SMS K-3 Grading

Entering Marks, Standard Comments and Narrative Comments in SMS

Overview 


I.    SMS Login

II.   SMS Teacher Grading Pages

III.  Entering Overall Grade Marks
IV.  Assigning Standard Comments
V.   Adding Narrative Comments
I. SMS Login


	A.  Internet Explorer
Locate the desktop shortcut for Internet Explorer and double click.   You can also access this through the Windows…Start…Programs menu.
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	B.  SMS Web Address
In the Address bar of the browser, type or copy and paste in the web address for SMS:

http://eusms.eu.dodea/ChancerySMS
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	C.  User ID and Password
Now enter your user ID and password.  The user ID is always in the format firstname.lastname.  Your password is unique to your user ID.  If your password is not accepted or has been forgotten, please contact your District SIS ET.

Click ‘Log On’ to complete the process.
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II. SMS Teacher Grading Pages

A. Default Home Page - When a teacher logs on to SMS, the ‘My Classes’ page is the first to appear.  This is the default home page for all elementary school teachers.   From this page, teachers can access their homeroom rosters, student grading pages, and attendance for the subjects they teach.
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B. Opening a Grading Page - Click on the grading icon for a subject to open the grading page.
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C. The Grades Page – The images below identify the key areas to successfully navigating the Grading (or Grades) page.    Three columns are provided for each student.  Icons in the columns for narrative and standard comments will appear to be brighter yellow in color to indicate that comments have already been added for a student.  Overall Grade marks (simply referred to as ‘Grade Marks’ in this document) will appear if they have been added on this page or from SMS Gradebook.
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D. Subject and Marking Period – Before entering marks and comments, the teacher should verify that they are choosing the correct subject and marking period with which to work.  This is also where the teacher can change subjects and marking periods as needed.
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III. Entering Grade Marks


A. Grade Marks – By selecting the box in the subject column for a student, the teacher is provided with a dropdown list of marks available.
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B. Selecting a Mark - As you select a mark, the list will collapse and only the selected mark will remain.  
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C. Additional Students - You can now proceed to select marks for additional students.
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D. Saving Changes – Every few minutes, you will want to save your changes.  To do so, click on the ‘Save’ icon in the lower right corner of the screen.
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E. Alternative Method:  Filling Columns – Should you know that several of your students are going to receive the same mark, you can use the ‘Fill Column’ method to assign the same mark to each of them.  Notice in the image below that there are 4 students with empty mark ‘cells’.  These cells will be filled together in the next step.
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F. Fill Columns – Begin by selecting Edit from the top menu bar and then select ‘Fill Columns’.
[image: image13.png]Chancery SMS™ [EMEEEEly

actions ~ EENEE Reports ~
Select Al
Deselect All
‘ No. of grag
Selected: Choose Columns.
Sort.

[ Studen

Hide Past Students

Help +

| Hext

| Home | Log off

3 Totalis
g1 2
It Comment

Lang
Arts-Re






G. Fill Options - Now select the appropriate options.  In this example we wish to fill the empty cells for all students with a mark of ‘CD’.  Once the criteria are set, click on ‘OK’ in the bottom right corner.
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H. Columns Filled – The Grading page now displays the cells filled with the mark selected.
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IV. Assigning Standard Comments

A. Limit of 5 Comments – Teachers are limited to selecting five standard comments per subject for each student.   This constraint exists to coincide with current DoDDS-E Elementary Progress Report structure.  This is also consistent with the previous Winschool electronic progress report.


B. Assigning Comments - To enter standard comments, click on the comment icon for a student.
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C. Student Standard Comments – A new window will now open that allows you to select standard comments from a list of all subjects.
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D. Subject Comments – Select the subject from the ‘View’ dropdown list.  The available comment list will now fill with the standard comments available for the selected subject.
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E. Select Comments – Click on one of the comments from the list.  To add the comment to the ‘Selected’ list, click on the right arrow ‘>’.
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The comment now appears in the ‘Selected’ list.  You can repeat this step to choose additional comments or you can add several comments at once by following the next step.
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F. Selecting Multiple Comments – You can select multiple comments at the same time by holding down the ‘Ctrl’ key on the keyboard while you click on the comment name.  When you have selected all of the comments desired, click on the right arrow ‘>’.
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G. Saving Changes - Click on ‘OK’ in the lower right corner of the window to save your changes.  Please note that ‘Saving’ returns you to the Grades page.  To assign comments for additional students, follow the next step and click on save once you are finished with all of the students in which you wish to work.  Also note that SMS ‘times out’ (logs off without saving) after 60 minutes of inactivity.  So all changes should be saved before the time out occurs.
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H. Assigning Comments to Additional Students – The process described in steps D through F can now be followed to assign comments for additional students.  To change students, select the student name from the dropdown list located at the upper left of the page.  
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V. Verifying Marks and Comments

