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I. Logon to GradeBook


	A.  Gradebook Icon
Locate the “Chancery SMS Gradebook icon” on your desktop and double click to open your Gradebook.
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	B.  Progress Screen
A progress screen will appear indicating the initialization of your Gradebook.
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	C.  Verify Version
When the login screen opens, look to the lower left hand corner and verify that you have the correct version of Gradebook installed on your workstation.  In this example the version is 6.5.0.060712.
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	D.  View Options
Now click on the Options button.
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	E.  Verify Server Address
Verify that the Gradebook server address line is set to:

For all DoDDS-E Schools unless otherwise noted*:
http://EUSMS/GBServerV2/GBService.asmx

*Teachers in Bitburg and Spangdahlem: 
http://EU-SMS20/GBServerV2/GBService.asmx

*Teachers in Turkey, Lajes and Bahrain:
http://EU-SMS31/GBServerV2/GBService.asmx
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	F.  User ID and Password
Now enter your user ID and password.  These are the same as your SMS login credentials.  The user ID is always in the format firstname.lastname.

Click ‘Log On’ to complete the process.
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II. The Basics

A. Opening Screen - When a teacher logs on to SMS Gradebook, the opening screen appears.  The default class/subject that Gradebook opens to is your homeroom.  Notice the green online button.  This indicates a teacher is directly connected to SMS through a network. 
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B. Working Offline - If the Offline button is red, then the teacher is working on a copy of the SMS Gradebook.  That copy could be kept on the local computer or on a memory stick (Saving and working with copies will be covered in more detail in future documentation).  By noticing if the SMS Gradebook is green Online or red Offline, a teacher can minimize any confusion as to how the gradebook is connected and where the gradebook can be saved.  For the training purposes discussed in this document, all users should ensure they are working online.


C. Saving your Work – Periodically throughout this process you will want to save your work.  Click on the ‘Save’ icon every few minutes to ensure your work is not lost.  Clicking save will store a copy of your gradebook on the gradebook server.  Saving also transfers grading information you have entered directly to SMS.
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D. Viewing Students - When you initially log on to SMS Gradebook, all of the active and past students display in your class rosters.  Inactive students show with an italicized name.  To change the view to only active students, click Edit and click Hide Past Students.  All inactive students will be hidden.  After this selection, the Edit menu item toggles to Show Past Students.  Later, if Show Past Students is selected, then both active and past students show in all classes.  The hide/show setting is preserved for the next log on.
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III. Subjects and Scoresheets 

A. Subject List - The “Class/Subject” drop-down list shows all subjects taught for the entire school year.
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B. Select a Subject - From the drop-down list select the subject with which you would like to work.


[image: image11.png]Reports_ Window:_Help
BE

40 88 E

ar

I-nt Lan... 5]






C. Hiding the School Name – To shorten the name of the class subject making it easier to identify, go to ‘Edit’…’Hide School Name’. 


[image: image12.png]% Argonner Elementary School - - Chancery SMS Gradebook
File | Edit! Yie Reports Window Help

Cla: =
Ccut CEPk

Copy Ctri+C  |MERES

Paste Chrl+y






The school name is now hidden and only the subject is listed.  
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This will apply to all the subjects in the list.
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IV. Entering Marks

A. With the subject selected and the quarter scoresheet chosen, you can now enter marks for your students.
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B. Click in the cell beside the student name under the subject column.  Select a mark to assign to the student for that subject.
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C. Repeat the process for each student as necessary.
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D. Additionally, you can enter marks using the ‘Fill Column’ function.  This method will provide each student with the same mark or you can fill the column only for those students without an existing mark.  To do this, click on the column header for the subject.
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E. Now select ‘Fill Column…’
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F. In the ‘Fill Column’ prompt, you can enter the mark (score) to use and then select to either fill over the empty cells only or to allow an overwrite of all scores in the column.  Click ‘Fill’ once you are satisfied with your selection. 
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G. The column now fills with the selection chosen.  Should you decide to change any individual marks, all that is needed is to click in the column beside a student as mentioned in A-C above.
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V. Adding a Standard Comment

A.  Click on the cell in the Comments column.  The bottom half of the window will now show a list of the available comment folders.
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B. Choose the appropriate folder of comments for your grade level and subject in order to view the comments available.
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C. Double-clicking on the Folder Name will open the folder so that you can view all of the comments available for the subject.
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D. Now select a comment from the list and then click the right arrow ‘>’ to move the comment into the box on the right.
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E. To save time and clicks, you can select more than one comment at a time by holding down the ‘Ctrl’ key on the keyboard while you click on various comments.  Move them to the right side with the arrow ‘>’.
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F. Now all of the comments selected are assigned to the student.  
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IMPORTANT NOTE: While Gradebook allows you to assign more than 5 comments, the official DoDEA progress report in SMS will only print the first five comments you selected for each subject.  So please limit your selections to 5 comments per subject.



G. Once comments have been assigned to the student, the comment icon will now appear more pronounced in color than previously for that student.
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H. After you enter comments for the student you can now proceed by either entering comments for additional students or by selecting the next subject from the subject list.
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I. Transferring Marks and Comments to SMS – To move the grading data you have just entered for each student to SMS, all you need to do is click on the ‘Save’ icon.  This will send all of the data entered to SMS where it will be printed onto the progress report.  
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These marks and comments will also appear on your ‘Grades’ page in SMS.
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This concludes the K-3 Gradebook information packet.  For information on using SMS for overall grades and standard comments see the SMS K-3 Grading packet on the SIS support site at:  http://www.sms.eudodea.edu .  In the packet you will also find information on entering narrative comments for students.  For narrative comments to appear on the electronic SMS progress report, they must be entered using SMS.  Gradebook does not provide this function.
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