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Logging In
Use the CCSD website > Menu > Staff > Sign-In > Synergy: http://www.cobbk12.org/
Or use the direct link to Synergy: https://synergy.cobbk12.org/

NOTE: Synergy is available outside the CCSD Network. Users do not need VPN to access Synergy when at
home or other areas outside of CCSD district locations.

IMPORTANT TIP: ALWAYS allow pop-ups for Synergy. Choose this option before logging in. Pop-ups are used for
various processes throughout the application and therefore must be enabled for the software to function
properly.

Edupoint

Username: Badge ID
Password: Usual Network Password

Synergy Support and Help Guides

Step 1: Seek solutions in Synergy Help. Select “Help” _

in the top right corner of the Synergy application. £ Lock SignOut Support

Fully expand browser window to see the entire help menu. Then, select a link for the desired topic from the
Help Menu.

- ®
.. OI nt Synergy SIS Instructional Apps CCSD-ES CCSD - MS CCSD-HS PVUE - SVUE Communication

Step 2: Contact School Synergy Representative (Gradebook Manager, Scheduler, PVUE Coordinator, or
Attendance Manager/PPO Clerk)

Step 3: Contact the Customer Care Center at 770-426-3330 or Enter a Web Help Ticket at
http://webhelp.cobbk12.org SELECT Application > Synergy to be routed to the appropriate support team.

Note — Parent support: For ParentVUE support, parents should always contact the school’s PVUE Coordinator
and not the central office, Customer Care, or Technology Department. If a school contact is unable to assist a
parent, the school contact is to enter a Web Help ticket.
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TeacherVUE Seating Chart

Message Alert to Add New Students to Seating Chart

Message displays at the top of the seating chart.
= |f one or more students are missing from the seating chart, look for a yellow highlighted message that
students need to be seated in the chart. Click the Edit button to add them from the Unassigned Students

list under the Seating Chart Dimensions.

Alpha - Last’ First |Tﬁer\earemesmden:sn'\‘loneedtabe:eatedintﬁecﬁar:l

= The list of unassigned students displays underneath the Seating Chart Sealing Chart Dimensions
10

Dimensions. Users will need to scroll down to see the list.

= Add additional columns or rows to the seating area as needed. (Note: If new
students are not saving to seating chart when they are added, review the size of
the seating chart. There must be a ‘seat’ or gray space for the new students to 0 -+
be added.)

= Students may be added in random or alphabetical order.

6x8

Unassigned Students

Sort = Randomize = Fill Alpha

l. Entire Class or Section Missing from the Seating Chart -
Important: If students are not displaying in the seating chart the small boxes next
to the name of the classes may need to be checked.
= Edit the seating chart and check the boxes next to the class name.
= (Click Save.
= The message to add students to the chart, described above, may display. If so, follow the steps to add

the students to the seating chart.

TeacherVUE AB Lock Sign Out Support Help

& Period 5, Science 4 (YR) : EIP Science 4 (YR) v

Editing Seating Chart

Alpha - Last, First m copy | Caricel

Term: YR
FRONT Period: §
» Room: 309
SactionStudents
ience 4 0246 16
Science 4 0196 18
Science 4 0510 7
Science 4 0451
IP Science 4 0528

s

S e~

II.  Seating Chart Name
= The default ‘name’ is shown, Alpha — Last, First. The space is not used to enter students to the chart.
= If you would like to rename the seating cheat, click the Edit button.

Synergy* Home -~ GradeBook - ReportCard ~ Admin ~
TescherVLE

Home

& Period 2, Sth Lit/Comp Y (S2) : Gth Lit/Cmp ¥ (S2) - 9th LitiComp Y (S2) - Sth Lit/Cmp B (S2) ~

i
Charts ;..:..: Attendance

Alpha - Last, First I:l
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=  When in edit mode, a message will display that you are Editing Seating Chart.
= The name of the seating chart will become an editable field. This field is meant to be the name of the
seating chart, for instance Homeroom or 1 Period.

= Name the seating chart only if desired. It can be left with the default name.
= The field is not used to enter the name of students to the seating chart. You do not need to enter a

student’s name into the seating chart name field.

Editing Seating Chart

Alpha - Last, First m Copy | Cancel

Editing Seating Chart

a
Doe,John| x m Copy | Cancel

Ill.  Resizing and Configuring the Seating Chart

=  While in edit mode, the size of the seating chart grid can be enlarged or magnified by sliding the scroll
tool to the right.

=  When in edit mode, a Seating Chart Configuration area will Seating Chart Configuration
display.

Student Name Format
|Last, First (e.g Smith, Mary) V|

= Select the desired Student Name Format.

= Select to sort alphabetically, if desired.
Always Alpha Sorted

. , ¥l Show Student Photos
=  Select if you want to see student photos, student ID’s,

gender and grade, etc. (1 Show Student ID

Show All Day Attendance
= Select to show notifications and birthdays, if desired. [] show Gender and Grade
L] show Gurrent Mark
[] Show Course
] show Section
Show Notifications
vl Show Birthdays
[s,  Number of days notice
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Front Of Classroom:

=  Continue to scroll down the page to see more edit tools and the Top
list of unassigned students in the class.

Seating Chart Dimensions:

10
= |n edit mode, you can set the location for the front of the

classroom and set desired Seating Chart Dimensions.

o Tip: Be sure there are enough rows and gray squares or 6x5
‘seats’ for unassigned students to be added. Use the chart
dimensions area to add rows and/or columns for extra ;

11
‘seats.’

The Unassigned Students list will display at the bottom of the screen. Students in the list need to be
added to the seating chart.

Unassigned Students

Sort | Randomize Fill Alpha

Fill Random

= The list of unassigned students can be moved around the screen, if desired.

Add students to the seating chart by dragging and dropping their names on the grid. Or, click either the
Fill Alpha button or the Fill Random button.
= (Click SAVE when done.

Home

L L.

g

< Ao NleOwet PTomoL
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Attendance Codes (Updated January 2021)

. Allow Teacher | Excused or
Title Code Type
Entry Unexcused
Codes Available in TeacherVUE & for Attendance Clerk
No Code = Student is physically present in face-to-face class
Virtual Present: Student is virtually present in
remote live session; code counts as present in VP Positive Yes P
Synergy
Absent - Reason Pending: Student is absent from A Unverified y U
es
both face-to-face AND remote live session Absence
Tardy - Reason Pending: Student is tardy in face- .
. . Unverified
to-face class. Tardy is unexcused pending excuse T Tard Yes U
submitted to clerk L
Virtual Tardy - Reason Pending: Student is tardy .
. . . . . Unverified
to virtual live session. Virtual tardy is unexcused VT Tard Yes U
pending excuse submitted to clerk i
. . Non -
Not Enrolled *Only available first week of school NE Yes
Enrollment

SY2020-2021 Attendance Procedures - Per Accountability (Updated January 2021)
Teachers will take attendance each school day based solely on how students are attending class that

day, regardless of the learning choice of each student. This means that a face-to-face student who is attending
virtually, regardless of the reason, should not be marked absent. Teachers should not enter attendance on

Wednesdays.

TVUE Codes Description

(blank) Student is physically present in face-to-face class.

VP Student is virtually present in remote live session (code counts
as present in Synergy).

A Student is absent from both face-to-face AND remote live session

T Student is tardy in face-to-face class. Tardy is unexcused pending
excuse submitted to clerk.

VT Student is tardy to virtual live session. Virtual tardy is unexcused
pending excuse submitted to clerk.

Goals & Rationale for Procedures
1. Encourage class participation from all students.
2. Encourage students to stay home when ill (or potentially ill).
3. Simplify the procedures for taking attendance for teachers.
4. Produce attendance records that clearly reflect who is physically on campus at any given time.
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Record Daily Attendance in Homeroom Only (Choose from 2 methods)

*Teachers can only take attendance for the current school day.
*If you do not see the Attendance option, you need to change to your Homeroom

Seating Chart

class. Hover over Home > Select Change Class (or point to the name of the class r——
ange Class
and select Homeroom from the Class Focus window.)

Take Attendance by Seating Chart

Attendance

Hover over Attendance & click on Chart
The screen changes to ‘Taking Attendance’ mode.

Taking Attendance

Click on students’ pictures (or picture area) to toggle through options of virtual present, absent, or tardy.
Continue to click to remove posting if it was entered in error.

Click SAVE. A message displays when attendance is saved.

The screen will return to seating chart. Green check displays to show Attendance

Attendance was taken.

Take Attendance by List

Attendance

Click in the student’s cell to toggle through options of virtual present, absent, or tardy. Continue to click

Hover over Attendance & click on List

List will default to the current school date.

to erase posting if it was entered in error.

Click Save to continue marking attendance OR

Save & Return to complete and return to seating chart. Message displays when attendance is saved and
green check displays.

Face-to-Face (F2F) students who are present can be left unmarked. If tardy, mark the
students tardy.

Effective January 2021, code any student attending a live remote session as VP (Virtual
Present). If a virtual student is tardy, mark the student VT, virtual tardy.
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TVUE Reports & Student Detail Options

Reports

A

1. Access TeacherVUE Reports from seating chart main screen. (Output Type: © PDF © TXT

- H : : [5] ATD201 - Daily Aftendance Profile
Hover over Reports, in the menu at the top of the screen, to view a list il STU201 _ Stucent Proie

of available reports. [E) STU401 - Student List
s . . . [E] STU408 - Class List
= Reports selected from this list will result in data for the entire class. [E] 8TU409 - Class Roster
5| STU419 - Section Seating Chart
*  Select Output Type. C 2

=  Click the name of a desired report to run that report. Report results display on the screen, possibly
in a new tab, and can be reviewed or printed, as desired.

2. Report Interface Option
= (Click the icon that displays after the name of the report to
open the report interface.
= Enter desired parameters on the report interface.
= Click the Print button at the top of the interface.
Report results display on the screen, possibly in a new tab, and can be reviewed or printed, as desired.

=] o dp—

a. Enter parameters when specific data is needed.
= Daily Attendance Profile (ATD201) - edit the date range as desired.
= (Class Roster (STU409) for subs- Teachers will enter the Start Date and number of weeks needed for

the report. Substitute teachers will use this report to take attendance when the regular classroom
teacher is absent.

Report Interface Sample A Report Interface Sample B

Report ATD201: Daily Attendance Profile Report TU409: Class Roster
24 Print | Save Default Email Me B Print || Save Dafault Email Me
Name: Daily Attendance Profile Number: ATD201 Page Orientation: Portrait Mame: Class Roster Nuiber: 8TU408 Page Orientalion: Landscape
Options | Sort/Output  Condiions  Selection  Advanced Optiens | Sort/Output  Condilons  Selection  Advanced
@ Report Opti
© Student Info eponptons
Start Date Wesks
CCsD ID Gender 1omszoz0 B n
I T Teacher
Last Name First Name Middle Name 1
Term Code 2
Grade Grade s ’
-l - Period Bagin Period Er ¢
1 - 1 -
Section ID
@ Dates -
Date Start Date End Blank Lines
08/17/2020 & 05/26/2021 ]
Allow extra lines lo generale a new page
BIntendance Conaxions Show Full Absence Code

Hide Additional Staff
Minimum Occurrences ~ Group Students By Period

Continuous Absences @ Include the following fields

If the value below is left blank, then 0 will be used.

Count each day as an absence if the all-day amount is greater than or equal to

Perm ID

Phone Numier
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3. Leftclick on a student’s picture to view the list of options for an individual student.
= Click one of the options to open the selected screen or to run the report for that individual student.
= Note: StudentVUE gives teachers a view of what students see in StudentVUE.
= (Click the icon to the right of a report name to open the report interface.
Report results display on the screen, possibly in a new tab, and can be reviewed or printed, as desired.

,7

Click line to open student detail

é Student
[%Dally Attendance FR——
& StudentvUE Inerface

ATD201 - Daily Attendance Profile
CNF201 - Student Conference Profile

E‘lsmzm - Student Profile

‘?Communication

ﬁlGrade Book

oﬁLﬂg Student Contact

TeacherVUE Communication to Parents and Students

Feb. 2021

Email communication can be sent from TeacherVUE. Students receive the email in their 0365 account and in

StudentVUE messages.

If communication is needed for an individual parent and/or student, select the Communication link by clicking the

student’s picture or area where a picture would display.

To send communication to multiple students/parents or entire sections, select the Communication link from the

Home menu.

Communication for an Individual Student

Click line to open student detail
é Student

@Dai\ymtendanoe
@ StudentvUE

ATD201 - Daily Attendance Profile

@STUZM - Student Profile

251 Communication

Ly | Grade Book

fia Log Student Contact

[E|cNF201 - Student Conference Profile
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Elementary Grade Book Setup
Important! Verify completion of the following gradebook setup tasks BEFORE adding your first gradebook
assignment,

After logging into TeacherVUE, mouse over Grade Book and click on Gradebook Setup

Sg::j;‘%\g' Home + = Grade Book ~  Report Card +
Home Gradenook Main Collaborate with your grade level/team,

Gradebook Setup . .
Dashboard B and school admin to use consistent

Alpha - Last, First [[] "= ' Grade Book Settings, Assignment Types,
Copy Assignments
Calendar and WEightS.

F R o N T Transfer Student Scores

Comment Bank

Grade Book Settings Tab

From the Gradebook Setup screen, select the Grade Book Settings tab, and follow steps A — E described below.

Gradebook Setup A @
2 (vR) 2/ Quarter 1 ~ I Grade Book Setup I Class Seftings  Assignment Types
Assignment Weighting Standards
Default Final Grade Rounding Settings Current Class Final Grade Rounding Settings
jelasslieicontaag @ Class Rounding is ON
Rounding On - | Whole Number Only | v

Settings used when displaying the clas MU A1) Whole Number Only
1 Decimal Place

2 Decimal Places.

Grading Period Default For New Assignments
Current Period In Grade Book

This setting controls what grading periods will be selected by default when creating a new assignment

Teacher Type Defaults

Which Assignment Types would you like to use?
() Only Show My Types
@ Add My Types to the District Types

This setting will be used as the default for all classes, but can be overridden for individual classes on the Assignment Weighting tab.

