Your complimentary
use period has ended.

om p I e e Thank you for using

PDF Complete.

* C

Click Here to upgrade to

Unlimited Pages and

The New “Assignments” Tab
There is a new tab on DDN Campus called “Assignments”. IF you click on the word “Assignments” you get this screen:

J Year 11-12 + School TF Riggs High School « i 01} 544031-1 Spanish Il (&) -

Index | Search | Help | 54403118 igh Il IA}
@ Hyrma Zakahi Tacher: =
= @ Student Information
General

it Teacher Preferences [ Edit Grade Calc Options [ Edit Categories §_jCreate Assignment B2 Copy Assignments E§g View Tree Validate

=
=14 Instruction

L Attendance Filter: Term: Standard/Task: Category: Student Group:

AllTerms ~  All Standards/Tasks w AllCategories v  All Student Groups v Edits to this list save automaticalty.

Grade Book
[ Grading By Task ;:t:'g ::::gnmnt
[#%+ Grading By Student

[E] paily Pianner T o13m012 [TE] 2 arammar Semester Test = Semester Test =
Roster SemesterTest | 2 (O
ﬁ Student Groups (Quia)
Newsletter
%" Admin |:| D 3 01132012 3 Vocabulario Seme?er Test = Semester Test = 0 0 0 0 0 0
[Z] Messenger -Examen del (0i
Reports Primer Semestre

= -:Il: Attendance
% Clazsroom Monitor
[ Daily Attendance
Reports
[ Account Settings

[E] Log oOff

Notice that this is where you can do several things that were scattered around before. You can
e Edit Teacher Preferences (p. 2)
e Edit Grade Calculation Options (set the curve; choose between total points and weighted; etc..) page 3
e Creating Categories (this used to be called Groups) (p. 4)
e Create Assignment (p. 5-6)
e Copy Assignments (p. 7-8)
o View Tree — (p. 9) like the folders in the old Lesson Planner

The other things included in this hand out are:
Entering Grades (p. 10-12)
Working with seating charts: (p. 13-14 )
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Teacher Preferences

{jAssignments |
0 Assignment List [5] Save Teacher Preference

Teacher Preference

This changes the preferences for the section. If the section spans muitiple terms, it will affect all terms.
Hide Dropped Students

[”] show Student Numbers

Show Student Pictures

D Invert Seating Chart Auto-Placement (Start from the bottom)

D Use Seating Chart for Attendance

[T use Canned Comments

|:| Remove percentage and calculations when using Standards (Grade Book)

Default Standard/Grading Task
Set the Standard or Grading Task you prefer the Grade Book to open with when it is first loaded.

Quarter Grade A

Web Site Address.
Share the web address of this section (appears in the Portal to students and parents)

Grade Book Last Updated
Teacher Preference Last
Modified

07/12/2011 08:19:00 -0500
07/11/2011 07:47:00 -0500

Mass Assign to multiple sections

o Hide dropped Students - (so that the students that
inactive in your class don’t show up when you are
trying to type in grades)

o Show student Numbers — (so that student ID numbers
show up on the student lists — helpful if you use QUIA
because the quia password is the last 4 digits of their ID
number)

e Show student Pictures — (I do this for the first few
weeks, to help me with names and faces; in drama
classes sometimes it takes me almost all semester to be
able to give grades to performances, etc... Checking
this box shows pictures when you score in the
assignments tab and when you take attendance)

e Invert Seating Chart Auto-Placement (Start from the
bottom)

e Use Seating Chart for Attendance

e Use Canned Comments

e Remove percentage and calculations when using
Standards (Grade Book)

[ check an
1

[ 01) 544031-1 Spanish i (A)

[ 01) 544041-1 Spanish IV (A}
[ 02) 544021-3 Spanish Il (A)

[ 05) 574011-1 Drama |

[ 06} 574011-2 Drama |

[ 07) 574011-3 Drama |

[ 08) 992400-45 Homeroom
2

[] 01y 544031-1 Spanish Il (&)

[ 01y 544041-1 Spanish IV (A}
[ 02y 544021-3 Spanish Il (&)

[ 05) 574011-1 Drama |

[ 08} 574011-2 Drama |

[ 07) 574011-3 Drama |

D 08) 992400-45 Homeroom

&3

If you click on the Mass Assign to Multiple sections (in
other words if you use the same preferences for most of
your classes you can click on this and check which sections
you would like to assign the preferences to.
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Grade Calculation (used to be called setting the curve)

