SMS Gradebook

First Quarter Setup SY 06-07


Overview for K-12 Teachers


I.    Logon to Gradebook

II.   Creating a Personal Gradebook

III.  Creating Assignment Scoresheets

IV.  Working with Assignment Scoresheets

V.   Working with Grading Period Scoresheets (Transferring grades to SMS ‘My Classes’)


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. Creating a Personal Gradebook

A. Opening Screen - When a teacher logs on to SMS Gradebook, the opening screen appears.  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 disk icon every few minutes to ensure your work is not lost.  Clicking save will store a copy of your gradebook on the gradebook server.
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D. Viewing Students - When you initially log on to the SMS Gradebook, all of the active and past students display in all class rosters.  Inactive students show with an italicized name.  Thus, a teacher does these directions just once.  To change the view to only active students, click Edit and click Hide Past Students.  All inactive students will be hidden in all of their classes on both the teacher-owned scoresheets and the grading period scoresheets.  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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E. Class / Subject List - The “Class/Subject” drop-down list will show all classes taught for the school year.


· Year-long classes would have one listing per class.

· Semester classes would have two listings per class.

· Quarter classes would have four listings per class.

A teacher should be careful to select the correct semester of a semester class.

A middle school teacher should be careful to select the correct quarter of a quarter class.
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F. Select a Class - From the drop-down list select the class for which to continue the set up. 
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III. Create an Assignment Scoresheet


Overview
For each different curriculum course, a teacher creates a Quarter 1 scoresheet.

(Example: A teacher would need a scoresheet for Algebra I, Algebra I Lab, Geometry)

(Example: A foreign language teacher with Spanish II, Spanish III, and Spanish IV in the same class would create a Quarter 1 scoresheet for each curriculum course.)


If a teacher has more than one class of a curriculum, then the teacher creates one scoresheet for that class and copies the scoresheet to the other class(es).

(Example: A teacher with two Algebra I classes would create a scoresheet for one of them and copy it to the other Algebra I class.)
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A. Creating a New Scoresheet – Begin by selecting ‘Create New Scoresheet’ from the list of scoresheets.
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B. Scoresheet Details - A pop-up window will now appear with scoresheet details.
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C. Name the Scoresheet - In the ‘Name’ box type in a scoresheet name.   As a naming convention, recommendations are to use Quarter – Period Taught - Course Name.

Example: 
“Q3 A-2 Algebra I” for a block schedule

                 

“Q3 P2 Algebra I” for a period schedule)
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D. Score Display Form – Now select the form for scores that you would like to have displayed.
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E. Calculation Type – Select from either Total Points, Weighted, or No Calculation.  
Note:  ‘No Calculation’ could be used as a student record of ‘Mastered/Not Mastered’ skills listed as assignments.
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F. Grading Table – Select the appropriate grading table.  In this example, the SMS table for letter grades will be used.  Select the table appropriate for your grade level.
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G. Decimal Places – Select your preference from 0 to 3 decimal places for numerical scores.


[image: image19.png]Scoresheet Details

*Name : [Q1 P2 Musics
Score display form... [Nomeric 7]
Calculation type : [Total Points [7]
Grading table : [Letter Grades 48 7]

Decimal Places ¥ Publish to K12

-
:
:
E |





IV. Working with Assignment Scoresheets

A. Navigation through Toolbar Icons – Learning the toolbar icons will assist in navigating between various views/windows while working with scoresheets.  Notice in this example, the ‘Scores’ screen is the active screen.
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B. Define Categories – Open the ‘Score Summary by Category’ screen by clicking on the icon.
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-Click on the column header ‘New’ to add a new category.
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-By typing directly over the ‘Default Category’ text, you will be able to eliminate the default and define categories specific to your assignment preferences.  Enter a name for the category and a weight.  A weight of ‘1’ will provide un-weighted grades for this category.
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-You may also want to add additional categories.  These can be weighted accordingly.  In this example they are all equal weight.  While you are creating the categories you will be prompted to apply to only this class or you can also choose to apply the categories to all of your classes.  

-When your list of categories is complete, click ‘Save’.  
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-All of your categories will now be listed across the columns on this screen.
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C. Assignment List – The most efficient way to create and keep track of icons is to navigate directly to the ‘Assignment List’.  To do this click on the ‘Assignment List’ toolbar icon.  Note:  From the ‘Scores’ screen, you could select the ‘New Assignment’ column header to instantly create an assignment.  The instructions provided in this section focus on utilizing the ‘Assignment List’ to provide a comprehensive list of all assignments to assist you in working more efficiently in Gradebook.
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D. Creating a New Assignment – While on the Assignment List screen, click on ‘New’.
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- A new row will now be added to the list.  
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-Now click on each block to enter:
 

· Assignment Name – Choose an appropriate name

· Points – Define Grade Points for Assignment

· Weight – Can be modified as needed or defined by setting up “Weighted Categories”

· Weighted Points - Calculated automatically based on defined weight 

· Category – Choose the category appropriate for the assignment

· Grading Period – Choose ‘Quarter 1’ to start the year

· Grade Item – Choose either ‘Course Grade’ for high school credit courses or the subject name for most elementary and middle classes 

· Date Assigned – This defaults to today’s date but can be modified as needed.

· Due Date – If preferred, enter a due date for the assignment
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E. Entering Scores – By returning to the ‘Scores’ screen, you can now enter individual scores for each assignment.
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F. Viewing Averages – By clicking on the ‘Roster’ column, you can select ‘Add Column’.
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-You will now have the option to select the type of grade summary you would like to view in the column.
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-If you choose, you can add more than one column.  This example shows both grade and percentage columns.
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V. Working with Grading Period Scoresheets
Description – Grading Period Scoresheets ‘transport’ your student grades from Gradebook to SMS ‘My Classes’.  Many teachers often refer to these scoresheets as ‘Vehicle Scoresheets’ because of this capability.  The grading period scoresheets allow the two applications to communicate and provide the user the ability to overwrite grades in SMS.


A. Review Assignment Grades – Once grades are entered into the Assignment Scoresheet, review them for accuracy so they are ready to transfer to your SMS ‘My Classes’ Grading Page.


B. Switch to the Quarter Scoresheet – Select the appropriate grading period scoresheet from the list.
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C. Column Choice - Click on the Grade Item column that you would like to fill with your copied scores.
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D. Copy Scores – By clicking on the column header, you now choose the ‘Copy Scores From….’ option.
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E. Copy Scores Detail -In the ‘From Scoresheet’ line, select the assignment scoresheet where your scores were entered

· Select grade item type in the ‘From Score’ dropdown

· Select the grading period scoresheet in the ‘To Scoresheet’ dropdown

· Select the destination grade item column header in the ‘To Score’ dropdown

· Click on ‘Copy’ once these settings are designated
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F. Transferring Grades to SMS – Now that the grades are copied to the grading period scoresheet, clicking ‘Save’ from the file menu or clicking on the save disk icon will transfer the scores to the SMS “My Classes” grading page for the class.
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Additional information on Gradebook is located on the DoDDS-E SIS support web site: http://www.sms.eu.dodea.edu/
8/21/2006