Click the Grade Book Settings Tab
In the Final Grade Rounding Settings section, select Rounding On.

0w

Next, select one of the following rounding settings -
»  Whole Number Only
» 1 Decimal Place

» 2 Decimal Places
D. Inthe Grading Period Default For New Assignments section, select Current Period in Grade Book.

v' Itisimportant to select this setting and then select the correct grading period in Grade Book Main when
creating new assignments.
v' This setting allows for quarterly reporting of the yearlong courses for elementary students.

E. Select an option in the Teacher Type Defaults section. Which Assignment Types would you like to use?
v Only Show My Types or Add My Types to the District Types.
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Review Class Settings Sub Menu Screen
A. Navigate to Grade Book > Gradebook Setup.
B. Click on the Class Settings sub menu.

«}) Synergy* Home ~ Grade Book ~ Report Card ~

TeacharVLUE
Gradebook Setup

Grade Book Setup’ " Subjects  Assignment Types
Assignment Weighting Grade Book Settings

Class Settings
C. On the Class Settings Tab, click the Edit button to enable all 8 items

classes to edit mode.
Class

(YR) Health 5(2) SEC:0222
C’l Standards Based Report Card

D. On the right side of the screen, review the columns PVUE Final Grade and the Percentage Rounding.
Scroll down the screen to review all classes -
e Toggle to Show the final grade in ParentVUE (recommended)
e  Review each Rounding setting so it is ON and matches the selection made on the Grade Book Setting Tab
(described earlier in this guide).

Class Settings

10 items C CANCEL
Chide Class Standards Overall Grade Type Analysis Band I PVUE Final Grade Percentage Rounding I
Class Name Standards Mode Grating Periods Show
(YR) | Health 5(2) SEC-0060 | o | ON
Display Grading Type .
Standards Based Report Card laces
—] \Whole Number Only
Class Name Standards Mode Graging Periods Show
(YR Health 5(2) SEC:0643 | o | on
Display Grading Type .
Standards Based Report Card laces
em—  Whole Number Only

E. If changes are made on the screen, SAVE button is enabled. Click Save.

X SAVE

Page 13 of 62



4t & 5% Grade - TVUE, Gradebook & Report Card Guide 2020-21. V2 Feb. 2021

Show Letter Grade (Optional) Student( ) eade i
If teachers would like to see a letter grade next to students’ numeric 99% A
grade, follow the steps below for Grade Book Setup.
70% D
87%B
On the Gradebook Setup > Class Settings submenu screen,
92% A

follow the steps above to enable edit mode.

Overall Grade Type

Grading Periods

A. A drop-down menu will become available for the Overall Grade Grading s
Type field. KEY Grade
B. Select KEY Grade from the drop-down list. Click the SAVE button.

©)

Do Mot Show A Final Grade
GenesisProgressPeriod
GenesisGrading

Reading Level

X

e Add the KEY Grade option to any class in for the letter

. KEY Achievement
grade to display for that class. EMN_

e The KEY Grade option can be removed, and the Overall Grade Type returned to the default, Do Not Show A
Final Grade option at any time.

C. CCSD currently is not utilizing the Standards Mode on the Class Settings screen. Please keep the OFF selection for all
classes.

Class Settings

8 items
Class Standards Mode Overall Grade Type

Gradin s
KEY Grade added KEY Grade

Grading Periods
Do Not Show A Final Grade

(YR) Health 5(2) SEC.0222
Standards Based Report Card

(YR) _ Homeroom 5(1) SEC:0221
Standards Based Report Card

(YR) Language Arts 5(3) SEC:0223

o Grading Periods
Standards Based Report Card

Do Mot Show A Final Grade

(YR) Language Aris 5(3) SEC:0532
Standards Based Report Card

Grading Perinds
Left at the Do Not Show A Final Grade
default setting
(YR) iy Mathematics 5(6) SEC:0226
Standards Based Report Card

Grading Periods

Do Not Show A Final Grade

(YR) Reading 5(4) SEC:0224
Standards Based Report Card

Grading Periods

Do Not Show A Final Grade

(YR) Science 5(5) SEC:0225
Standards Based Report Card

Grading Periods

Do Mot Show A Final Grade

EEEEBBAAA

Social Studies 5(7) SEC:0227

(YR) Grading Perinds
Standards Based Report Card

Do Not Show A Final Grade

e Besure to click the SAVE button if changes or selections are made.
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Create Assignment Types

New teachers must establish Assignment Types. Once created, assignment types are available for all the
teacher’s classes. Assignment Types will be chosen for individual class sections as needed, when weighting is
utilized.

Home ~ GradeBook ~ ReportCard ~ Admin ~

Grade Book Setup Class Seftings ~ Assignment Types  Grade Book Comments

A. Click the Assignment Types sub menu.
e The District has created one Assignment Type, called CTLS Assessments, which will display on this screen
only if teachers select ‘Add My Types to the District Types.” CTLS Assessment is the type added on
assignments imported to the gradebook from CTLS.

B. Add new types by clicking the NEW button.

Assignment Types Q Lock SignOut Support Help

1 1 Grade Book Setup  Class Setiings

Assignment Types

Geat Assignment Type Sequence Due Date Locked Assignment Type Color Picker Hide My Types

CTLS Assessments 110 Yes No cTs
DISTRICT WIDE Assessments

=  Enter the name of the Assignment Type
= Enter Sequence (determines the order that the type appears in new assignment list)

= Select Yes for Due Date (click on Yes & No to toggle selections.)
LR

The Due Date field will be visible when creating new assignments.

= Select a color using the Color Picker for the type (recommended) to distinguish different types in the

gradebook.
= Click Insert to add (or update) the new type to the gradebook or Cancel to return without adding the
new type.
Assignment Types
LQoptions ~ | 1 items. + INSERT C CANCEL
Assignment Type Sequence Due Date Locked Assignment Type Color Picker Hide My Types

TIP: Keep assignment type names at a high level and the total created to a minimum. Use the actual
assignment name for details about standards, modules, chapters, or lessons during the grading period.

= Edit Assignment Type names by clicking the edit button or hover Assignment Types

mouse in the edit column just to the left of the Assignment Type sropons - | 4 tems

name.
Eedit Assignment Type
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How to Show Hidden Types
Assignment Types

Click Options to show any hidden assignment types.

LrOptions » | 4 items

Check the box to Show Hidden. ¢ [¥] Show Hidden nment Type

If you have any hidden types, they will display on the screen when this option is selected. Follow the steps above
to edit any types you want to use again. Make a change to the type, simply remove a letter from the name and
add it back, to enable the SAVE button. This action will make the assignment type active again so it can be used
on assignments.

If an assignment type has been used on an assignment and is then hidden at any time during the school year —
the assignment needs to be edited and a different, non-hidden type selected.

Be sure that the Weighting Tab in Gradebook Setup still equals 100% for all assignment types in all classes if the
gradebook is being used for assignments. Changing a type to ‘hidden’ can affect the total weight percentage
when weighting is utilized.

Secure Measure Types on Assignment Types Screen (Optional)
= |f desired, assignment types can be secured, by section or class.
= Navigate to the Gradebook Setup > Assignment Types screen.
= C(Click the Secure Measure Type button for an assignment type.

Assignment Types

£Options = 4 ilems

Geatt Assignment Type Sequence Due Date Locked Assignment Type Color Picker Hide My Types

Classwork 1 Yes No Classwork & Secure Measure Typs

I Smith

Assessment 2 Yes No | Assessment @ securs Measura Type
Smith

!ummg 3 Yes NO Wiriting @ Secure Measure Type

smith

CTLS Assessments 100 Yes No CILs
DISTRICT WIDE Assessments

= The teacher’s sections will be listed with the option to Show or Hide the selected assignment type.
Selections are made by class.
= Change the Default State option for all classes, if desired.

Continued on the next page.
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Click the Show/Hide button, for any class, to change the option for the selected assignment
type.

Measure Type

ertlng Class Setting

Default State

(YR) Smith, = Homeroom 5(1) SEC:0019
SHow (YR) Smith, : Language Arts 5(3) SEC:0034

(YR) Smith, Language Arts 5(3) SEC:0092 SHOW
(YR} Smith, Reading 5(5) SEC:0096

(YR) Smith, s Reading 5(5) SEC:0105

Close Save

= Click Save when all selections are made.

HIDE

Measure Type

ertl ng Class Setting

Default State (YR) Smith,  Homeroom 5(1) SEC:0019

(YR) Smith, Language Arts 5(3) SEC:0034
(YR} Smith, | Language Arls 5(3) SEC:0092
(YR) Smith, Reading 5(5) SEC:0096
(YR) Smith, Reading 5(5) SEC:0105 -

Close Save
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Assignment Type Weighting

A. After all assignment types are created, click the Grade Book Setup link and select the Assignment

Weighting Tab.

All assignment types weighting should be set up PRIOR to adding grades on assignments.
Changing weights on assignment types after grades have been entered could result in grade calculation

changes.

Elementary schedules are yearlong, and therefore changing the weights at any time during the school

year could change students’ calculated grades — even in a prior quarter/grading period.

B. Decide if you want to ‘Use Teacher Default’, ‘Only Show My Types’ or ‘Add My Types to the District
Types.
Gradebook Setup
2 Ry *{ Quarter 1 =

Grade Book Setup || Class ©

Assignment Weighting Grade Book Settings Standards

Which Assignment Types would you like to use for this class?

| Add My Types To The District Types v |

Use Teacher Default
L Only Show My Types 4
Add My Types To The District Types

Gradebook Setup

The district does NOT require elementary teachers to use assignment type weighting. If all types are
left at zero weight, the assignments will be evenly averaged together to determine the students’
overall grade calculation.
o Itis recommended that teachers at the same school and grade level set up assighment types
using the same weights to keep consistency within the building.
o If used, weights must total 100% for each class.

Add Default Points Possible, if desired. If left at zero, the points will need to be added each time a
new assignment is created.

Click the green Update button to save all weight settings.

e Lock Sign Out Support Help

2 vR)

i Quarter 1 + | Grade Book Setup ICIassSeﬂmgs Assignment Types.

Assignment Weighting | Grade Book Settings ~ Standards

Which Assignment Types would you like to use for this class?

‘ Add My Types To The District Types. v ‘
Assignment Type Weight (%) Drop Scores Default Points Possible Display Color
CTLS Assessments [ i 1.00 cTLS
Assessments
Formative Asssssments Weights o ) 100
must total
Language Skils 100%, per . 0 100
1 SKill:
class, if =
Summative Assessments used. o 0 1.00
Wing , .
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Grade Book Comments

e Navigate to Grade Book > Grade Book Setup
e Click on Grade Book Comments

Synergy" Home ~ GradeBook ~ ReportCard -~ Admin ~
ToacheryUE
Gradebook Setup q
2 vR) Health 1(2) SEC-0656 / Quarter 2 + Grade Book Setup ~ Class Settings ~ Subjects  Assignment Types  Grade Book Score Types  Report Card Score Types |Gvade Book Commenis

Assignment Weighting Grade Book Settings Standards

Which Assignment Types and Subjects would you like to use for this class?

|| Add My Types To The Distict Types v ‘

Use Teacher Default

]| Only Show My Types .
"Add My Types To The District Types es Default Points Possible

How To Edit A District Wide Comment
The following comments have been set by the district. Teachers can add new comments or edit these five

comments, if desired.

Grade Book Comments

L¥options ~ | 5 items + NEW

@ You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding 2 new comment with the same comment code as an existing
comment will replace the old comment. Comments are grouped by the comment code.

Comment sEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored
Late 1 No L No
DISTRICT WIDE
Absent 2 ves A Yes
DISTRICT WIDE
Missing 3 Yes M Yes
DISTRICT WIDE
Incomplete 4 No 1 No
DISTRICT WIDE
Exempt 5 No X No
DISTRICT WIDE

The Missing comment must be added on assignments that the teacher wants identified as missing on reports and
in ParentVUE and StudentVUE.

1. To edit all comments, click the Edit button to enable all District Comments.
To edit a single comment, hover the cursor over the name of the comment. An Edit icon will display in
the column to the left of the name.

3. Click the Edit icon to make changes to the comment.

Grade Book Comments

Qoptions + | 5 items + NEW

@ You can create your own version of a district comment by editingit. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new comment with the same comment code as an existing comment wil replace the old comment. Comments
are grouped by the comment code. Not Scored Value can accept percentage values that will load the percent of the max points instead of a fixed value. Simply add a % after the entered value

Geat Comment SEQ Not Scored Value Not Scored Value (Standards) Penalty % Missing Mark Comment Code Remove When Scored Hide My Types

Late scope 1 No L No
xE DISTRICT WIDE
Defete Date
Absent scope 2 Yes A Yes.
DISTRICT WIDE

Delete Date

Missing Scope 3 Yes M Yes
DISTRICT WIDE

Delete Date

Incomplete Scope 4 No 1 No
DISTRICT WIDE

Defete Date

xempt Scape
DISTRICT WIDE

Delete Date
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4. The comment fields are enabled when the Edit icon is clicked and can be edited as follows:

Grade Book Comments

foptions ~ 5 items

& save G cANCEL

° ‘You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new comment with the same comment code as an existing
comment will replace the old comment. Comments are grouped by the comment code

Comment

Late
DISTRICT WIDE

Absent
DISTRICT WIDE

Missing
DISTRICT WIDE

Incomplete

Exempt
DISTRICT WIDE

SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored

1 No L No
2 Yes A Yes
3 Yes M Yes
4 = 1 o
5 No X No

The name of the comment can be changed.