A
[E]| vear 1112 ~ School TFRiggs Hign Schoal ~ Section 01) 5440411 Spanish IV (A) ¥ Click on - SSignmentS” in the
Index ‘ Search ‘ Help ‘ 544041-1 Spanish IV (A)
Teacrr Zavan menu on the le of your screen.
= (€G] Student Information Assignments | -
[Cl General (3 Eat Teacher Preferel it Categories {_ZACreate Assignment B2 Copy Assignments B View Tree %' vaidate
Reports.
. fre Tem St ooy s Click on theCEdit Grade Calculatio n:p

i AllTerms = All Standards/Tasks ~  AlCategories ¥ Al Student Groups ~ Edits to this list save automatically.
= = M 7

= OO sy | OPons
[# Grading By Student
(=] aiy Planner
Roster No assignments match the selected filter criteria.
€7 student Groups
[ Newsletter

1§ Admin

[C]Messenger

=

Riggs High School »  Section 07) S74011-5 Drama | - 1. Click the down arrow next to
574011-5 Drama |

Teacher: Zakahi .
S— Grading Scale:
O rasmefg g sme D

S _ _ o 2. Choose((Riggs (5 Letters
Select all calculation options for all standards/grading tasks assigned to this section.

Term & Standard | Grading Task - Seicuiston Setions for the Grading Scale
Ho Calculation Calculate In Progresg e
Fill Al Grading Scale: - .
[] weight cat | Check the box by either of the other
AP Grading Scale Riggs . . it .
G ore Elementary (k-3) two choices if you “weight
Fill Al Espafiol . « ,
— GHNS Grade Curve - categories” or “Use Score’s %
Grading Tasks Pocf o value”
Regular (Elementary) —

Term3 Quarter Grade ) Mo Calculation *':9::' Ca.lcu A Riog 3 Cllck the @
Grading Scale -

[C]Weight categories
Bluse score's % value button under Calculate in
Term 4 Quarter Grade @) Mo Calculation @ Ccalculate In Progress Grade Progress Grade

*Grading Scale -
[[]Weight categories 4. Click @

You have to repeat this process for
each class; each semester.
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Creating Categories (used to be called “groups’ )=

[ | Year 11-12 ~ School TF Rigos High School v Section 05) 574011-1 Drama | - 1 CIICk o@dit Categorie:s”

index | Search | Help | 574011-1 Drama |

) Hyrma Zakahi ,  Teacher Zakahi
' (¥ Student Information | Edmssignments |
i General [* Edit Teacher Preferences % Ecit Grade Caiffptions| | Edi Categories] {IcreY)e Assignment B3 Copy Assignments B View Tree 3 Valiate
Reports
E‘é"; i:ﬁ:;ama Filter: Term StandardTask ca Student Group:
w AllTerms v Al Standards/Tasks = AllCategeries ~ Al Student Groups ~ Edits to this list save autom
{4 Grade Book
[# Grading By Task Assigned Date | Due Date | Assignment Name
[#% Grading By Student
[E] Daily Planner
Roster No assignments match the selected fiter criteria.
m Student Groups =
[4 Newsletter
B Admin
Ec:um nsneer:zi;u C 5
J “ear 11-12 + School TF Riggs High School + Section 05) 574011-1 Drama | b
Index | Search | Help | 574011-1 Drama |
@ Hyrma Zakahi . Teacher: Zakahi

= [#73] Student Information — i{HAssign
General ) Assigiient List| ] create Categor
Reports

= £5 Instruction
2 Attendance

To edit a category click its name, for a new category click the "Create Category” butte

3. Fill in a name and weight value (leave at
§74011-4 Dramal| 0 if you want)
Teacher: Zakahi

{CiAssignments |

) Back to Cater .es [ Save Category , | Save & Add Assignment % Delete Category

EroT G A 4. Choose the sections that you wish to

— create the category in.

“Weight 0

Sequence 1

5. Click on th€ “Grading Tasks’:)utton.

[7] Exclude this category from calculation

[] prop lowest score

Last Modified 07/11/2011 07.53.00 -0500
Sections - -
Select sections for category placement. NOTE: Sections cannot be unchecked if they contain assignments aligned to this category. 6. Cllck N the bOX by N ' uarter Grade” 0
Section R
574011-1 Drama | SeIeCt It'

£74011-2 Drama |

574011-3 Drama |

(The only other you might select is

574011-4 Drama |

574011-5 Drama | Semester TESt - |f yOU dO Only one
Grading Tasks category called Grades or Drama or
: : — something like that.)
o create alignments. NOTE: Tasks cannot be unchecked if the alignment has been scored.
N rading Task

S — 7

[T] ath Quarter Mid-term

Clicl “Save Category” a the top

Repeat steps 1-7 to create as many
categories as you would like.