A. Unofficial Report Cards - If you would like to verify all the marks and comments added for students, you could generate an unofficial report card.  Teachers are advised not to use the ‘Progress Report’ as this has not been established for all schools but the ‘Report Card’ has been.  To generate the report, return to the ‘Grades’ page and select ‘Reports’ from the top menu bar.  Now select ‘Report Card’. 
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B. Report Options – Choose your ‘Homeroom’ from the list on the left and click on the right arrow ‘>’ to move it to the selected list.  Click on ‘Preview’ to begin generating the report.
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C. Unofficial Report Card Sample – The generated report includes all marks and comments entered for the student.  Please be advised that this report is only to be used to verify/preview marks and comments entered and should not be considered or provided to parents as an official report.  The current official ‘DoDDS-E ES Progress Report’ is described in detail on the DoDDS-E SIS support page (http://www.sms.eudodea.edu).
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VI. Adding Narrative Comments


A. Marking Periods using Narratives – Teachers are advised that while there is a place to enter first quarter narrative comments, the comments will not be printed on the official progress report.    The current DoDDS-E Official Progress Report remains consistent with past practice in that it only prints the comments for Quarters 2 - 4.


B. Narrative Comment Guidelines – The comments themselves are limited to 650 characters or less (including spaces).  Comments over this length will not save in SMS.  Any comments added over 650 characters will cause the entire comment to be deleted upon clicking ‘Save’.  Additionally, as these comments will appear on official documents (specifically the Progress Report), each comment should be reviewed using a spell check prior to entering them into SMS.  The instructions below are provided to assist in ensuring that comments are spelled correctly and do not exceed 650 characters.  


C. Creating the Narrative Comment - To begin, open Microsoft Word and type in the narrative comment for the student.
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D. Spell Check – Now go to Tools…Spelling and Grammar and perform a spell check on the text.
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E. Word Count – To ensure the comments do not exceed 650 characters, go to Tools…Word Count.
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Once the count is complete, a details window will appear indicating the number of characters (with spaces) that are used in the comment.  If the count exceeds 650, remove text from the comment as needed.
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F. Copy Text – Now highlight or ‘block in’ your comment text and right click.  Select ‘Copy’.
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G. Locations to Enter Narrative Comments - There are two locations for a teacher to enter student narrative comments: through a link on the ‘Grades’ page or directly on the ‘Student Grades’ page.  


H. Adding Narrative Comments from the ‘Grades’ Page – Click on the Narrative Comment icon for a student.
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I. Paste Text – The overall comments window will now open.  Click once to place your cursor into the text box.  Now ‘Paste’ your comment into this area by right clicking and selecting ‘Paste’.  Click on ‘OK’ when finished.
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J. Adding Narrative Comments on the ‘Student Grades’ Page – As an alternate method, you can click on the student name on the ‘Grades’ page.
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K. The Student Grades Page – The ‘Student Grades’ page includes all grading information for the student.  You can enter and edit all of the information on this page.  It can be considered a ‘one stop’ location for student grade data.  Note:  The locks beside some of the subjects indicate that they are taught by another teacher and are unavailable for editing/entering except by that teacher.

To enter the narrative comment, look to the bottom of the page and place your cursor into the white text box.  
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Paste Comment:  Now ‘Paste’ your comment into this area by right clicking and selecting ‘Paste’.   Click on ‘Save’ to complete the process.
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This concludes the K-3 Grading information packet.  For information on using Gradebook for overall grades and standard comments see the K-3 Gradebook packet on the SIS support site at:  http://www.sms.eudodea.edu .  
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