The sequence of the comment can be changed.

A value can be added to the Not Scored Value column.

A Penalty Percent can be added (When a value is added, if used along with a grade, the final
assighment grade will be penalized based on the percent entered in the Grade Book Comments
section.)

5. To change the Missing Mark selection, click on the word No or Yes to toggle from one to the other.

6. If you want a comment to remain on the assighment when scores (grades) are added, toggle to No in
the Remove When Scored column.

7. The code displayed in the grade book can be changed. There is a maximum of three characters.
To change whether the code is removed after a score is added, click on the word No or Yes to toggle from

one to the other.
8. When all edits have been entered, click SAVE at the top right of the screen. Confirmation may be
required if the comment has already been used on assignments.

Depending on the edits made, a new row may display listing a new comment and the teacher’s
name.

Alternatively, the same row may appear as before, but will display the teacher’s name in the
place of District Wide. If the penalty option is edited on a District Wide comment, the percentage
will display next to the name of the comment.

Grade Book Comments

fi0options » 5 items

+ NEW

@ You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a new comment with the same comment code as an
existing comment will replace the old comment. Comments are grouped by the comment code.

Comment SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored
xC Late (10% Penalty) 1 10 No L No
Tiftany [
Absent 2 Yes A Yes
DISTRICT WIDE
Missin 3 Yes M Yes

DISTRICT WIDE

Incomplete
DISTRICT WIDE

Exempt
DISTRICT WIDE

Comment x No

Late (10% Penalty)
Tiffany
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To Update an Edit or Delete Edits Made to a District Comment
1. Hover the cursor over the name of the comment to see the delete and edit icons.

Click the edit icon to make changes to the options for a comment.

Click the X (delete) icon to delete edits made by the teacher and to revert to the District Comment.

Gedit

Comment

Late Scope

Feb. 2021

DISTRICT WIDE
Missing
DISTRICT WIDE
Deiete Date
Incomplete scops
DISTRICT WIDE

Exempt
DISTRICT WIDE

xE DISTRICT WIDE
Delete Date
Geat Comment SEQ Not Scored Value Not Scored Value (Standards) Penalty % Missing Mark Comment Code Remove When Scored Hide My Types
Late - 1 0 No L No @ secure Comment
X & Smith
AbIent soope 2 Yes A Yes

Mo

No

2. Ifthe delete icon is clicked, the user will see the message delete display next to the comment name.
3. Click SAVE at the top, right of the screen.
4. If the comment was originally a District Wide comment, it will not actually be deleted, but will revert

to the original comment set up at the district level.
5. If acomment is deleted that was not originally a District Wide comment, it will be completely deleted

from the list.

Grade Book Comments

#options ~ 6 items

X sAVE G CANCEL

© You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them to the new comment. Adding a New comment with the same comment code as an
existing comment will replace the old comment. Comments are grouped by the comment code.

Comment

Late
DISTRICT WIDE

Absent
DISTRICT WIDE

Missing
DISTRICT WIDE

Incomplete
Tiffany Wy

Incomplete (10% Penalty)
Tiffany

Exempt
DISTRICT WIDE

SEQ

1

2

Not Scored Value Penalty % Missing Mark

No
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How To Add A New Grade Book Comment
1. Click NEW to create a new comment. Any comment added by a teacher will only be visible for that one
teacher.

Grade Book Comments

4

© ou can create Your GWn VErsion of a IStFICt ComMENt by &diting 1. If Nere are ASSIGNMENLS USINg the distrct commMENt You wil be POMPLed 1o MOVE them 1o the NEw COMMENt. ATdIng a new Comment with ine same comment code as an
existing comment will replace the old comment. Comments are grouped by the comment code

Not Scored Value Penaity % Missing Mark Comment Code Remove When Scored

Late
DISTRICT WIDE

Absent 2 ves A Yes
DISTRICT WIDE
Missing 3 ¥ "M Yes
DISTRIGT WIDE
Incomplate a No ' No
DISTRICT WIDE

B No x No

Exempt
DISTRICT WIDE

2. Enter a name for the comment, the sequence, along with the rest of the information.
3. Click INSERT to add the new comment to the list.

Grade Book Comments

L¥Options ~ | 5 items + INSE ) G CANCEL
4
=

@ You can create your own version of a district comment by editing it. If there are assignments using the district comment you will be prompted to move them 10 the new comment. Adding a new comment with the same comment code as an
existing comment will replace the old comment. Comments are grouped by the comment code.

‘Comment SEQ Not Scored Value Penalty % Missing Mark Comment Code Remove When Scored

New = L L
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CTLS Assessments - Imported Assignments
In order to decrease the data entry workload for teachers, CTLS assessments will automatically be imported into

teachers’ gradebooks. This import does not mean that teachers must count the assessments for grades. Teachers

will need to determine if they want their assessments to be formative or summative in nature. All assessments

should be used to inform instruction.

When a CTLS Assessment (EX: Touchstone assessment or any other assessment given through I

CTLS) is added to a teacher's gradebook during the nightly cycle, the assignment uses the CCSD Grade 4 ELA
Percentage Score Type, with a Max Score of 100 and Point value of 0 (zero.) The assignment SLLE LI
defaults as hidden from PVUE and SVUE. 8/26/2020

Note: Hidden Type -
Assessments, the imported assignment will display as a Hidden Type in the gradebook.

CTLS Assessment

If the teacher is not displaying the District Assignment Type called CTLS

i s
Assignment Weighting Grade Book Settings
CCSD Grade 8 Math
SKI
Which Assignment Types would you like to use for this class? Mlé\])'(s1g(())30
Add My Types To The District Types v 8/24/2020
Use Teacher Default
|only Show Wy Types HIDDEN TYPE: CTI

Add My Types To The District Types

Teacher Action Required - Either Delete or Edit the Assignment:

1. The teacher should Delete the assignment if it is not wanted in the gradebook. Left click on the
assignment name and select ‘Delete Assignment.’

2. If the assignment is not deleted, the teacher should Edit the assignment. Left click on the assignment

name and select 'Edit Assignment.’
e If the assignment is NOT going to count:
o Choose the Assignment Category “Not for Grading.”
o The Point value can be left at zero.
o The assignment can remain hidden from the PVUE & SVUE portals.

e If the assignment IS going to count toward a grade:
o Edit the Point value, as desired.
o You will be unable to change the imported assignment to Raw Score. The assignment can remain as
the Percentage score type even if Raw Score is used on all other assignments. However, please
remain consistent with the point value given to this imported assignment so it will calculate

appropriately in the overall grade.
o Confirm the Assignment Type, selected for the assignment, has weights applied.

If teachers are using the District Assignment Type CTLS Assessments, it must have weights.
If teachers are using their own assignment types, select a weighted type for the class.
Confirm that the Subject and Report Card Correlation are correct on the assignment.
The subject and correlation of the CTLS imported assignment must match the class subject.
Do not add additional correlations to the assignment.

3. If an assessment is repeated for the same student, gradebook scores will not be overwritten. Teachers must

make manual updates to the gradebook scores, if desired.
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Note: Elementary teachers are not required to use assignment type weighting. If all assignment types are left at
zero weight, the assignments will be evenly averaged together to determine the students’ overall grade
calculation. For consistency, it is recommended that teachers at the same school and grade level set up
assignment types using the same weights.

[ s e <

Assignment Settings
Assignment Name Date of Assignment
Middle East Geography |8r202017 -
Description
Assignment Category
Normal =
Due Date
|8/20/2017 v
Assignment Type Parent/Student Portal
CTLS Assessmonts ] Show Assignment in Portal
oF
Score Type Points Show only when scored
Percentage 0.00 OFF
Grade Book Assignment &) scorch
L (vR) Reading 5(5) SEC 0096 / Quarter 1 v Assignment in (YR) ! Reading 5(5) SEC:0096
Category Values Assignment Settings
TYPE POINTS #ASGN. Assignment Name: Date of Assignment
Reading Q1 Touchslone §/152018
assessment 200 2
Description Assignment Category
Normal
Due Date
8/15/2018
Assi Parent/Student Portal
ssignment Type
Show Assignment in Portal
CTLS Assessme ets v
Subject Show only when scored
oF
Reading N
Score Type Points
Percentage v L]
Report Card Correlations Standards Correlations. Grading Pefiods Resources
Cobb County 05 2018-19
Report Card ltems. e
Nine Week Report card
READING Al P
ENGLISHILANGUAGE ARTS i
MATHEMATICS Al -
SOCIAL STUDIES - o
SCIENCE -
HEALTH -
ART Achievement -
MUSIC Achievement - o
PHYSICAL EDUCATION Achievement Al -
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Class Selection — Creating Assignments

Navigate to Grade Book Main and select the correct Quarter & Class.

e Elementary classes will always be a YR (year) Term.

e Itisimportant to select the correct PERIOD (Quarter 1, 2, 3 or 4) when adding, editing, or viewing assignments or to add

grades into any assignments.

e Click on the name of the desired class to select it.
e DO NOT CREATE ASSIGNMENTS IN THE HOMEROOM SECTION.

Synergy TeacherVUE

L (YR)
Terms Class Focus

School Year

2020-2021

Teacher

Period Course
YR (08/17/2020 - 05/26/2021)

1 Homeroom 5 0020

Language Arts 5 0138
0139

Mathematics 5

Social Studies 5 0140

o o s w

Science 5 0141

Reading 5(2) SEC:0137 / Quarter 1 =

Section ID Students Term Room Att Taken

& Filters & Options v

Periods
School

Elementary Schoc v Quarter 2 (Grading/Mark Periods)
Quarter 3 (Grading/Mark Periods)

Quarter 4 (Grading/Mark Periods)

YR 314

3 YR 314
YR 314
YR 314

YR 314

Elementary School Grading Periods:
using Current Period in Grade Book.

The checks for the grading periods will be automatic, on all new assignments, when
Steps are described in the Grade Book setup portion of this document.

Assignment Date Grading Periods

Falls during: Quarter 1 Quarter 2 Quarter 3 Quarter 4
1%t 9 Weeks X

2" 9 Weeks X

349 Weeks X

4th 9 Weeks X

Refer to the District Staff Use Calendar, created annually, for the elementary grading period dates. Confirm the
correct Period or Quarter is selected when creating new assignments.

Follow the steps described below each time a new assignment is created.

1. From Gradebook Main click the New button. ¥ NEW
=  New Assignment view opens.
= Enter Assignment Name.
=  Enter Description, if desired.
2. Select Assignment Type — All assignment types will display; therefore, use care when making a selection if

weights have been associated with the assignment types.
If an assignment type is selected that is not associated with weights, an Alert message will display.

| |

Page 25 of 62



4t & 5% Grade - TVUE, Gradebook & Report Card Guide 2020-21. V2 Feb. 2021

If a class does not have weights applied, the Alert message will not display.
= Note: If all assignment types are left at zero for the selected class, assignments will receive an equal
amount of weight. There is not a district requirement for elementary teachers to add weights.
Teachers should be consistent with the rest of their grade level.
3. Select a Subject.
= Subjects on assignments MUST match the subject of the class. (Example: If selected class is Language
Arts, the subject on the assighment must be English/Language Arts.)
4. Select a Score Type
Determine your gradebook scoring method: Percentage OR Raw Score. Utilize only one method per gradebook.
Your scoring method is selected on each assignment.

=  Raw Score: Complete two fields on the new assignment
1) Max Score: maximum point value of the assignment.
2) Points: total point value of the assighment added to overall gradebook total value.
Raw Score example: Max Score = 100 / Points = 100. The assignment is worth 100.

=  Percentage: Complete one field on the new assignment
3) Points: total point value of the assignment. The max value is always 100 on the percentage

score type.

Note: Regardless of the scoring method you select, be sure to remain consistent with POINT VALUE throughout
your gradebook to ensure correct grade calculations. Be careful not to value an assignment as 1 point and
another assignment as 100 points.

5. Enter Date of Assignment or click dropdown and choose from calendar.
a. The date, on new assignments, will default to the current date.
6. Select Assighment Category:
a. Normal counts points for assignment in both total points earned and total points possible for grade
calculation.

OR
b. Extra Credit (not recommended)
OR
c. Not for Grading does not count points for assignment in either the total points earned or the total
points possible.
7. Edit the Due Date of Assignment
a. Note: Due Date will not be visible if assignment type selected does not have ‘Yes’ selected for the
due date option on the Assignment Types screen.
b. The due date, on new assignments, will default to the current date.
8. Toggle ON/OFF selection to determine if the assignment will show in ParentVUE & StudentVUE.
Parent/Student Portal

Show Assignment in Portal
ON

Show only when scored

a. Note: If an assighment does not display in PVUE or SVUE, parents and students may not understand
how students’ grades are being calculated since they will see the overall grade but not all the
assignments.

Continued on the next page.
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9. Confirm Report Card Correlation (The selection is automatic when the Subject is selected - #3 above.)
Confirm correlation box is checked and that it matches the subject and class in focus.

READING

MATHEMATICS
SOCIAL STUDIES
SCIENCE
HEALTH

ART Achievement

MUSIC Achievement

Report Card Correlations Standards Correlations Grading Periods Resources

Report Card ltems

ENGLISHILANGUAGE ARTS

PHYSICAL EDUCATION Achievement

Nine Week Report card

Cobb County 05 2017-18
18 Students

Clan—
Clan
Clan—
Clan—
Clan—
Clan—
Clan—
Clan—
Clan—

Oo0oo0ooo&™Ed

= Correlations MUST be checked on EVERY assignment for the assignment grades to count on report cards.
=  The correlation MUST match the subject of the class (i.e.: if math, use math correlation ONLY.)
= Only ONE correlation should be used on each assignment.