&

[T 2nd Quarter Mid-term

[ semester Test
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Creating Assignments

Index | Search ‘ Help |

@ Hyrma Zakahi
=! 3 Student Information
General
L] Reports
=15 Instrintian
t Attendance
nis

o B
[#% Grading By Task

Daily Planner
Roster
ﬁi Student Groups

[# Grading By Student

m

J Year 11-12 + School TF Riggs High School ~  Section 05) 574011-1 Drama | -
574011-1 Dramall

Teacher: Zakahi
£Assignments |

[*f Edit Teacher Preferences [ Edit Grade Calc Options [ Edit Categorie e; Copy Assignments s View Tree "' Validate

Filter: Term Standard/Task Category: Student Group:

AllTerms = All Standards/Tasks ~  AllCategories ~  AllStudent Groups = Edits to this list save automaticz

EE S S _IHIH

No assignments match the selected fiter criteria.

1. Clickonthe Assignments

link on the left side of your
screen.

. Click on (Create Assignment

along the top of the
Assignments tab

ActivitylD
*Name
*Abbreviation

Test Strand
Last Modified

) Assignment List () Daily Planner [ Save [ Save & Score [ Save & Create New Assi
Assignment Detail

¥ Delete Assi

Week 1 participation

w1

- /

m

Show Description, Objectives, and References Fields

Fill in the “Name” &
“Abbreviation.”

Choose which sections you
would like to have the
assignment in. [The date
defaults to today’s date (or the

ions st .
:ECI which sections get this //1 day Of the qual’ter), bUt you
o Acive =" . can click on the calendar to
ection D ign ue eq Student Group .
“— . change it]
574011-1 Drama | [0 | varzeiz011 75| oarzerzo11 [T 1 No Groups
574011-2 Drama | [ | oarz42011 [T]| 082612011 [Ta]| 14— |Mo Groups
574011-3 Drama | [T | oerzarz011 [T5]| oarzsizon1 [T5]| 1 No Groups
= - = = — = Mo Cronne m . P
J Year 11-12 + School TF Riggs High School + Section 05)574011-1 Drama | - 5' SeIeCt the Gradlng TaSk -
Index ‘ Search | Help | 574011-1 Dramall
" Teacher: Zakahi 13 77
%Ergif:nf:lfurmatim - Ass-'g""‘e'“sl ably the Quarter Grade )
|7 General

L] Reports
= {3 Instruction
¥ Aftendance

Grade Book
[#% Grading By Task
[ Grading By Student
E Daify Planner
Roster
!ﬂ Student Groups
[ Newsletter

=1L Admin

[ composite Grading

[F Grading Scales

[ Locker Roster Assi
[ seating Chart Setur

B Preferences.
[C] Messenger
Reporis
[= 43 Attendance

% Classroom Monitor

[ Daily Attendance
Reports.
) "

m

e Assignment List o Daily Planner u Save u Save & Score E Save & Create New Assignment ¢ Delete Assignment
I e N e g e T ‘ ¥

| 574011-5 Drama || | ] ‘ 011612012 73]

