.0 Paoar 50.0 y N
K 25610 ery Poar 0.0 N N
Provincial Intermediate Mark Scale
[ |code Value Description Cutoff Credit? NoMumericEquiv?
O A 0.0 A 0.0 ¥ ¥
[|= 0.0 B 0.0 ¥ ¥
O |c+ 0.0 C+ 0.0 ¥ ¥
O e 0.0 c 0.0 ¥ ¥
[le 0.0 c 0.0 b b
[|=a 0. 0.0 Y Y
OIF 0.0 Fail 0.0 N N
s 0.0 0.0 Y Y
i 0.0 Incomplete 0.0 M Y
[ |w 0.0 Withdraw 0.0 M b
[ |mMma 0.0 Mo Mark 0.0 M ¥
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Provincial Mark Scale Final Marks

I:I Code Value Description Courtoff Credit? NoMumericEquiv?
s 23.0 56.0 y N
e 78.0 73.0 Y N
(A= 66.0 67.0 ki M
e 63.0 50.0 i M
O |c- 55.0 50.0 y N
JIF 254 Fail 0.0 N N
(s 0.0 0.0 Y Y
[ [rm 0.0 Req Met 0.0 y y
i 0.0 Incomplete 0.0 N *r
[ |aEG 0.0 Aegrotat 0.0 ¥ ¥
[ [ 0.0 Withd raw 0.0 M Y
] jwr 0.0 \Wdr Reason 0.0 N y
[ [mm 0.0 Mo Mark 0.0 y y
[ |s6 0.0 0.0 ¥ ¥
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Provincial Mark Scale Interim Marks

I:I Code Value Description Courtoff Credit? NoMumericEquiv?
(s 23.0 54.0 y N
s 70.0 73.0 ¥ M
[ o= 60.0 67.0 ki M
e 83.0 50.0 y N
O |e- 55.0 50.0 y N
I 25.0 Incomplete 0.0 M M
[Cl|s 0.0 0.0 Y Y
[ [rm 0.0 Req Met 0.0 y y
[ |aEs 0.0 Aegrotat 0.0 Y Y
) |w 0.0 Withd raw 0.0 M Y
[ |wr 0.0 Widr Reason 0.0 M i
[ [mm 0.0 Mo Mark 0.0 y y
JIF 0.0 Fail 0.0 N ¥
|56 0.0 0.0 Y Y
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