10. Select Grading Periods Tab
= Verify Grade Period for assighment (The checkmark for

the quarter will be automatic and matches the quarter
selected in Gradebook Main.)

Report Card Correlations L Grading Periods )

Apply the marks for this assignment to the following grading periods:
Quarier 1 [l Quarter 2 ¥l Quarter 3 [7 Quarter 4

11. When all selections and entries are complete, click the Save Assignment button.

Grade Book Assignment Q) seecn Lock Sign Out Support Help
A Ry smam, Language Al 5(3) SEC 0034 1 Quanter 1 ~ | Assignment in (YR) Smith, Language Arts 5(3) SEC:0064 m
Category Values Assignment Settings
— S—— S— Assignment Nama Data of Assignment
Prepositional Phirase Book [ona2007 v
Classwork 300 3
Description
Assessment 3.00 3 P Assignment Category
GTLS Assessments. 000 1 Hermat
Due Date
9/14/2017 -
Assignment Type Parent/Student Portal
Assessment (M | snow Assignment in Portal
Subject Snow only when scores
EngisnLanguage Arts =l oFr
score Type Points
Percantage 100
Report Card Correlations  Slandards Correlaions  Grading Periods  Resources
Roport Card Homms Cobb County 05 201718

Nine Wask REport card

READING
ENGLISHLANGUAGE ARTS
MATHEMATICS.

SOCIAL STUDIES

SCIENCE

HEALTH

ART Achievement

MUSIC Achievemen

PHYSICAL EDUCATION Achievement

Chan—
Chn s
O >
Clan
Clan >
Chan—
Can s
O >

Chan

12 Students

o000 ooan

a
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Assignments With Zero Points

Assignments may be created, with a zero-point value, for tracking students’ grades but not with the intention of
counting the assignment toward an overall class calculation. Similarly, an imported CTLS Assessment assignment
will have a value of zero. Teachers may want to keep the value at zero, so it does not count toward the students’
class grade. The assignment can be hidden from PVUE/SVUE, if desired.

If the zero-point value is intentional, please select the option ‘Not For Grading’ for the assignment.

Editing Assignments
Single Assignment

1. To edit a single assignment (from Gradebook Main) left click on the name of the assignment where an edit is
needed. Select Edit Assignment from the drop-down that will appear. Be sure to save after editing.

Action

Multiple Assignments il

2. To edit multiple assignments, use the Assignments Screen

= Hover over Grade Book on blue menu at top of screen.

= Select Assignments. Assignments screen opens.

= The Page Size can be set to show up to 50 assignments.
Note: The top row is a header row used to select options for the assignments shown listed below.
Check the All box on the row for any assignment that needs to be updated to the option selected in
the header row.

&

q

&

&

&

&

Edit options include:
= Edit Assighment Name

q

= Edit Assign Date or click field to locate assignment date on calendar.

Edit Subject (the Subject should always match the class —i.e.: If math class, use math subject.)
= Select Score Type (only editable if no grades have been entered on the assignment.)

= Select Category (Assignment Type) from dropdown.

= Edit Due Date or click in field to locate assignment due date on calendar.

= Edit Max. Val. (if raw score was used).

= Edit Points Possible for assignment. Points Possible is the number of points an assignment is worth in
Grade Book.

= Edit Type.
= Use “ifall assignments need to be changed.

= Check Parent Portal to display assignment and grading information in PARENTVUE.
= Select Grading Periods/Confirm

= Click Save Changes or Undo Undo
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Copying Assignments

Use caution when copying assignments. Review all copied assignments and edit as needed to ensure the
appropriate subject and correlation are associated.
Class Title, Subject, & Correlation must match.

1. Access Copy Assignments View
e Hover over Grade Book on blue menu at top of screen.
e Select Copy Assignments
2. Follow steps:
Select School Year (ALWAYS review to confirm date was edited if copying from prior year.)
Class Type = Home Room (always make this selection)
Select Class (to copy FROM)
Select Period = Quarter
3. Select assignment(s)
e Check box(es) to left of assignment(s) to copy in assignment grid
e Check All to select all assignments
o C(Click Next
4. Select class(es) to copy the assignment to
e Select School Year
e Select Periods
e Select class(es) to copy assignments to from drop-down in top row. Green arrow to fill down.
e C(Click Next
5. Edit assignment date(s) Note: If copying to a new grading period, edit the assignment dates appropriately.
Always confirm the date is for the current school year and current grading period.
e Edit as needed - Subject/Assignment Type/Due Dates/Max Score/Points/Category

6. Click Finish

NOTES:

e When an assignment is copied from one subject to a different subject, the teacher must edit
each copied assignment individually to change the correlation.

STEPS:

7. From Gradebook Main, click on the copied assignment and select ‘Edit Assignment.” Review that the subject
associated, on the assignment, matches the name of the class.

8. Scroll to the Correlation area. Confirm there is only ONE box checked in the correlation area and that the
subject matches the name of the class.

9. If the assighment was copied, click SAVE when reviewing it in edit mode, even if no changes were made. This
will ensure the assignment is correlated correctly.
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Enter Scores (Grades)
There are two options to enter scores/grades: Grade Book Main View/Assignment Score Entry

1. (Option 1) Enter scores in Grade Book
= Hover over Grade Book on blue menu at top of screen, select Grade Book Main. Grade Book Main view
opens.
Locate the assignment on Grade Book Main for which to enter scores.
Click the scroll tool below Grade Book filters to scroll forward or backward through assignments.

(YR) Language Aris 5(3) SEC-0223 / Quarter 3 « ¥ Filters & Options +

i E = Research Paper - Spelling Contract
H - Famous Inventor MAX:-100.00
MAX.100.00

= Click in cell under assignment column for a specific student. e —
= Yellow highlights help locate the appropriate assignment and row.
= Enter scores for assignment. 0

= Ared score indicates that it is not saved.

100

4 Unsaved Change(s) Help

= A count of unsaved changes is kept at the top of the screen.
* Click Save Changes to add the grades or Undo to cancel all entries. ; Undo

2. (Option 2) Enter Scores in Grade Book i

Research Paper -
‘Famous Inventor

Access Assignment Score Entry View RIS
Wiing Gt
=  From Grade Book Main, click on an assignment column header for desired Enter Scores
. Edit Assignment
assignment and select Enter Scores.

Delete Assignment

Assignment Score Entry view opens (screen shot below.) Create Assignment Resources
= Enter an assignment score in corresponding row for a student.

o If entered score exceeds the Max Points value, a “Red Arrow” will appear in score box to indicate
score is above Max Points - - this is not an error.

o Press ENTER or TAB to advance to next student.

o Enter score and click Green Fill Down Arrow to fill down a score. All score boxes will be
populated with the same score. Individual scores can then be entered in place of filled down
score.

= Select corresponding box in Exclude column to exclude assignment from calculating in student’s grade
OR

= Select ALL to exclude assignment for all students.

= Select corresponding box in Portal column to hide assignment for students in PARENTVUE.

=  Enter public or private notes, if desired.

= Click Save or Save/Return to Grade Book.

Enter Grade Book Scores a Lock Sign Out_Support _Help
Classes Periods Assignments
orR) Language Arts 5(3) SEC.0034 ]| Quarter 1 7] | Mentor Senience Qi # (Ward Work | Edit Assignment
Assignment Subject Score Type Points Max Value Correlations
Mentor Sentence Quiz #1 EnglishiLanguage Aris Percentage 1.00 100,00 Standards Report Gard ltems
No Standards Correlations Defined ENGLISHLANGUAGE ARTS
Mentor Sentence ¢
MAX: 00.00
TS0
sz [lan Clan
Students) Class Grade;  WordWox  Exclude Hide in Portal Comment Notes
100% tior 15 M|+
88% 88 4 | O [m] v | &
88% 88 4| O [m] v | 4
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Grade Book Filters and Options

= Click the Filters & Options button in Grade Book main, just to the right of the class selection, to see
Grade Book Filters and Grade Book Options.

=  QOptions available include showing dropped students, showing student ID’s, setting percentage for at risk
students, showing comment codes, along with student and assignment sorting.

= Click Done to close the Filters & Options window.

Gradebook Main
1 (¥R) Language Arts 4(3) SEC:0230 / Quarter 2 ~ | | £¥ Filters & Options ~ w
Filters Options Sorting
Grade: Show Comments: Sort Students by:
[# Show Dropped Students y
All Grades v [ Hide Class Grade Mormal A Last Mame v i
# Show Total Missin
subject: - 9 Analysis Bands: Display Student Middle
[CJ Show Grades By Type .
All Subjects v Ve edil bands Name As:
[# Show Comment Codes
<= no bands == A\ Mone v
Assignment Date: O Assignment Note Entry
[J Show Student ID Row Size: Assignment Order:
All Dates v
[ Show Attendance on Due Large v Newest to Oldest v
Assignment Types: Date
Show Al . [CJ Show Section ID At risk highlight scores
[0 Show Course Name percentage
Report Card Items: [J Show Audit Indicator 50 % Update
All Report Card ltems A

Summary Modes:

[J Show Median

[J Show Mode

DONE
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Grade Book Reports

1. From Grade Book Main, click on the Reports icon in the upper right area of the 73 Reports
screen.
= The Grade Book Reports window will display. Several reports are available from the drop-down menu.

2. Select desired report from Grade Book Reports drop-down menu.
e Detailed Progress Report (progress for selected class only)
e Summary Progress Report (includes all classes for the student)
Use Summary Progress for quarterly progress reports.

3. Click Run Report at the bottom right of the report window. PDF will display on screen.

Tip: If dropped students are displayed in Grade Book Main, they will print as part of the class in Grade Book
Reports.

How to Exclude Dropped or Withdrawn Students from Gradebook reports

1. Select the desired report from the drop-down list.

2. Select to run the report for the current class or selected classes (check all classes desired)

3. Select to run the report for selected students. This choice enables checkboxes to display next to each
student’s name. Check the students you wish to include in the report. Dropped or withdrawn students
can remain unchecked and will remain so until they are checked.

Grade Book Reports

Grade Book Reports

Blank Grade Book Iz‘ ! 'Run report for current Class b !Run report for all students
Output report as PDF [=]
@ Run report for selected Classes @ Run report for selected students
@ use Student Name hota: iz optian c3n t3ke seversl MINUIEs longer 1o execuls.
':'Use Student Nickname T T & | <
i Pers Fitness B(2)-SEC-0779 - =1
Duse studentiD = M
Pers Fitness B{3)-S5EC:0720 "‘ .
) — [l
[Cinclude sub Class Assignments Pers Fitness B{4)-SEC-0781
) (
Mote: this option may not apply fo your curmently selected report] Pers Fitness B{5)-5EC.0782 sk o i

Blank Gradebook Options

Print Exira Lines at the bottom of [#IShow Extra Lines

the report
Print In Landscape [Clprint In Landscape
Include Overall Grade Mlinclude Overall Grade

m Run Report
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Transferring Assignments and Grades due to Schedule Changes (Same teacher only)

How to Show Dropped Students in the Grade Book
The grades for withdrawn or dropped students are in the original section where the students were
scheduled.

A. Inthe original section (class) in the Grade Book, click the Filters & Options button.

B. Next, click the Show Dropped Students option. The dropped students will appear, with a line
through their names and the message ‘drop.” Any grades the students received in the class will be
seen.

Click Done to close the Filters & Options window.
D. Prior to transferring any grades, it is highly recommended the teacher run a Detailed Progress
Report from the gradebook in case any problems occur during the transfer process

0

Home ~ Grade Book ~ Report Card -~ Admin -

Gradebook Main

L (YR} EIP Health 1(2) SEC:0666 / Quarter 2 ~ @
Filters Options — Sorting

Grade: — Show Comments: Sort Students by:
ks & Show Dropped Students y

All Grades A Hide Class Grade Normal

- Last Name v |

I Show Total Missing

Student  Sublect: Analysis Bands: Display Student Middle
uden Show Grades By Type -
1 All Subjects - edit bands Name As:
# Show Comment Codes
== no bands => - MNone -
Assignment Date: Assignment Note Entry
« Show Student ID Row Size: Assignment Order:
All Dates -
Show Attendance on Due Large - Oldest to Newest .
Assignment Types: Date
Show A . Show Audit Indicator At risk highlight scores
percentage
Report Card Items: 50 % Update

Summary Modes:

All Report Card Items -
Show Median

Show Mode

DONE

Grade Book ~ "

Gradebook Main

To Transfer Student Grades (Scores) i L
by Gradebook Setup

A. Hover over Grade Book Assignments

B. Select Transfer Student Scores Copy Assignments

Calendar

Note: Assignments can be copied during this process.
| Transter student scores |

Options to select: Copy From Class, To Class, and Student AND
Assignments to Copy
e You can transfer grades for individual students or for all matching students. The system will not allow you to
copy students’ grades into a section unless the students are scheduled in that section.

o Select the class to copy FROM.
e Select the class to copy TO.

C. Select the first student from the Student drop-down list or select All Matching Students, if needed.

o The Student list will display all students who are or were scheduled in both classes selected.

Synergy TeacherVUE
A4 (YR Science 4(5) SEC:0246 / Quarter 1 ~
Copy From Class  (YR) Sclence 4(5) SEC:0246 ~ ToClass (YR 4(6) SEC:0248 ~ Student <<Select>> v
! Il COPY STUDENT SCORES
(All Matching Students)
I
'
A

o The student(s) may be dropped from the first class.
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D. For the first student you copy, (or if All Matching Students is selected) it is required that you choose Add
Assignment from the To Assignment drop-down (in the Assignments section). Repeat this step for each
assignment you wish to copy.