01/20/2012 75|

1 ‘Nu Groups |

Standards
Select which standards get this

| Standardl Scuring'lyuel *Total Ptsl 'Mumpliarl

Grading Tasks
Select which grading tasks get this.
‘Grading Task

Scoring Type| *Total Pts | *Muttiplier

4th Quarter Mid-term
No Categories

(] Giuarer &rads

Semester Grade
No Categories

2nd Quarter Mid-term
No Categories

Semester Test
No Categories

As soon as you click on the box by
quarter grade, it will open the
categories that you created.
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Hyrma Zatah 3, 6. Select the (Categor
= ({3 Student Information | {HAssignments | g y
General e Assignment List e Daily Planner gl Save u Save & Score [ Save & Create New Assignment 3¢ Delete ~ ~signment
Reports I R IR R .
{3 hstructon _ and assign the total points
Attendance U 5
3 Select which grading tasks get this
Z’ Grade Book Grading Task Scoring Type | *Total Pts | *Multiplier . . .
o s D T— (change _the multiplier if you
2 cradng By St N Categoris want to increase / decrease the
Daily Planner — . . .
Aoster Quarter ® Points | 15 1 pOInt Value)
gﬁ Student Groups - @ Daily Participation ) Marks
[ Hewsietter “ DExtra Credit
Ecﬁg':‘i" e Gradi © DQuizzes & Tests
omposite Grading & C1 .
i () JReadings & Performances,
B’ Grading Scales - g H & H
BankarRustarAssl / 7 ClICk One Of ‘.ne Save 0pt|0nS
[ seating Chart Setur [ Semester Crpm—
[ Preferences Mo Categories
[0 Messenger .
Reports ["] 2nd Quarter Mid-term
= I Attendance No Categories
% Classroom Monitor ["] semester Test
[5 Daily Attendance L No Categories
Do

VWeek 1 Participation Grade

| Standard & Grading Task Legend
| G4 - Quarter Grade

Loores

Atk Score Fil
== [ = [

GTY Comments

"

Save & score
will give you a screen like on the
left

You can fill in scores,

fill in comments for individual
students, fill in the turned in,
missing, late, etc... (you can also
use the letters from before T, M, L,

i

Week 1 Participation Grade Ch)
Assigned Date: 08/24/2011 Standard & Grading Task Legend
Due Date: 0812412011 GT1 - Quarter Grade
T (I_ had my preferer_lces_set t_o shovy
e pictures, so each line is a little wider
m Score Fil ¥ |l on the top picture. | turned them off
i 08124 [ [ Finai)[Fil Empty = : for the bottom picture)
Comments
) ] e B e E e
I B S EEIEEEE
1 O mE Oolom
[ R ] SEIEIEEEE
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TG - AT

»

T @Aﬁsignmenis |
Oﬁ;&signment List 0 Daity Planner E Save E Save & Score n Save & Create New Assignme

Assignment Detail
ActivitylD

*Name |
*Abbreviation

Test Strand -
Last Modified

Show Description, Objectives, and References Fields

m

Sections
Select which sections get this assignment.
Active | Hide
Section Assigned Due Seq Student Group
O[O
S74011-1 Drama | [T] | oarzarz011 Ta]| oarzarz011 [Ta| 1 No Groups

If you want to add more detail
about a given assignment, you need
to click on the “”Show Description,
Objectives and Reference Fields”
|_button.

Description
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended
Jim 7 vz === X IEEET
Objectives
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended
NEREEIEEEE D 8 8|0= 1%

References
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommended

|BIU === E| QA0 = &

You can type in any of these three fields.

categories

Copying Categories (Groups) / or copying assignments

If you are trying to copy categories into a class that is not just a different section of the same course (for instance drama
1 to Drama 2 as opposed to creating categories for multiple sections of the same class), then you need to create
categories and at least one assignment in each category that you would like to copy.

You may also want to copy assignments if you forgot to check all the boxes next to the sections as you were creating

2| vear 1112 = School TF Riggs High School ~  Section 05) 574011-1 Drama | -

Indes: | Search | Help ‘

(] Hyrma Zakahi
= (€3 Student Information

5
g By Student

=] Daily Planner

Roster

€7} Student Groups

[ Newsletter

U Admin
-

574011-1 Drama |

Teacher: Zakahi
Hassignments |

[*{ Edit Teacher Preferances [ Edit Grade Cale Options [ |Edit Categories {ACreate Assionmiit B2 Copy Assignments Hs Vw Tree 4 Vaidate

Filter: Term: Standard/Task Category:

AlTerms = Al Standards/Tasks

Student Group:
= AllCategories ~  AllStudent Groups  * Edits to this list save automatically.

Active Assigned Assignment
Date Hame

0812472011 oazazott 7] &2 Quarter Grade > Daily
- = freck 1 Participation > 1 (0/26)
Farticipation

Grade

1. Go to the section you would like
to copy FROM

2. Click on the
link.

3. Click on CCopy Assignments )

assignments
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574011-1 Drama |

Teacher: Zakahi
£ {Assignments

0 Assignment L

Assignment Copier

Select assignments to copy from the source section to the destination section. Click "Next" to
continue.

#elect Destination Section

01) 544032-1 Spanish Il (B)
01) 544041-1 Spanish IV (A}
01) 544042-1 Spanish IV (B}
05) 544045-1 Honors Spanish IV (A}|E|
05) 544046-1 Honors Spanish IV (B) —

05) 544045-1 Honors Spanish V (B) »
05) 574011-1 Drama |
0€) 574011-2 Drama |
07) 574011-3 Drama |

05) 574011-4 Drama | |E|
07) 5740115 Drama | N
08) 574011-2 Drama | 05) Drama Il
07} 574011-3 Drama |

08) & -46 Homeroom
} 574011-4 Drama | 10-11 T F Riggs High School (Reg)
40+11-5 Drama | 02) 544021-3 Spanish Il (A} 2
Mumber of Assigni

umber of Assignments: 0

Week 1 Participation Grade 08/24/2011

Riggs High School ~ Section 05)574011-1 Drama |

ection that you want to

and_the one you
D

5. Click

5740111 Drama |

Teacher: Zakahi
[AAssiem— -

@ ‘ack Copy Assignments

Assignment Copier

Selected assignments and alignments will be copied. Selected alignments which are left blank will be
dropped. Click "Copy Assignments” to create copies or click "Back" to adjust source or destination
sections.

Copy Assignment Name

574012-1 Drama Il (sectionlD: 108480)

WeeM Participation Grade
| Quarter Grade > Daily Participation**

-

**ndicates that a new Category will be created.

574012-1 Drama Il
Teacher: Zakahi

6. Click *“Copy Assignments”

(Notice that it tells you that it is
going to create the new group)

{Z{Assignments |

() Back B2 Copy Assignments
Assignment Copier

Selected assignments and alignments will be copied. Selected alignments which are left blank will be
dropped. Click "Copy Assignments" to create copies or click "Back" to adjust source or destination
sections.

(Copy Assignment Name

574011-4 Drama | (sectionlD: 108476)

Dveek 1 Participation Grade
L Quarter Grade = Daily Participation

rama Terms Quiz - week 1
(= Quarter Grade > Quizzes & Tests.

If the assignment has a
comparable category, then it

will copy to the appropriate
folder like on the left.
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View Tree (this looks kind of like the “outer” folders from the old Lesson Planner)

J “ear 11-12 + School TF Riggs High School + Section 01) 544031-1 Spanish Il (&) -

Index | Search | Help |
F| Hyrma Zakahi

544031-1 Spanish lll (A)

Teacher. Zakahi

I [#3) Student Information
General
Reports
= £ Instruction

[#% Grading By Task
[#% Grading By Student
E Daily Planner
Roster
@ Student Groups
[ Newsletter
L Admin [l
] Messenger
Reports
=] -:ﬁl:— Atftendance
Classroom Monitor
[ Daily Attendance
Reports
ﬁ Account Settings.
(@] Log Off

Filter: Term:

AllTerms + Al Standards/Tasks hd

Actwe Assigned Assignment
Date Name

hﬁsigmnenls I

[*f Edit Teacher Preferences [’ Edit Grade Calc Options | Edit Categories §_2iCreate Assignment B2 Copy As.signmen Validate

StandardTask:

T8 o1maizo1z [TE

| 8 03201z T

Category:

All Categoriez  +

Student Group:

All Student Groups Edits to this list save automatically.

Semester Test = Semester Test =
2 (014}

. Grammar

Semester Test
(Cluia)

Semester Test » Semester Test = 0 0 0 0

Vocabulario 2 (014

-Examen del
Primer Semestre

F Riggs High Schoal -
544031-1 Spanish IIl (A)
Teacher: Zakahi

£ {Assignments |
) Assignment List
Tree View

Section 1) 544031-1 Spanish Il (&) -

| Standards

Grading Tasks

1

Quarter Grade

Upaily 20%)

Clauizzes (30%)

Cyocabulary (20%)

Chviriting & Test (30%)

2

Quarter Grade

Clpaily 20%)

Oauizzes (30%)

-jVDcahulary (20%)

Uwiriting & Test (30%)

Semester Grade

Ej 40% - Term 1 - Quarter Grade

M. = . _ . _

1. Clickon “Assignments”

2. Clickon( “View Tree”
(This is a looR g quarter grade break
down of a weighted class; that has categories
that are weighted; the bottom section is the
composite grading for the SEMESTER grade)
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Entering Grades into the Grade book

Once you have created an assignment in the assignments tab, there are several ways to fill in grades.