Transfer Student SA AV @
Copy From CIV) -
e ‘Choosing the of

'ADD ASSIGNMENT in the: destinstion grade book wil automstically create a new assignment based on the COPY FROM grade book sssignment defintian (points. correlations, etc.) DO NOT GOPY ignores ransferring the scores for that assignment

Lock Sign Out Support Help |

Copy Student Scores

TLanguage Arts 5(3) SEC:0223 [+] To Class |(YR) Language Arts 5(3) SEC-0532[~] Student [=]

To Assignment

Assignments

Copy From Assignment

Assignment Type To Assignment <<Add Assig n menb) E
December Assignment 12/19/2013 Language Skills (Spelling, Grammar) 100.00 <<Do Not Copy>> E
Research Paper - Famous Inventor 4/30/2014 writing Craft 1.00 <<Do Not Copy>> || =<Add Assignment== |Z|
Spelling Contract 4/30/2014 Spelling 2.00 <<D0 Not Copy>>

<<Do Not Copy>>  [~]

<<Do Not Copy==
<<Add Assignment=>

E. If the assignment title already displays in the To Assignment field, that means the assignment is already
part of the section and does not need to be copied again. (Confirm the names of the assignments match

exactly.)
Assignments
Copy From Assignment Date Assignment Type Points To Assignment
December Assignment 12/19/2013 Language Skills (Spelling, Grammar) 100.00 December Assignment-12/19/2013 |Z|
Research Paper - Famous Inventor 4/30/2014 Writing Craft 1.00 Research Paper - Famous Inventor —4/30/2014|z|
Spelling Contract 4/30/2014 Spelling 2.00 N Spelling Contract -4/30/2014 @

F. Confirm the From Class, To Class, and Student fields are all correct.
G. Confirm the ‘Add Assignment’ message displays (if assignment name isn’t already displayed.)

Copy Student Scores

I.  Atransfer Student Scores window will display. REVIEW and click Continue With Copy or Cancel.

H. Click the Copy Student Scores button to transfer grades.

Transfer Student Scores

Please review your transfer settings before continuing. /

Note: Any existing scores in the TO class will be overwritien with scores from the FROM class. Empty scores will nat overwrite
exiting scare values.

FOR
(ALL MATCHING STUDENTS) - 27 TOTAL STUDENTS

FROM:

(YR) Science 4(5) SEC:0246
+
TO!:
(YR] Mathematics 4(6) SEC:0248
Cancel —_—

The confirmation window will close, and the gradebook where the scores were transferred will open. Review the
copied assignments to ensure the dates, points, etc. are all correct for the class the assignments were copied to.
The Subject and Correlation options MUST be edited when the assignment is copied if the subject of the
‘transferred-to’ class differs from that of the original.
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Removing Student Grades from original gradebook section (class)

\S OPTIONAL - If you do not want the student’s original section and grades to print on Synergy
gradebook reports or to be available for report cards, the individual grades must be deleted in the original

section. (In the case of a student transferring from a Gen Ed class to an EIP class, for example.)

WARNING — Verify the grades were transferred to the new class for the student prior to deleting grades from the
dropped class. (Look at the student’s new section in Grade Book main.)

To delete the grade:
A. Open the Grade Book main screen for the original, dropped class.

B. Click on the actual grade for the dropped student in the assignment column. It will highlight yellow.
C. Click delete to remove the grade.

Gradebook Main
(YR) Language Arts 5(3) SEC:0223 / Quarter 4 « £¥ Filters & Options -

> i i i
Dx b Paper - ing Contract
Assignment MAX:100.00
MAX:100.00 PT5:100.00
PT5:100.00 APRDI2014
1219/2013 413012014

Student[ Grade Missing
11 drop | gggg 0 50 | 100 | 100

e The number of changes will be tracked at the top, right side of the screen.

D. Click on Save Changes at the top of the gradebook.
The student will continue to display with the drop message, but no longer has grades in the class.
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4 > Week Progress Reports

4t & 5% grade teachers will run progress reports from Gradebook Main.

4t & 5% grade homeroom teachers can run the Summary Progress Report from their homeroom class. The
report will include progress grades for every subject area, regardless of who teaches the students, if there is a
gradebook calculation in the class.

The teacher’s steps are listed below.

e Navigate to Gradebook Main — select the Homeroom section (class.)

e Click the Reports button located in the upper right corner of the screen. The Grade Book Reports
window will display.

e Select Summary Progress Report and Run for All Students.

e Check the box to Show Missing Assignments, if desired.

e Please note that teachers will need to add the ‘Missing’ comment, in the place of an assignment
grade, for it to display as missing on the progress report.

e C(Click the Run Report button at the bottom of the Grade Book Reports window.

e The output will default to PDF, and the report results may open in a new browser tab. You may need to
click the PDF file to open the results.

e Print the report and distribute as required by the district staff use calendar and local school
administration.

4th & 5th Grade Report Cards (9-Week Quarter Grades)
Complete assignments and ensure grades are accurate in Grade Book Main for each

class/section.
Confirm Assignment Types match the correct Assignment Weighting for each class/section. (If weighting is used)

NOTE: The district window for teachers to work on report cards is 14 days before and after the end of a Quarter

grading period. The window can be extended, and always will be in January after the winter holiday break to
allow for report card grade entry. If you are attempting to enter report card grades more than 14 days before
the end of the Quarter, speak with your Report Card Administrator to find out if the district needs to extend the
window for your school or if you should wait to begin working on the report card entries & grades.

Confirm Settings for Grade Book Setup

Assignment Weighting Tab
Navigation: Grade Book > Gradebook Setup - Assignment Weighting Tab

o If weights are used for assignment types, the total weight must total 100% for each class. If weights are
not used, the assignments will average together for the overall grade calculation.

e The district does not require elementary assignment type weighting. Local schools may decide, but it is
recommended that the same grade levels use the same weights for consistency.
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Grade Book Settings Tab

Navigation: Grade Book = Gradebook Setup
Click the Grade Book Settings tab
e Confirm settings are: Class Percentage: Rounding On and desired decimal place selected
o Whole Number, 1 Decimal Place, or 2 Decimal Places (Keep consistency within grade levels.)
e Grading Period Default For New Assignments: Current Period in Grade Book (REQUIRED setting for
elementary teachers)
o Be sure to focus to the appropriate Grading Period when creating new assignments.

[
Gradebook Setup

Grade Book Setup

Grade Book Settings

Final Grade Rounding Settings
Class Percentage
Rounding On E Whole Number On\yE

Settings used when displaying the class percentage.

Grading Period Default For New Assignments

Current Period In Grade Book

This setting controls what grading periods will be selected by default when creating a new assignment

Review Grade Book > Assignments Screen
Review Report Card Correlations, Subject Associations, Assignment Types, Score Types, Max Points, and Points
Possible

Navigation: Grade Book =>Assignments (Increase page size, if needed, for optimal viewing.)

e Review assignments on the Assignments tab.
The Course Title or Class Name, Subject, and Correlation should all match the class’s subject area.
The Correlation subject should match the subject of the course and class.

AN

There should only be one report card correlation per assignment, and the correlation should match the
subject area of the class.

NOTE: An Assignment Type may be referred to as a Measure Type on some Synergy screens.
Complete all the following steps for EACH core class by using the Class Focus window to select classes directly

on the Assignments screen. These are examples of how your assignments screen should look. If you have

problems refer to the last section of this user guide, How to Identify Correlation and Subject Errors.

NOTE: Assignments should NOT be added to the Homeroom class.
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Review Assignments on the Assignments Tab
Select a class from the Class Focus window to begin. Classes must be reviewed one at a time.

1) Click the Page Size drop-down to increase the number of assignments that display on one page.
2) Notice the total number of assignments for the selected class.

3) The top row is the header row. It lists the Subjects, Score Types, and Assignment Types available, and
displays Max Value and Points Possible for each assignment. The green arrows allow for easy fill-down if the
assighnments below need to be changed.

4) Click the Correlations drop-down list.

= Assignments should only be correlated to the one subject area for the class selected.

= The Correlations drop-down should contain only two items, (1) All and (2) the one correlation to the
subject area of the class in the current view. (Correct example shown below.)

= [fthe only selection in the Correlations drop-down is ‘All,” this means that none of the assignments
were correlated to the report card. Return to the gradebook and edit EACH assignment to the correct
report card correlation.

= Select All from the correlations drop-down. (In the example below, there are 16 assignments in the
class, so selecting All will display all 16 of the assignments.)

Synergy TeacherVUE A Q Lock SignOul Support Hel
LR Malhemalics 4{) SEC.017 J Quarler | - | Se—

Show All Periods Page Siffe 40 Assignmants

frer

Showing 1-16 of 16

Correlations. All o ~ | Action ~ Unde

Action Assigi__C0bD County 04-05 2020-21 - MATHEMATICS Subject Score Type A.Type Dua Date Max Score Pts.Poss. Category Portal

Can 4 + Reading v | & Percentag Gheeklp: > | & + m ¢ N v N

— All About Me Math poster ORMTI2020 Mathematics ~ Raw Score ~ Glasswork. ~ OAAT2020 10000 100 Narmal hd

L CCSD Grade 4 Math SKI 08/26/2020 Mathematics ~ Percentage ~ CTLS Assessmer 08/25/2020 100.00 0.00 Normal ~ |
CCSD Fourth Grade Touchstone Qus 08/ze/2020 Mathematics N Percentage ~ CTLS Assessmer 08/28/2020 100.00 0.00 Narmal b |
Xra Math week of 231-0/6 08/31/2020 Mathematics ~ Percentage ~ || Classwork v | | 083172020 100,00 100 Normal ~
Kra Math ook of 57 - 8/13 aeT2020 Mathematics ~ | Permentage ~ || classwork | | oain7z020 100.00 100 Narmal -

C Mathematics v | Perceniage v | | Assessments | | oariiz020 100.00 1.00 Narmal -

C Mathematics ~ Percentage A4 Assessments e 09/18/2020 100.00 1.00 Narmal g

Stay on the Assignments screen and follow the important steps below.
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IMPORTANT STEPS BELOW TO CONFIRM CORRECT CORRELATION FOR ALL ASSIGNMENTS.
5) Next, select the Subject Correlation from the correlations drop-down .

6)

o |In the example below, Mathematics is selected.
e Since this is a Mathematics class, the correlation must be for Mathematics only.
All 16 assignments continue to display confirming all 16 of them are correctly correlated.

The total number of assignments should EQUAL the total number of assignments correlated to the class subject.

Synergy TeacherVUE

2 (YR) Mathematics 4(6) SEC:0197 / Quarter 1 ~

" Show All Periods Page Size 40 Assignments

(6]

Showing 1-16 of 16

Assignments Grading Periods

Correlations  Cobb County 04-05 2020-21 - MATHEMATICS  ~ | Action v Undo

Review Subject & Assignment Types (A. Type) Columns for Each Assignment

Increase Page Size as needed. Change to the next page, if necessary, to view all the assignments in the class.

1) Confirm that All is selected from the Correlations drop-down so that the total number of assignments
display.
Assignments
1 (VR Mathematics 5(4) SEC:0121/ Quarter 1 «
Page Size
D Show All Periods 30 Assignments v
Showing 1-25 of 25
Assignments Grading Periods
Correlations Action
All L4 Undao

2) Review the Subject column for each assignment.

o The Subject for every assignment should match the class; in the example below is Mathematics.

Action  Assignment Assign Date Score Type Due Date Max.Val. Pts.Poss. Category

Clan 4 3 Readng  |v| & Percentag: |v| ¢ Classwork |v| & T T a Norm: |v|

[} pgs. 1314 8312016 Wathematics v|]| Percentage Classwork || erote 100 100.00 Normal v
=} pgs. 1820 81412016 Mathematics || Percentage Classwork || surzots 100 100.00 Normal v
O pgs. 2526 8512016 Mathematics ||| Percentage Classwork || esrots 100 100.00 Normal v
[} pgs. 3132 81812016 Wathematics V||| Percentage Classwork || st 100 100.00 Normal v
=} Check My Progress pg. 35-35 8112016 Wathematics ||| Percentage rssessments ||| erti2016 100 100.00 Normal v
O pgs. 30-40 21112018 Mathematics v|| Percentage Classwork v} er12018 100 100.00 Normal v
[m} pgs. 45246 811272016 Wathematics || Percentage Classwork || 822016 100 100.00 Normal v
m} pgs. 51-52 811612016 Wathematics ||| Percentage Classwork || emsiz01e 100 100.00 Normal v
[} pos. 57-58 811672016 Wathematics || Percentage Classwork || ane2016 100 100.00 Normal v
] Review pos. 67-69 81712016 Wathematics || Percentage Classwork || en7z016 100 100.00 Normal v
O Chapter 1 test 811812016 Mathematics v[l  Percentage Assessments v|| emsi016 100 400.00 Mormal v
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3) Next, review the Assignment Type (A. Type) column for each assignment.
e Confirm that the types used were assignment types weighted for the selected class, if weights are being
used.
a. If weighting is not used, the assignments will all average together evenly.
e When weights are associated, if types other than those weighted for the selected class are used, the
assignments will not count toward the students’ report card grades.

Review Score Type, Max Value, & Points Possible Columns For Each Assignment
Increase Page Size as needed. Change to the next page, if necessary, to view all the assignments in the class.

1) Confirm that All is selected from the Correlations drop-down so that the total number of assignments display
2) Review the Score Types column for each assignment. Raw Score OR Percentage or both if using CTLS

Assessments (imported assignments from CTLS.)

e Once grades have been added to an assignment, the Score Type cannot be change. If grade calculations
are incorrect, run a report from the gradebook to have a record of the assighnment grades. Delete the
students’ grades on the assignment. Now the Score Type can be changed, and afterwards re-enter the
grades for the students.

3) Review the Max Value and Points Possible columns for consistency. If one assignment is counting 100 times
more than others, it will cause confusing and possibly inaccurate grade calculations.

e If the max value and points possible need edits, they can be changed directly on this screen.

o Enter the correct values and click Save Changes.

A-Type Due Date | max.var. Pts.poss. |
¥l & Percentage |v| Classwork |v| <& &
W Percentage Classwork W 81312016 100 100.00
W Percentage Classwork W 81412016 100 100.00
W Percentage Classwork 8/5/2016 100 100.00
W Percentage Classwork 81812016 100 100.00
Y] FPercentage Assessments 8M1/2016 100 100.00
W Percentage Classwork 8M1/2016 100 100.00
W Percentage Classwork 8122016 100 100.00
W Percentage Classwork 8M5/2016 100 100.00
W Percentage Classwork 8M6/2016 100 100.00
W Percentage Classwork 81712016 100 100.00
Y] FPercentage Assessments 8182016 100 100.00

ASSIGNMENTS:

If your screens do not appear as outlined in the previous section, refer to the end of this document
for instructions on how to correct correlation and subject errors.
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Review the Grading Periods Tab
Navigation: Grade Book = Assignments screen

e Select the Grading Periods tab.

e Increase the Page Size to see more assignments on the screen.
e Confirm the appropriate Quarter (Grading Period) is selected for each assignment.
e Repeat the Grading Period review for each class by selecting classes from the Class Focus window .
o If edits are required, the boxes for the correct grading period can be checked and, if necessary, the
incorrect boxes unchecked.
e If any changes are made, click the Save Grading Periods button before leaving the screen.
Assignments Q@ Lock Sign Out €
4 (YR) Mathematics 5(4) SEC: 0121|Quar|er1 A I
Page Size
[ show All Periods 20 Assignments v
Showing 125 of 25 All assignments should be checked for the current
grading period. Refer to the Staff Use calendar for
Assignments | Grading Periods exact dates of the grading periods.
“ Quarter 2 Quarter 3 Quarter 4
Assignment Due Date Clan Clan Clan Clan
pgs. 13-14 8/3/2016 Clan Mincluded m} m} O
pgs. 19-20 8/4/2016 Clan [Mincluded ] O O
pgs. 25-26 8/5/2016 Clan #included ] O O
pgs. 31-32 8/8/2016 Clan Mincluded O O O
Check My Progress pg. 35-36 8/11/2016 Clan [#iIncluded O O O
pgs. 39-40 8/11/2016 Clan Mincluded m} m} O
pgs. 45-46 8/12/2016 Clan Mincluded m} m} O
pgs. 51-52 8/15/2016 Clan Mincluded O O O

Report Card Preview Screen: Transfer All Student Marks (Grades)

Navigation: Report Card = Report Card Preview

Home ~ Grade Book ~ Report Card ~

Students

Report Card Matrix

Report Card Preview

Steps begin on the next page.
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Point the mouse to the class name to display the Class Focus window.
o Select Homeroom from the Class Focus window. Homeroom must be selected to complete the
elementary report cards.

If the homeroom class is not in the Class Focus list, alert your school’s scheduler to change the section to Include
In Grading. An overnight synchronization is required to update the gradebook and report card screens.
A District-wide sync runs at 4:00 AM each Monday through Friday during the school year.

1) Confirm that the correct grading period (Quarter) is selected from the Class Focus window.

Report Card Preview

A1 R) "Homeroom 5(1) SEC:0016 / Quarter 1 = \

Terms Class Focus v | Periods 0

Pericd Course Section ID Students Term Room Att Taken
Quarter 2 (Grading/Mark Periods)

Quarter 3 (Grading/Mark Periods)
Quarter 4 (Grading/Mark Periods)

YE(02/01/2016 _ 05/24/2017)

2 Health 5 0060 27 YR 315
3 Language Ats 5 0120 15 YR 315
3 Language Ats 5 0465 8 YR 315 |
4 Mathematics 5 0121 17 YR 315

2) Click Transfer Student Marks, for the student in focus in the Select Student drop-down , to transfer
grades from the grade book to the report card for that one student.
If grades are transferred one student at a time, select the next student from the Select Student drop-
down .
3) OR Click Transfer All Student Marks to transfer all students’ grades from the grade book to the report
card.
Note: If desired, teachers can exclude grades from calculating on the final report card grade. (This feature is
described in detail on the following pages.)

Report Card Preview

2 (YR} Homeroom 5(1) SEC:0016 / Quarter 1 + e Q

Select Student ‘ ‘

Williams Transfer Marks for Williams Transfer All Student Marks

Valid Report Card Entry: Quarter 1 (9/7/2016 - 10/21/2016)

Report card preview for students in Homeroom 5(1)

The below grades represent weighted scores based on the current period. Click to exclude classes you do not wish to affect the final grade.
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If you choose to transfer marks for all students (entire class) at once, a web message will display.

e Click OK
. . . i Are you sure you want to transfer all student marks to the report card?
A message WI” dlsplay durlng the tranSfer process, WhICh This will override any marks previously entered and will take a few
may take several minutes. minutes.

“ Cance'

When complete, a message alerts you that the marks
have been transferred to the report card.

Report Card Preview Screen - Helpful Tips:

o Click on the name of any Subject in the Report Card Item column to view a list of all the assighments
being used to calculate the selected student’s grade.

e The list of assignments will open in a new window. In the example below, in an English/Language Arts
class, all the subjects listed are Language Arts. This is correct.

o All section numbers display along with the class name. The list can be used to review all assignments for
a class if the student has grades in more than one class.

| ENGLISH/LANGUAGE ARTS

[Click here to close.
Class Measure Date Type Score Points Notes
(YR) Language Arts 4(3) Writing Assignment 8/20/2014 Writing Craft 90 90.00 / 100.00 (90%) N
SEC:0329
(YR) Language Arts 4(3) Writing Assignment 8/20/2014 Writing Craft a0 90.00 / 100.00 (90%)
SEC:0329 L4
(YR) ) Language Arts 4(3) ELA Assignment 8/15/2014 Writing Craft a5 95.00 / 100.00 (95%)
SEC:0329
(YR) ) Language Arts 4(3) Spelling Test 1 8/15/2014 Language 95 95.00 / 100.00 (95%)
SEC:0329 Skills

e The red asterisk indicates that the Total Points are calculated using weights assigned to the class in Grade
Book Setup. If no asterisk appears, weights were not assigned to the class/section.

Report Card Item Calculated Mark [CJovenwrite All Total Points
Report Card Mark

Nine Week Report card

READING 6.02 /7.00 (90%)=

ENGLISH/ILANGUAGE ARTS 3.60 /5.00 (79%)=

MATHEMATICS 7.15/9.00 (79%)=

= |2 T OO >
< < < < < <

SOCIAL STUDIES 3.15 /1 4.00 (61%)=
SCIENCE 3.54 1 4.00 (91%)=
HEALTH 3.00 / 3.00 (100%)=
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e If grades appear in more than one column for a subject, this could mean more than one class is

correlating one or more assignments to that subject area.

e Another reason a student will have two classes (or more) displaying grades for the same subject is if

the student had a schedule change during the grading period and has grades in both classes.

e Grades can be excluded, by class/section, on the Report Card Preview screen. However, it is best to

review the Grade Book =>Assignments screen to look for potential assighment correlation errors.

An assignment should only be correlated to one subject area.

e Inthe example below, the student has grades for English/Language Arts in two different classes. The

grades are being averaged together to determine the student’s report card grade for the subject.

Report Card Preview

@ Lock SignOut Support Help

1 (R) Homeroom 4(1) SEC:0177 / Quarter 1 v

Select Student

Davis. ~| | Transfer Marks for Davis, ¢ | Transfer All Student Marks

Report card preview for students in Homeroom 4(1)
The below grades represent weighted scores based on the current pEHuEl Click fo exclude classes you do not wish to affect the final grade |
Report Card Item Calculated Mark  []Overwrite All Total Points
Report Card Mark (YR) (YR) . (YR) . (YR) . (YR) . (YR) .. (YR)
ine Week Report card
READING A M 4.50/5.00 (90%)~ 450/500(90%)
ENGLISHILANGUAGE ARTS (o} M 7.44/900 (79%)~ o 2.04/3 00 (69%): 6 5.40/6.00 (83%): |
MATHEMATICS [} M 3.18/4.00 (77%)~ 3187400 (77%)-
SOCIAL STUDIES B M 1.71/2.00 (87%)~ 1.71/2.00 (87%):
SCIENCE B v 2.39/3.00 (80%)~ 2.39/3.00 (80%)*
HEALTH A v 2.00/2.00 (100%)- 2.00/2.00 (100%)*

e Mouse over the grades in the class (column) you wish to exclude from the student’s report card

grade. A message will display, ‘Click to exclude this class in calculating the final mark.’

ENGLISHILANGUAGE ARTS C v 7.44 1 9.00 (79%)+

MATUCMATICS ~ 240 1 4 AN TN

2.04 /300 (69%)

‘ Click to exclude this class in calculating the final mark
'

e C(Click on the grades for the class (column) you wish to exclude from the student’s final grade.

o The excluded field will turn pink (see example on the next page.)

o The calculated mark may change depending on the excluded grade’s effect on the average.

o If all grades are left, they will be averaged together to get the final calculated mark. This may be

desired if a student was scheduled with two different teachers (or same teacher, but two sections)

during a grading period.

o Note: It is best to determine the reason two or more classes display grades rather than

simply exclude grades. Two or more classes that contain grades for a single subject could be

an indication of potential correlation errors. All students’ grades in the class could be

affected when correlation errors occur.

More information continued on the next page.
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e Inthe example below, when the class grade with the average of 69% is excluded, the student’s
overall calculation changed from 79% (screen shots above) to 83% (shown below).

e Having grades in the same subject in more than one class can affect the student’s overall subject
average.

Report Card Item Calculated Mark | [Joverwrite All Total Points

Report Card Mark 053) - (YR) - (YR) . (YR) . (YR) . (YR) . (YR)

Nine Week Report card

READING A v 4.50/5.00 (90%)+ 4.50/5.00 (90%)-
ENGLISH/LANGUAGE ARTS 540/ 6.00 (83%)- 2.04 /300 (69%) 5.40 / 6 00 (83%)+

sk sk s ok ok ok sk ok ok s ok sk sk sk ok ok sk ok sk ook ok ok | NP ORTANT N QT E % ok sk sk s sk s s ok sk s ke s ok ok ok o o
IMPORTANT NOTE: If Art, Music and PE teachers do not enter assighnments and grades into the grade book,
there will be no achievement grades from these classes to transfer. Therefore, the specialists or the
homeroom teachers will manually enter the Achievement grades for Art, Music and Physical Education directly
onto the Report Card Matrix.
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How to Overwrite a Report Card Grade on the Report Card Preview Screen

If grades are changed or if additional assignments and grades are added in the gradebook after marks are
transferred to the report card, the Report Card Preview screen should be reviewed. If the new calculated mark is
different from the report card mark, the grade should be overwritten and transferred to the report card again.

Navigation: Report Card = Report Card Preview
Steps correspond to the numbered items in the screenshot below.

1) Compare the Calculated Mark column with the Report Card Mark column.

2) |If differences appear, as shown below, check the box next to the Report Card Mark grade to
overwrite it with the new, calculated mark.

3) The Overwrite All box at the top of the Report Card Mark column can be checked if numerous grades
need to be overwritten.

4) Itis recommended that overwrites are transferred by individual student instead of all at once.

Review the grades for each student before they are transferred. Click the Transfer Marks button for
the student currently selected.

5) Select the next student from the drop-down list and repeat the four steps above to review grades.
Continue the process until all students’ grades have been reviewed and overwritten, if necessary.

Report Card Preview 7] Lock SignOut Support Help

1 (R) Homeroom 5(1) SEC:0019/ Quarter 1 ~

Select Student e

v || Transfer Marks for Transfer All Student Marks

Report card preview for students in Homeroom 5(1)

The below grades represent weighted scores based on the current period. Click to exclude classes you do not wish to affect the final grade.

Report Card Item Calculated Mark Coverwrite ;_\He Total Points

Report Card Mark

Nine Week Report card

READING B v O B 3.49/74.00 (87%)* 3.49/4.00 (87%)+

ENGLISH/LANGUAGE ARTS B v O C 3.98/5.00 (80%) 2.41/300(80%)- 1.57 /200 (79%)=

MATHEMATICS B v O (o4 6.26 / 7.00 (89%)* 6.26 / 7.00 (89%)*

SOCIAL STUDIES B v [m] B 2.80/3.00 (88%)- 2.80/3.00 (68%)-

SCIENCE A v O A 3.00/3.00 (100%)+ 3.00/300 (100%)¢

HEALTH A v ] A 0.95/1.00 (95%)- 0.95/1.00 (95%)-
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Add Manual Entries to Report Card Matrix
Navigation: Report Card > Report Card Matrix
Students

The Report Card Matrix screen will open.

' Report Card Preview ¢
1) Confirm you are in the Homeroom class.