J Year 11-12 + School TF Riggs High School + Section 05) 574011-1 Drama | -
574011-1 Drama |
Teacher: Zakahi
Aﬁg’gnrnenis I
[*{ Edit Teacher Preferences [ Edit Grade Calc Options [ | Edit Categories __Create Assignment B2 Copy Assign

Index | Search | Help |

M Hyrma Zakahi
[ [§F Student Information
General
Reports
= £ Instruction

Filter: Term: StandardiTask: Category:

* All Categories

Student Group:

AllTerms + Al Standards/Tasks * Al Student Groups +

The new way is to work
on the assignments tab.
1. Click on the

Iink

eek 1 Participation Grade]

*Abbreviation wk1

Grading By Task EE Assignment | o onment l in the left hand
[+ Grading By Student Date COIU mn
[=] Daiy Planner verzenon 75| ozzenont I LA Qrter Grade > Daily 2. Click h
5] e week 1 arG i . Click on the
zﬁz;“}mum Participation Par§cipation = 1 (3/28)
%iﬂ:ﬁ'eﬂer hyperlink (blue
assignment name
= Riggs High School ~ Section 05) 5740111 Drama | - 3. Click on the
574011-1 Dramall . )
TEZRIET Save & Score Option
dAssignments |
Assignment List Daity Planner S| g Save & So? E Save & Create New Assignment )(_ Delete Assignment
(€] (€] = o
Assignment Detail

Week 1 Participation Grade

| Standard & Grading Task Legend
GT1 - Quarter Grade

Assigned Date: 082412011
Due Date: 0812412011
Total Points:

Score Fill

4. & fill in the scores

Students ; : ‘. ;
Comments

B CIEICIEIEIE

i B SEIEIEEEE

i — |8 HEIEICIEEE

| . ' B[ HEEEEEE

|1 O T O O Y e N
You can still enter grades by merely typmg the grade into the gradebook view:
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1. Click on Gradebook link in the left
* Riggs High School =  Sechen 05)574011-1 Drama | - hand column
_E:’;”’"““ IR e S 2. You can just type the grades in the
resieeh Pn.r:u,.mne-- Gende [15] column
L ecrdefoise ] U = | . 3. Click Save when you are done.
I+ 5 Frogoies Posted 3 Right mouse click on the assignment
S | el o]  w o NN that you would like to edit grades for
“um:- | 15:-:!. | 5_': : 11 [ & | ‘.’13:!-‘.‘1 | 14 B
| taoa | 1800 | 0000 | A | 10&“ | 15 l |_ j
| 13 EC-_ | 15.08 | EEA&T | B | | a7 i
B 1 | [ I
[ N ] S
—

u Ve -0 w Dolasl 77 Gggs g loas v Secies 5 Glalifi Dewes
i ek - [~ 11
= T
B i e
Daees | bliskn i Vdain
* T —
L e | e = Pt
i eeedmed ir
- fromanel — e s e
1 ek B |
B ey iy L
B Ly g B [
i P ' . : WA i e
L L] Trim Py Progshin

N !Hﬂwmhh‘hﬁ.ﬁrlm

[Py

e e bl W e

You can also still clear all scores, fill
in empty scores with a particular
score, or overwrite all scores with a
particular score

You just need to right mouse click
somewhere in the assignment
abbreviation, and you can use the
above features
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You can also enter grades by going to the < Daily PIanner> and clicking on the assignment link

J “Wear 11-12 + School TF Riggs High School +  Section 05) 574011-1 Drama | -
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Seating Chart Setup
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ways for teachers to assign students to seats and
to build the seat design.

Once the seating chart is created and saved,
teachers can take attendance using the seating
chart.
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Manually filling in the chart:
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1. Select the correct section for which to
set up the seating chart.

2. Select the correct dimension of the
seating chart by entering the number of
rows and columns. This selection needs
to fit all students rostered into the
class.

3. .Click the Save Dimension button to

save the new row and column setting

. this seating chart is going to be printed,

- select the Font Size to use on the report

from the dropdown list.

names will appear

5. Mark the checkbox to Print Student Pictures on the report. If it is left unmarked, only student

Using the Auto-Fill Alpha Option
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1. Select the correct section for which to set up the
seating chart.

2. Select the correct dimension of the seating chart
by entering the number of rows and columns. This
selection needs to fit all students rostered into the
class.

4. If this seating chart is going to be printed, select
the Font Size to use on the report from the
dropdown list.

5. Select the Auto Fill-Alpha icon at the top of the
period tab. The system will automatically fill in the
students’ names in alphabetical order from right to
left.

6. Click the Save icon when done
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