2) Confirm you are in the current Grading Period (Quarter)
3) Select Template - Cobb County (Grade Level/Current Year)
4) Select Report Card Rows = Nine Week Report card (or Comments if entering comments)

Report Card Matrix n @ Lock SignOut Support Help

A4 (YR) ! Homeroom 5(1) SEC:0019/Quarter 1 »

(2

Template: e Report Card Rows: 6 @
Cobb County 05 2016-17 Nine Week Report card Undo

W

1 of 16 - READING

Student e READING READING LEVEL ENGLISH/LANGUAGE ARTS MATHEMATICS SOCIAL STUDIES SCIENCE HEALTH HANDWRITING CONDUCT STUDY/WORK H
A v OLVT B v ¢ C vl Cvlé B v AV 5"‘0_ 5"1’_ S v
B v oL A vl A vl B v Ay Ay s l§ s |4 s |4
A vl AL Y4 B v A vl AV Ay Ay s l§ s |4 s |4
A vl oL A vl A vl AV Ay Ay s l§ s |4 s |4
A vl oL A vl B v AV Ay Ay s v | s |4 s |4

To view all the columns available for grades, use the Slider Tool located at the top and bottom of the screen to
scroll right and left.
5) Grades that were transferred on the Preview screen will display with the
appropriate subjects for all students.

o :
15 of 16 - PHYSICAL EDUCATION Achievement <

Student \NDWRITING CONDUCT STUDY/WORK HABITS ART Achievement ART Conduct MUSIC Achievement  MUSIC Conduct PHYSICAL EDUCATION Achievement PHYSICAL EDUCATION Conduct
Ml 4 S S v
V|4 5 5 v
v g s v
vl s S v
v|d S S v

e Manual scores to enter - Reading Level, Handwriting, Conduct, Study/Work Habits, *Art Achievement &
Conduct, *Music Achievement & Conduct, and *Physical Education Achievement & Conduct.

e *IMPORTANT NOTE: If Art, Music, and PE teachers do not enter assighnments and grades into the grade book,
there will be no Achievement grades on the Preview screen, in those classes, for the homeroom teacher to
transfer. Therefore, the specialists, or the homeroom teachers, will need to manually enter the Achievement
grades for Art, Music and Physical Education directly onto the Report Card Matrix screen.

e Art, Music, and PE teachers can enter the Achievement & Conduct scores on the matrix screen BEFORE the rest
of the marks are transferred, if desired. (Be sure to save scores for each class.)
e The green arrow allows for easy fill-down of the same selection.
6) Click Save Scores after all manual entries.
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Report Card Matrix: Comments
Comments Tip: Comments can be entered using the Report Card Matrix Screen by selecting Comments from the

drop-down menu instead of Nine Week Report Card. A green arrow, on the screen, allows for easy fill-down of

the same comment — or perhaps a beginning sentence for each students’ report card.

When using the matrix screen to add comments, be sure to click Save Scores often so that data is not lost if the

application should time out.

Template: Report Card Rows:
Cobb County 05 2018-19 Comments: Save Scores
Student Comments:
A +
P
D -
v
Report Card ~
Complete Report Cards and Comments

Navigation: Report Card - Students

Report Card Matrix

ric  Report Card Preview @

—

Click the Options button to make the following selections:

e Report Card Entry Mode: Classic is recommended.

e Check the box to Show Inactive Students, if needed. (More details below)
e Check the box to Hide Student Pictures, if desired.

Students

L (VR)

tHomeroom 5(1) SEC.0019 / Quarter 1 - L OPTIONS ~

Class Report Card

Report Card Entry Mode

Classic ]

Show Inactive Students
Report Cards Not Complete

Hide Student Pictures

Check the box next to Show Inactive Students if you want to see dropped or withdrawn students in the report

card list. The box should be checked if a report card is needed for a dropped or withdrawn student.

Leave the box unchecked if you do not want to generate a report card for a dropped or withdrawn student along

with the rest of the class.
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Inactive or Dropped Students Tip:

Showing Dropped students in the Grade Book Main Filters & Options window (below) will also show dropped
students on the report card screens. Additionally, showing Dropped Students on the Report Card > Students
screen (above) will show dropped students in Grade Book Main. The options are in different locations but work
the same.

et Home ~  GradeBook~  Report Card -
(YR) Homeroom 4(1) SEC:0327 / Quarter 1+ 1’/
Filters Options Sorting
>
Grade: Show Comments: Sort Students by:
‘fsnow Dropped Students 4
All Grades [=] [ Hide Class Grade Normal [=] Last Name [=]
Studenty [ show Total Missiny
e Subject: 9 Analysis Bands: Assignment Order:
[ show Grades By Type )
All Sublects [=] edit bands Oldest to Newest [=]
Show Comment Codes
<< no bands => =]
Assignment Date: O Assignment Note Entry
! al ize:
| All Dates E Show Student ID Row Size:
Large =]
Assignment Types: Summary Modes:
Show Al B At risk highlight scores
1 Show Median percentage
'
Report Card Items: O show Mode 50 %

Cowan, Maxvell
All Report Card ltems ]

Creason, Julie

Gz Dukee

Report Card > Student Screen
Review grades and review or enter Comments for each student. As each student’s report card is complete, move
it to the right side of the screen in the Complete section
Select a student’s report card screen by clicking on the student’s name.
When the report card displays on the screen, confirm accuracy of all the report card entries.
o Any grade (manual or transferred from the gradebook) can be edited on this screen by the teacher —
for the current grading period only.

o Grade Book managers can edit grades & comments on this screen for any grading period.

Synergy TeacherVUE 12 Loct Sign Out Support Help *

2em: 51} SEC:0019/ Quarter 1 ~
Backto v n - Grade 05 Vaid Report Card Entry: 972016 - 102172016 Nextto ¢

Cobb County 05 2016-17 Report Card

I | P pr—— (T |

Report Card Area Score QUARTER 4 QUARTER2 QUARTER 3 QUARTER 4
ine Vieek Report card

READING A A [v]

reaonc ever " =
&
&
O]
[~
&
M
[
M
o]
&
o]
&
&1
PHYSECAL EDUCATON Cantt B

ATTENDANCE

Days Absent: 100

ENGLISHILANGUAGE ARTS

MATHEMATICS

SOCIAL STUDES.

SCENCE

» @w mlolmn

HEALTH

HANDWRITING

conouct

STUDYIWORK HABITS

ART Achievement

ART Gonduct

WUSIC Achievement

MUSIC Conduct

DR R IR AR IR AR R R AR AR R R AR

PHYSICAL EDUCATION Achievement

o > |alx o » vl e 0 » o v o

Days Tard) 000

is 0ff o a great start o Sth grade O COMMENTS ENTERED. NO COMMENTS ENTERED. NO COMMENTS ENTERED.
Demonsirates mastery of skils and

concepts. Actively participates in class and

group work.

Go to the Comments Area at the bottom of the screen.

o Click the Edit icon for the current quarter (grading period.)
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o Teachers can enter or edit comments only for the current grading period.

Quarter 1 Va Quarter 2 re Quarter 3 Ve Quarter 4 Va

is off to a great start in 5th grade. NO COMMENTS ENTERED. NO COMMENTS ENTERED. NO COMMENTS ENTERED.
Demonstrates mastery of skills and

concepts. Actively participates in class
and group work.

o Add comments.
o Click Save Comments then Close to return to the report

card. (Scroll down on the screen to view the Save & Close
Close options.)

Back to v : Anderson, , '- Grade 04 Next to /
Cobb County 04-05 2020-21 Report Card

Cancel/Back to List Save/Back to List « Save/Mark Not Complete VIEW REPORT CARD

e Click Save/Mark Complete to move the student’s name to the right/complete area.
e Save & Back to List returns you to the list but does not mark the student complete.

e Cancel/Back to List returns you to the list of students without saving anything for the current student.

e View Report Card option isn’t available until the page is saved, IF changes were made.

Disabled until page is saved!

e When you are finished reviewing and updating the report cards, all of the students’ names should appear on
the right, complete side of the Report Card > Students screen.
o Use the Mark All Complete/Mark All Not Complete buttons to move all students at one time.

See the next page for additional information.
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o Use the green arrow next to a student’s name to move that individual student.

Students Q Lock SignOut Support Help

A (R Homeroom 5(1) SEC:0019/ Quarter 1 + L OPTIONS ~ @ VIEW REPORT CARDS & EDIT COMMENT BANK

Class Report Card Report Cards Done This Period (26/26)

Report Cards Not Complete MARK ALL COMPLETE 9 € MARK ALL NOT COMPLETE Report Cards Complete

PP NP SR P S SR S SRS
FRRE R S S S S S N S S SR RN

Digital Report Cards in ParentVUE /StudentVUE

When your school’s Administrator or ParentVUE Coordinator has enabled the online report card option in
ParentVUE and StudentVUE, as soon as a student’s name is moved to the complete side of the screen, parents
and students will immediately be able to view the digital report card grades.

Moving students’ names to the complete side (right side of the Report Card > Students screen) is required for
the report card grades to display in PVUE and SVUE.
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View and Generate Report Cards
From the Report Card > Students screen, click View Report Cards.

e The teacher can print report cards. Additionally, the Report Card Administrator can print report cards
from the report card interface screen in Synergy SIS.
e ltis alocal school decision who prints the report cards.

@ Lock SignCut Support Help

@ VIEW REPORT CARDS & EDIT COMMENT BANK,

Report Cards Done This Period (26/26)

€ MARK ALL NOT COMPLETE Repor‘t Cards Complete

€ ¢

¢ ¢

Click Generate Class Report Cards to generate a report card file for the entire class.
To generate a report card for one student, click View next to the student’s name.

If a Spanish version is needed, see the next section of this guide before generating report cards.

Report Card View
1 (R) .Homeroom 5(1) SEC:0019 /Quarer 1 = BACK TO STUDENTS GENERATE CLASS REPORT CARDS
Print Report Cards For: _ X Homeroom 5(1)
Student Name Language
View English |+
View English |w

A PDF file of the report cards will open on the screen. Review the file on screen before printing to confirm all
report cards are accurate and complete. If inactive students’ report cards were generated but are not needed in
the class report card file, uncheck the option to Show Inactive Students, and generate the class file again. To
print the report card file, hover the mouse near the bottom or upper portion of the

PDF and click on the printer icon. Placement on the PDF depends on the browser being used.

The PDF file can be saved to a school shared drive, if desired.

It is recommended that an electronic file of the Quarter 4 report card (end of year) be saved for each homeroom
class.

(Note: Grade Book Managers have access to save a PDF file for the entire school using the GBK201 Report.)
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It is recommended that each teacher save a copy of the Gradebook Report, Print Grade Book for all
classes at the end of each grading period — after all edits/additions are complete.

The report can be run for the current class, ALL classes, or for specifically selected classes.
Make desired class selections prior to printing the report.

Grade Book Reports

Grade Book Reports

Print Grade Book v

QOutput report as POF T

ORun report for current Class

"~/Run report for all Classes
Use Student Name
®)Run report for selected Classes
Use Student Nickname Mate: Tk option can taie several minutes kinger to execute.

Use Student ID .., . Homeroom 5(1)-SEC:0576 -

R [ 3 5, K Reading 5{2)-SEC:0577
Include Sub Class Assignments

O
Note: this option may not apply to your currently selected report. i EIP Language Arts 5(3)-
SEC-0580 -

Selecting Spanish Version Report Cards

If a Spanish version of the report card is needed, teachers must follow the steps below to save the
language setting for students in their homeroom class.

If a homeroom teacher is unavailable to complete the steps below, the gradebook manager has
access to change and save the language settings as described.

Even if the teacher is not going to generate individual or class report cards themselves from the
gradebook, the steps below are required for the students to receive a Spanish version in either a
printed format or a digital PDF document (online in ParentVUE).

1. Navigate to Report Card > Students and click View Report Cards located in the upper right
corner of the screen.

& VIEW REPORT CARDS
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2. Confirm that the Homeroom class is selected for the current quarter.
3. Select Spanish in the language dropdown for students who need that format.

4. Click the green button to Save Language Settings.

Report Card View
2 (YR) Homeroom 1(1) SEC:0005/ Quarter 1 ~ || # OPTIONS v || BACKTO STUDENTS || GENERATE CLASS REPORT CARDS | GENERATE BLANK REPORT CARDS [
Print Report Cards For: (YR) = Homeroom 1(1) SEC:0005
Student Name Language Quarter 1 Quarter 2

e View i Spanish ¥ Complete Complete

5. Click Generate Class Report Cards to generate a class file. (Note: The class generated file will
group the Spanish version report cards together rather than in alphabetical order. The grouping
could come at the beginning or the end of the class file.)

6. To generate a report card for an individual student, click View next to the student’s name.

When a printed Spanish version is needed, it must be generated from the teacher’s Report Card View
screen (shown in the screen shot above), or by a Gradebook Manager/Report Card Administrator
using the GBK201 Report.

Grade Placement for Next Year

Grade placement for next year, located on the individual report cards is in the bottom right corner. Entries for
this area must be handwritten. Handwritten selections and entries will NOT display on the digital report card
screen or PDF’s.

Grade Placement Next Year:

The best practice is for all teachers to use the free-form comments to communicate the next year’s grade
placement at the end of the school year. Since the report cards are available online, the comments will display in
PVUE/SVUE. Additionally, in the event that a printed report card cannot be sent from the school, by recording
the next year’s grade placement in the free-form comments, the parents will have the option to print their own
copy using the PDF document attached in PVUE/SVUE.
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How to Identify Correlation and Subject Errors

Three common mistakes occur with correlations. (1) None of the assignments are correlated, (2) More than one
subject correlation is used on a single assignment, or (3) Some of the assignments are not correlated or are not
correlated correctly. Correlation errors must be corrected in Grade Book main on the actual assignments.

To Correct: From Grade Book > Main - click on the assignment and select Edit Assignment.

> If the only selection in the Correlations drop-down is ‘All,’ this means that none the assignments were
correlated to the report card.
e Inthe example below, all the Social Studies assignments need to be correlated to Social Studies.
e Return to Grade Book > Gradebook Main — Socials Studies class to edit each of the assignments and
add the Social Studies correlation.
Correlations are done in Grade Book Main on each individual assignment.

Assignments
Class Grading Period Page Size
(YR Social Studies 5(7) SEC:0044 [=] | Quarter1 [=] = 10 Assignments [=]

Showing 1-4 of 4

Assignments

Correlations Action

All -

> If more than one subject correlation is in the Correlations drop-down , this means one or more assignments
were correlated to a different subject area.
e Inthe example below, there are seven total assignments in the selected Math class. In the
Correlations drop-down there are assignments correlated to Math and Science.
e Since this is a Math class, all the assignments should only be correlated to Math.

@Synergy. Home ~ GradeBook ~ ReportCard ~ Admin -

TeacherVUE
Synergy TeacherVUE

2 (YR) Mathematics 4(6) SEC:0248 / Quarter 1 =

__ Show All Periods Page Size 40 Assignments v

Showing 1-7 of 7

Assignments Grading Periods

Correlations | Al ~ |Adtion ~ Undo

Action Asmg‘ Cobb County 04-05 2020-21 - MATHEMATICS

Cobb Gounty 04-05 2020-21 - SCIENCE anlect Sl AType D= Dot

e To easily identify the incorrectly correlated assignment(s),

1. Select the incorrect correlation in the Correlations drop-down (in the examples above & below,
Science is incorrect).
Please continue to the next page.
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2. Notice now that only one assignment displays.
3. Take note of any assignments that needs to be corrected. In this example below, it is an
assignment called Sun, Earth, Moon vocabulary test.

Synergy TeacherVUE

2 (YR) Mathematics 4(6) SEC:0248 / Quarter 1

Show All Periods Page Size 40 Assignments

e Showing 10of 1

Assignments Grading Periods
Correlations  Cobb County 04-05 2020-21 - SCIENCE ~ Action ~ Undo
Action Assignment Assign Date Subject Score Type A.Type Due Date
Al + + Reading v o Percentag ~ | Check-ups v | <+
Sun, Earth, Moon vocabulary test 09/04/2020 Science ~ Percentage ~ Assessments v 09/04/2020

TO CORRECT: Return to Grade Book > Gradebook Main — Math class to edit the assignment and remove
the Science correlation associated with the Math assignment. While making the correction, ensure that
the assignment is checked or remains checked for the Math correlation.

Correlations are done in Grade Book Main on each individual assignment.

» To determine if some correlations are missing or are incorrect, click on the All Correlation to determine the
total number of assignments in the selected class. When all assignments in the example below are selected,
there are four assignments.

Assignments
Class Grading Period Page Size
(YR Social Studies 5(7) SEC:0044 [x] | Quarter 1 [x] | 10 Assignments [~]

Showing 1-4 of 4

Assignments

Correlations Action

Al [~
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e Next, select the correct correlation for the class, in the example below it is Social Studies.
1) When all the Social Studies Correlations display,
2) Notice that only two assignments are in the list.
3) The two assignments listed are correctly correlated to Social Studies. That means that the
two other assignments (not currently in view) are incorrectly correlated or not correlated at

all.
Assignments
Class Grading Period Page Size
(YR) Social Studies 5(7) SEC.0044 E Quarter 1 E 10 Assignments

9 Showing 1-2 of 2

Assignments Grading Perods

Correlations o Action
Cobb County CZ 2277 25 - SOCIAL STUDIES E|
Action Measure Assign Date  Subject Score Type Category
Clan & & Reading + Percentage &+ Assessments &
o

I:e Classwork-C | | 8/31/2014 Social Studies [ | Percentage [r] | Classwork [~]

Chap 1 Test 8/31/2014 Social Studies E Percentage E| Assessments E

TO CORRECT: Return to Grade Book > Gradebook Main — Socials Studies class to edit the assignments and
correctly correlate them to Social Studies.
Correlations are done in Grade Book Main on each individual assignment.

> Review the Subject association column for each assignment in all classes. Each assignment’s subject should
match the class subject. (Reminder: The top row is a header row.)
1) In the example below, ALL assignments are displayed in the Mathematics class.
2) Some of the assignments are incorrectly associated to the Social Studies subject.

Assignments
Class Grading Period Page Size
(YR) Malhematics 4(4) SEC-0330 [=] || Quarter1 [=] | 10 Assignments

e Showing 1-4 of 4
Assignmenis Grading Periods

Correlations Action

Al o [~ [=]
Action Measure Assign Date  Subject Score Type Category D
Clan & & Reading + Percentage & Assessments &
B Math Test 8152014 Mathematics E Raw Score Assessments |z| 8
a Math Assignr 81572014 Mathematics E Raw Score Classwork |Z| 8
el Math Test 912212014 Social Studies E Raw Score E Classwork |Z| g
a Math Assignr 9/2212014 Social Studies E Raw Score E Assessmenis |Z| g
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e Subject errors can be corrected right on the Assignments screen. Click the drop-down arrow next to
the incorrectly assigned subject and select the correct subject area.

el

B Math Test 912272014 LSuciaI Studies  [»] ‘

Reading
English / Language Arts
dlUlE 5

(& Math Assignr Q222014 ,
Social Studies
Science
Health

Art

Music

E Physical Education |ﬂ

e Make all needed corrections.

e Save Changes (clicking Undo removes all changes made on the screen since the last save.)

Correlations Action
B g

Action Measure Assign Date  Subject Score Type Category D
Can + + Reading + Percentage + Assessments +

0 Math Test 8152014 Mathematics  [v] Raw Score [~] Assessments  [=] | | 8]
O Math Assignr B8M15/2014 Mathematics E Raw Score |Z| Classwork |Z| 8
0 Math Test 9/22/2014 “/Mamemaﬁcs E Raw Score |z| Classwork |Z| 9
B Math Assignr 91222014 Wmamemaﬁrs E Raw Score |Z| Assessments |Z| 9

e Another way to correct the Subject on the Assignments screen is to use the header row.
o Select the correct subject in the header row. To view subject selections, click inside the field
of the header row where the word Reading displays.

Action Measure Assign Date  Subject Scol
Clan + - Reading | ¥ Pe
—{Reading
[ English / Language Arts
Math Test 81512014 Mathematics i
Social Studies
[l i Science
Math Assignr 4 Health Rz
Art
[ Music
Math Test 9/22/2014 Physical Education Rz
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Action Measure Assign Date  Subject
e Check all rows that need to be updated. = _ .
<+ <+ Mathematics &
e Click the green arrow to fill in the Subject area with -
. Math Test 81152014 Mathematics  [=]
the correct selection from the header row.
o The edited rows will highlight for easy Math Assignr | | 8/15/2014 Mathematics =]
review. If correct, click the Save Changes Math Test 91222014 Social Studies =]
button. If incorrect, click the Undo button. | p— socml sudes 2]
Correlations Action
g g
Action Measure Assign Date
Clan <& 4 Mathematics & Percentage <& Assessments 4 &
Math Test 8/15/2014 Mathematics [ =] Raw Score [~] Assessments  [x] 8/15/2014
Math Assignr || 8/15/2014 Mathematics ~ [=] | = Raw Score [+] || Classwork [=]  ens2014
Math Test 9/22/2014 Mathematics  [x] Raw Score [~] Classwork [x] | 9222014
Math Assignr 9/22/2014 Mathematics E Raw Score E Assessments E| 972212014

Page 59 of 62



4t & 5% Grade - TVUE, Gradebook & Report Card Guide 2020-21. V2 Feb. 2021

How To Make Changes To 4t or 5t Grade Report Cards In A Previous Grading
Period

e Teachers can make edits to report cards during the current school year only. The normal default setting

allows teachers access to edit report cards for 14 calendar days past the end of the grading period. Once the
14-day window has passed, an administrator should enter a Web Help ticket with a request to extend the
report card window for a specific quarter.

o Please note that in January, the district will automatically extend the teachers’ window to allow
enough time for teachers to complete, distribute, and edit Q2 report cards. The window will
normally remain open about a week past the January distribution day. Refer to the District’s Staff
Use Calendar for actual dates.

o Local schools may decide that they prefer the report card changes be made by the Grade Book
Manager/Report Card Administrator regardless of the number of days past the end of the grading
period. If this decision is made, once the teacher makes necessary grade book edits, the Grade Book
Manager/Report Card Administrator can make the report card changes themselves without the
teacher window being extended or re-opened.

e Itis recommended that the grade book’s final quarter grade calculation match the grades students receive on
the nine-week (quarter) report card. If assignment errors or grade entry errors are found after the report
card completion/distribution, teachers should return to the gradebook for the class and make necessary
assignment corrections. Then, the homeroom teacher will review the report card grades and re-
transfer/overwrite or manually edit grades as needed. Be aware that changes made to an assignment could
potentially change grades for all students in the class.

Steps (Gradebook Managers have access to complete the teacher steps, if needed.)

e Discussion: The classroom teacher should discuss any necessary assignment edits with the grade book
manager and/or the report card administrator prior to making any adjustments in the grade book. If the
classroom teacher and the homeroom teacher are not the same, include both teachers.

e Administrator: If the 14-day period is available for the teacher to make report card changes, the grade book
manager or report card administrator needs to review and change (if needed) the current grading period on
the School Setup screen to match the period in which the changes are needed.

| School Setup =

menu~ || o | «Save | ®yunco

| School Name: Elementary School School Year: 2017-2018

Basic Info Options SIS Data Options Labels TeacherVUE Mobile Apps
@ Period Definition

Start Period End Period Homeroom Period Homeroom Meeting Day

|| I O

@ Type Information

School Type Schooal Attendance Type Attendance Entry Method for Teachers and Class Altendance School Altendance

. |} Elementary school - [ Daily Attendance ~ |l By section ~ N Regular

Grade Attendance Calculated Concurrent Enroliment Type

Full Concurrent - Able to send and receive concurrent students  ~

il | ALC scnool Type Calendar Type  School Category
Regular -

@ Grade Selection |[® Grading options

Initial Grade Grading Period
Grade

EPre HKK 01 o2 go3

@05 Wos Wo7 W08 W09 pm

W11 W12 W12+ B UNG-Elem B UNG-Sec .
ng Jefiniions
nce School Type

o Administrator: If it is more than 14 days past the end of the grading period needed for changes, enter a Web
Help ticket to request the report card edit window be extended. This will allow the teacher to edit the report
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card. Please list all details in the ticket: Grading Period that the changes need to be changed, Teacher’s

Name, and classes or sections being edited in the gradebook.

e (Classroom Teacher: Open the gradebook for the appropriate class and grading period. Make any necessary

edits to the assignment(s) and/or grade(s). SAVE changes.

The homeroom teacher will need to review and overwrite student’s report cards. This can be done from the

Report Card Preview screen or the Report Card > Students screen.

e Homeroom Teacher: Navigate to Report Card > Report Card Preview (Homeroom Class for appropriate

quarter/grading period) Review students’ grades, individually, to determine if the report card mark (grade)

needs to be overwritten after the assignment correction. See the screen shot and steps below.

o

o

Start by reviewing grades for the first student in the Select Student dropdown.

Column #1 (below) shows gradebook calculations. Column #2 (below) shows grades currently on the
student’s report card.

Notice that this student has a calculated ELA grade of ‘A’ after assignment changes were made. The
report card mark (grade) is currently a ‘B.’

To overwrite one or more report card grades, check the box at the top of column 2 to Overwrite All,
or check the box next to the grade that needs to be overwritten. See yellow highlights below.
With overwrite checks in place; click the button to Transfer Marks for the one student, shown at
number 3 below.

After the grades are transferred and overwritten, select the next student in the list and follow the
same process until all students’ grades have been reviewed and overwritten if needed.

By reviewing students one-by-one, teachers can confirm report card grades are accurate.

Report Card Preview

1 (YR) Homeroom 5{1j SEC:0 [Quarter 1 = h

Select Student
v| Transfer Marks for n Trans

Report card preview for students in ~ Homeroom 5(1)

The below grades represent weighted scores based on the current period. Click to exclu

Report Card Item Calculated Mark L Overwrite All
0 Report Card Mark
READING A v A
ENGLISHILANGUAGE ARTS A v O B
MATHEMATICS B v B
SOCIAL STUDIES A v A
SCIENCE B v B
HEALTH A v A
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e Homeroom Teacher: Instead of using the Report Card Preview screen, teachers may prefer to use the report
card view. Navigate to Report Card > Students. Select the homeroom class for appropriate quarter (grading
period).

o Click on the student’s name to view the report card.

Synergy‘ Home ~ GradeBook ~ ReporiCard ~ Admin ~

ToacharVUE

Students AV seacn Lock ut Support Hel

2 (YR) Homeroom 5(1) SEC Dmk/ Quarter 1 « | £ OFTIONS @ VIEW REPORT CARDS | (& EDIT COMMENT BANK

Class Report Card Report Cards Done This Period (25/25)

Report Cards Not Complete MARK ALL COMPLETE — € MARK ALL NOT COMPLETE Report Cards Complete

rr AT M
PP NIF SIS IF S iF SISl S ST S F S

o Compare the grades in the Score column (these are the gradebook calculations) to the report card
grades shown in the Quarter column. Make necessary edits to the report card grades using the
dropdown and/or to comments as needed. Save.

¢ TeacherVUE

L (YR) Homeroom 5(1) SEC:00  /Quarter 1 «

Backto! - Grade 05
Cobb County 05 2018-19  Report Card

[ Include Audit Detail Cancel/Back to List + Save/Mark Complete VIEW REPORT CARD

Report Card Area QUARTER 1 QUARTER 2

Nine Week Report card
READING A A v +
READING LEVEL oL v +
ENGLISH/LANGUAGE ARTS I A B I . +
MATHEMATICS B B v +
SOCIAL STUDIES A A B +
SCIENCE B B . +
HEALTH A A B +

o Click the View Report Card button to view and print the updated report card, if needed. Notify the
administrator when you are finished with all edits. (Only English language report cards are produced
from this screen.)

e Administrator: Change the School Setup grading period back to the current period.

o Notify Technology (through the Web Help ticket entered) the report card changes are complete, and
the teacher-edit window can be reset to the normal 14-day setting.
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